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Bishop's Waltham Parish Council
A Meeting of the Finance, Policy and Resources Committee
will be held in the Ruby Room of The Jubilee Hall, Bishop's Waltham
on Tuesday 4' June 2024 at 7pm

The meeting will be open to the public unless the Commitiee directs otherwise.
Agenda

All papers/reporis are available from the Council offices (excepf where classified as confidential).
To elect a Chairman of the Committee
To elect a Vice Chairman of the Committee
To receive and accept apologies for non-attendance.
To receive and accept declarations of disclosable pecuniary inferests relating to items on this agenda.
To receive and accept any personal, pecuniary and non-pecuniary interests relating to items on this agenda.
Public Session - for information only
To approve the minutes of the meeting 7" May 2024
Actions arising from the minutes of the meeting of 7" May 2024 - for information only

Reappointment of Committee Working Group Members 2024/25 - for approval

. Report from Finance Manager - for informatfion only

Finance matters:
i Payments Schedule — to approve payments.
i) Bank Account Reconciliations Month 1 - to note the review by the Chairman
iii) Parish Council Balance Sheet — fo note current position
iv) Income and Expenditure Forecast - fo note current position
v) Ear Marked Reserves — fo note current position

. Capital Control Report - for information only

. Annual Governance and Accountability Return for Financial Year ending 31 March 2024 — for consideration
. Banking Mandates — for consideration

. Financial Regulations — for approval

. Policies — ACSO Complaints Procedure and Body Camera Procedure — for consideration

. Requests for future agenda items - for information only

. Date of next meeting — 2nd July 2024

. Motion for confidential business:

The following motion will be moved on the completion of the above business:

That in view of the confidential nature of the business about fo be transacted, it is advisable in the public
interest that the public and press be temporarily excluded, and they are instructed to withdraw in
accordance with the provisions of the Public Bodies (Admissions to Meetings) Act 1940.

Parish Council Office, The Jubilee Hall, Little Shore Lane, Bishop's Waltham, Hampshire, SO32 1ED. Tel: 01489 892323



Bishop's Waltham Parish Council
A Meeting of the Finance, Policy and Resources Committee
will be held in the Ruby Room of The Jubilee Hall, Bishop's Waltham
on Tuesday 4t June 2024 at 7pm

20. Debftors' List - for consideration
21. Staffing Matters — for consideration
22. Land Investigation - Update from Working Group - for consideration

23. Purchase of Parish Council Land Request — for consideration

£ McKengie
Clerk to the Committee
28t May 2024

Parish Council Office, The Jubilee Hall, Little Shore Lane, Bishop's Waltham, Hampshire, SO32 1ED. Tel: 01489 892323



Present:

In attendance:

Bishop's Waltham Parish Council
Minutes of the meeting of the Parish Council Finance, Policy and Resources
Committee held in the Ruby Room of the Jubilee Hall, Bishop’s Waltham
on Tuesday 7th May 2024 at 7pm.

ClIr Jones Vice Chairman & Acting Chairman
ClIr Marsh

ClIr Nicholson

Clir Pavey

CliIr Stallard

Clir Smith Co-opted Member

Clir Willicams

Mrs H Fisher Finance Manager
Mrs E McKenzie Executive Officer

Members of the public: [

FPR253/23

FPR541/23

FPR255/23

FPR256/23

FPR257/23

FPR258/23

FPR259/23

FPR260/23

To receive and accept apologies for non-attendance and approve the co-option to this committee
meeting of Clir Smith.

Resolved: To approve co-option of Clir Smith fo the committee meeting of 2.4.24

Proposed: Clir Nicholson

Seconded: Clir Stallard

Allin favour

To receive and accept declarations of disclosable pecuniary interests relating to items on
this agenda
None.

To receive and accept any personal, pecuniary and non-pecuniary interests relating to
items on this agenda
None.

Public Session

One member of the public was present who was observing only.

Community Hedge Planting noted as successful on 6.5.24

Staff appraisals are ongoing by the Committee Chairman and Executive Officer.
New model financial regulations due to be published shortly.

To approve the minutes from the meeting of the Finance, Policy and Resources Committee - 4th
April 2024

Resolved: to approve minutes of the Finance, Policy and Resources Committee - 4th April 2024
Proposed: Clir Williams

Seconded: Clir Nicholson

All in favour who were present at the meeting of 4th April 2024

Actions arising from the meeting of the Finance, Policy and Resources Committee— 4th April 2024
Noted.

Report from Finance Manager
Noted. The interest value was commented upon positively. Business rates for Well House discussed.

Finance matters:
i) Payments Schedule
Resolved: to approve the payments tabled to a total amount of £101,484.468
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FPR261/23

FPR262/23

FPR253/23

FPR264/23

FPR245/23

Proposed: Clir Nicholson
Seconded: Clir Marsh
All in favour

if) Bank Account Reconciliation Month 12

Resolved: to note the review of the Bank Account Reconciliations Month 12 by the Chalrman.
Proposed: Clir Nicholson

Seconded: Clir Williams

Allin favour

fiii) Parish Council Balance Sheet

Resolved: to note the Parish Council Balance Sheet
Proposed: Clir Pavey

Seconded: Clir Stallard

All in favour

iv) Income and Expenditure Forecast

Resolved: to note the Income and Expenditure Forecast
Proposed: Clir Stallard

Seconded: Clir Smith

Allin favour

v) Ear Marked Reserves
Noted.

Capital Control Report
Noted.

The Coronation Hall: Opt to Tax

A social gathering to rename the building was noted to have taken place on 3.5.24.

The matter of tax was duly deliberated. o

Resolved: To not ‘opt to tax’ the Coronation Hall at this fime and review the matter in April 2025.
Proposed: Clir Marsh

Seconded: Clir Smith

4 in favour, 1 abstention

Reinvestment of Funds

Resclved: To approve the reinvestment of £422,354.42 with Arbuthnot Latham for 3 months at 4.8%
Proposed: Clir Stallard

Seconded: Clir Marsh

All in favour.
The letter of approval was then duly signed by the Chairman and Executive Officer,
ACTION: To reinvest funds as tabled ACTION: Finance Manager

Direct Debit / Standing Orders 2024/25

Resolved: To approve the list of Direct Debits/Standing Orders for 2024/25
Proposed: Clir Pavey

Seconded: Clir Marsh

Allin favour,

Funding Receipts and Allocations 2018-2024
Nofed.




FPR2646/23 Recommendations from the Communily and Environment Committee - Grant Awards
The recommendations were duly considered and it was noted that the maximum any one group
could apply for was £2,000.
GROUP PROJECT AWARD DEPARTMENT
Bishop’s Waltham Festival | Leaflet drops (£200) £600 Local
Purchase and printing of reusable (Applied for Government Act
cups {£400) £850) 1972 5.145
Reduce ticket cosis (£250)
Bishop's Waltham In Van costs (£3,000), Watering (£1,500) £1,250 Local
Bloom (Applied for Government Act
£4,500) 19725.144
Bishop's Waltham Device for taking donations as £395 Local
Museum Trust electronic payments (Applied for Government
£395) Act 19725.144
Folk Association of South | Ceontribution towards event for 220 £439.20 Local
Hants (FASH) children in the Meon Valley area. {Applied for Government Act
Project facilitator (£140) £439.20) 19725.145
3 Musiclans (£270)
School Liaison (£24.20)
Home Start Hampshire Supporting local family £1,300 Local
Government Act
1972 5.137
Meon Valley Hearstart Ceontribute to updating and making £750 Local
more instructional videos. (Applied for Government Act
£2,000) 1972 5.137
Bishop's Waltham Town Communications drive for volunteers £500 Local
Team and opporunities (£240) (Applied for Government Act
Annual licence for volunteer database | £500) 19725.145
hosting (£240)
Total of funds recommended £5,234.20

Resolved: To recommend to Parish Council the grant award payments as tabled
Proposed: Clir Stallard
Seconded: Clir Pavey

All in favour

ACTION: Execulive Officer

FPR267/23

FPR268/23

FPR269/23

Policies — Update

Resolved: To appoint a working group, of Cilr Jones, Clir Stallard and the Executive Officer, to draft
two new policies (Menopause and Flexible Working Hours) and consider any further new policies to
be brought to Committee for consideratfion.
Proposed: Clir Pavey

Seconded: Clir Nicholson

All in favour

ACTION: Working greup to meef to draft policies ACTION: Working Group / Exec Officer
Requests for fulure agenda items

Draft Policies

Land Sale Request

Deed of Access

Financial Regulations Update

Staffing Matters

Date of next meeling - Tuesday 4ih June 2024
Noted.,




The member of the public left the meeting at this point.

FPR270/23

FPR271/23

FPR272/23

FPR273/23
i)
ii}
i)
iv)
v)

Motion for confidential business: The Chairman then moved:

That in view of the confidential nature of the business about to be transacted, it is advisable in the
public interest that the public and press be temporarily excluded, and they are insfructed to
withdraw in accordance with the provisions of the Public Bodies (Admissions to Meetings) Act 1940.

Debtors’ List
The Finance Manager provided a favourable update on the list.

Facilities Review - Update
The Committee received the updates as tabled and noted them:.

St tohn Ambulance Hall
Thanks were given to the staff and working group involved in this purchase.
The ratification of final spend for the project would be taken to Parish Council on 14.5.24.

Well House

Discussions were held on the resolufions in progress so far. Further fime was required to clarify frue
value of the property but confirmed as in the region of £250,000 - £275,000. This pricing would be
reviewed at the next Committee meeting. The Estate Agency contract was noted to be as of g 28-
day notice period. The sale of the property was confirmed as to balance the purchase cost of the
§t John Ambulance Hall purchase as a community asset, The long-term maintenance of Well House
was also noted as an aging building. The costs of rates on the property were also discussed.

Recommendations from Halls And Grounds Commiittee

Quotations for Mower Purchase - for approval

Quotations for Drainage Work on Priory Park Football Pitches — for approval

Albany Road play Ared Project Spend — Addiifion of Accessible and Standard Swing - for approval
Proposal for Retrospective Billing for Football Pitch Hirers — for consideration

Proposal for Restructure of Jubilee Hall Car Park Season Tickets - for information

i) Quotations for Mower Purchase

Resolved: To recommend to Full Council the purchase of a Trimax Stealth $3 Roller Mower from
D.J.Scott at a cost of £17,150.00 excluding VAT,

Proposed: Clir Marsh

Seconded: Clir Nicholson

All in favour ACTION: Execulive Officer

ii) Quotations for Drainage Work on Priory Park Football Pitches

Resolved: To recommend to Full Council the appointment of PJ and CM Froud Brothers to undertake
the drainage maintenance work on the Priory Park Footbalt Pitches at a cost of £8,950.00 excluding
VAT.

Proposed: Clir Williams

Seconded: Clir Stallard

All in favour ACTICN: Executive Officer

1)} Albany Road Play Area Project Spend - Addifion of Accessible and Standard Swing Set
Resolved: To ratify the appoiniment of HAGS as the supplier of an accessible and standard swing set
as an additional project spend of £7,945.03, excluding VAT.

Proposed: Clir Nicholson

Seconded: Cllr Pavey

All in favour




FPR274/23

FPR275/23

iv) Proposal for Retrospective Billing for Football Pitch Hirers

Resolved: To approve the retrospective bllling for the three named football teams for usage of Parish
Council football pitch hire.

Proposed: Clir Marsh

Seconded: Clir Smith

All in favour ACTION: Finance Manager

v) Proposed for Restructure of Jubilee Hall Car Park Season Tickets
Resolved: To recommend to Parish Council the restructure of the season ticket offering at the
Jubilee Hall Car Park to compare more favourably with town centre car parks.

i) a Premium Season Ticket, where the holder had a dedicated parking space (as Is
currently the case) at the reduced price of £370 per annum
ii) a Standard Season Ticket that entitled the holder to park in any of the available
(non-premium) car park spaces at a price of £250 per annum
iiif) an advertising campaign to highlight season ticket opportunity for
residenis/businesses
iv) a review of the impact of these changes in é months’ time
Proposed: Clir Pavey
Seconded: Clir Staliard
Allin favour ACTION: Executive Officer
It was also noted that information would need to be sent to current season ticket holders to clarify
these changes.

Land investigation - Update from the Working Group

The resolutions from the Exfra Ordinary Meeting of 30.4.24 were noted as approved
recommendations from the working group.

Resolved: To note the resolutions from the Extra Ordinary Meeting of 30.4.24 as tabled and progress
the project as agreed.

Proposed: Clir Marsh

Seconded: ClIr Smith

All in favour ACTICN: Working Group and Executive Officer

Staffing Matlters

The Chairman provided an update on the current staffing matters arising. An Occupational Health
Advisor on a day rate was recommended for the four members of stoff identified for such.

It was noted that the Halls Manager had given his resignation from the post and the role would be
discussed for replacement at Parish Council next week following consideration of such by the
Staffing Sub-Committee on 10.5.24.

Resolved:

i) To note the resolutions of the Extra Ordinary Meeting of 22.4.24 and the minutes of the
Staffing Sub-Committee meeting 25.4.24

ii) To note and approve the cost of the invoice for HALC services November 2023-March 2024 ?

iif) To approve costs for Occupational Health Assessments

Proposed: Cllr Marsh
Seconded: Clir Smith
All in favour

There being no further business the meeting ended at 9.05 pm.




Bishops Waitham Parish Council
Finance, Policy and Resources Commitiee
Aciions Arising from the Committee Meeling 7.5.24

Minule Number Subject Action Date for completion Action by Notes
FFR218/22 Stancling Orcars Raview mg:;?;ﬁziﬁ:;;‘:ﬁf:ﬂg May-23 EO Awalling new councll year to ensure clear for all,
To check leasss far third party claim y
FPR256/22 Leases update quidance Jul23 EQ/FM
FPR274/22, 1} To sel up meeling of working group i) Complele -
FPRIO4/ZD, FPR179/23 Land Disposal Polley ill To puslish adlopted pollcy H) Feto 24 EC/MP/KI Maeling held, Agenda fem Jan 24,
To recemmend to PC lease extansion supercedad b PC 129.23. - complete
FPROP6/23, FFR184/23|Cricket Club with further updatas required by a?:iron be\owy EQ Meeting held 25.9.23 {JM.BN,RS wilh BWCC reps).
working group & reps Agenda #em Jan 24 and March 24
FPR135/23. FPR194/2315! Peter's Churchyard Funding |To wiite lo PPC Mov-23 EO PC requasted a meating with group {14.11.23)
f) To confitm policles approvad In progress. Updates recelved from H&S consuliant
FPR141/23, FPR1 74723 Policies i} To update policles as suggested Dec23 EO (RS} T 24 Tor Fullee acsamcis fam o e censulian
I To liciss with H&S consultant ' '
To dlscuss extanslon of role with . N
FPR188/23 Prafecls Manager's Role Projecis Menager Complste EQ/$tefling Sulbb C  JAppraisal mestfing held 7.5.24
FPR208/23 Land at Montague Read To consull with local residents Apr24 EO/AC In llcison with H&G
N} To refer back lo H&G I} Complete
FPRO24/23. FPR24?  |Mower i) To check on progress i) Completa AO/EQ AQ ta action
FPR227/23 Mowlng Licence To adveriise mewlng opporunity Apr24 EQ
FPR240/23 Asset Reglster Review To submit surnmary report May-24 EJ/RS
FPR241/23 Cyber Securty To draft aclicn plan 1o send e IT fecm Jun-24 RS Drafled May 24
i) To check current eslate agent
conlract
] To lolse with estate agent - Inferest | [} Compiele
FPR249/23  [Well House ard lower sale “’mffu"nf'if WG & EO
o iilTo plan move If necessary v} June 24
v} To Investigate property for New
Homes vl June 24
v]Ta keep Ih mind 'Hoi Desk hub' idea
FPR249/23 Skale Zore access palh To Investigate funding options Jun-24 AOEQ/FM Reler to Admin Officer/H&G Commliles
FPR249/23 Bowls Club Lecse Te menitor Bowls Club lease renewal Jun-24 WG/AC/EO Draft lease to ba considerad by FPAR
FPR263/23 Relnvestment of Funcls To rafnvest funds May-24 FM
FPR284/23 Gronl Awards To refer to PC for approval Complete €O
To draft new pellcles oh mencpause
FPR267/23 Two New Policies and flexible working Jukz4 WG (KJ/RS) /EOQ
FPR273/23 Mower Purchase To tefer to PC for approval Complele EQ
FPR273/23 Crainage Work To rafer o PC for approval Complete ’ EO
FPR273/23 Relrospective Biling To bill 3 foctball teams in aredrs Complete FM 3 named feolball fsams only
FPR273/23 JH Season Tickets Ta refer to PC for approval Complets EO
FPR275/23 OH Assessments To organise OH Assassments Jul-24 EC




3 @ 51 Bishop's Waltham Parish Council

Finance, Policy & Resources Committee

4.6.24

Agenda ltem - Re-appointment of Committee Working Groups
Task Working Group Members
Bowls Club Lease Renewal* Clir Marsh, Clir Webb
Cricket Club Lease Renewal” Clir Marsh, CliIr Nicholson, Clir Stallard
Land Investigation Project * Clir Jones, Clir Smith, Clir Williams
Policies — updates/draft preparation ClIr Jones, CliIr Stallard
Staffing Sub-Committee ClIr Jones, Clir Nicholson, Clir Marsh

(Chair of FP&R) (Council Chair)

Well House — arrangements for sale of | ClIr Jones, ClIr Williams

*to oversee the project and report back to Committee with recommendations for actions

Proposal:

To re-appoint the Committee working groups for 2024/25.

Executive Officer
29.5.24



Bishop's Waltham Parish Council

Finance, Policy & Resources Committee

4.6.24
Agenda Item - Report from Finance Manager - for information only

AGAR & Final Internal Audit 2023-24

Some considerable time was spent completing the AGAR ready for the Internal Auditor's
visit on 22nd May 2024. The Internal Auditor made a final recommendation, with regard to
Cyber Security, which is detailed at the end of the Internal Auditor's report.

The Annual Governance Statement, the Accounting Statements and the BDO LLP Conflict
of Interest Form will all be signed at the Parish Council meeting on 11 June 2023.

Year end and the new financial year

Year end is complete for the financial year 2023-24. The new financial year was opened
on Rialtas on 22/05/24, and all financial transactions relating to April and May 2024 have
been posted.

EMR Transfer
Further to minute PC329/23 Quotations for Additional CCTV Coverage at Priory Park. | will
make the following EMR fransfers to fund this addition to the project as approved: -

£10,000 from PC EMR funds 340 — Replace Topper Mower
£3,450 from WCC CIL Receipts EMR funds 377 Extend Parking (PP)
£1,848 from PC EMR funds 370 CCTV (HR)

£15,298 to 374 Replace Skate Park (PP)

Finance Manager 29/05/24



Bishop's Waltham Parish Council
Finance, Policy & Resources Committee
4.6.24

Agenda ltem = Finance Maitters - for consideration

Finance matters:
I.  Payments Schedule - fo approve payments

ii. —Bank Account Reconciliations Month 1 —to note the review by
the Chairman

ii. ~ Parish Council Balance Sheet — fo note current position
iv. Income and Expenditure Forecast — to note current position

v. Ear Marked Reserves - fo note current position

Finance Manager 29.5.24



i) Payments Schedule
— fo approve payments
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il Bank Account Reconciliations Month 1
— fo note the review by the Chairman.




Date: 28/05/2024 Blshop's Waltham Parish Councit Page 1

Time: 12:21 Bank Reconclliation Statement as at 30/04/2024 User: HLF

for Cashbook 6 - Petty Cash

Bank Statement Account Name (s) Statement Date Page No Balances
Pelty Cash 30/04/2024 0.29
—
0.29
Unpresented Paymonts {Minus) Amount
0.00
0.00
—_—
0.29
Unpresanted Recelpts (Plus)
0.00
.00
—_—
0.20
— Balance per Cash Book Is :- 0.29
' Difference s 0.00
Slgnatory 1:
. ; -~
Nams ZMKYU/C "‘Ké‘aﬁ‘éfgﬁed e Date Zq?/ﬁ).'i/ ‘23‘?*46
Slgnatory 2:

Name ...... .i;'j  FUSH ER Signed moam '2?(05'/2((;7




Date: 28/05/2024 Bishop's Waltham Parish Council Page 1

Time: 12:31 Bank Reconcillation Statement as at 30/04/2024 Ueer: HLF

for Cashbook 9 - Barclaycard Commercial

Bank Statemont Account Name (s} Statement Date Page No Balances
_—
Barclaycard Commerclal 30/04/2024 . Q.00
_—
0.00
Unpresanted Payments (Mlnus) Amount
-
0.00
0.00
—_—
0.00

Unpresented Recelpts {Plus)

0.00

0.00

s e —

0.00

Balance per Cash Book is :- 0.60

Dlfferance ls :- 0.00

Signatory 1: #/
Name W(&'/MIWMON wolgned ... AL LA i, veveerrand Date Z?/& ‘)Z) pr

Signatory 2:

I P et 22 foc{2.¢

Name ... s Date 575070 S




Date:28/05/2024 Blshop's Waltham Parish Council Page 1

Time: 12:33 Bank Reconclllation Statement as at 30/04/2024 User: HLF

for Cashbook 10 - A&L 3m Fixed Term Deposit Alc

Bank Statement Account Name {s) Statement Date Page No Balances
A&L 3 m fixed torm deposit 30/04/2024 417,361.80
—_——
417,361.80
Unpresented Payments (Minus) Amount
0.00
0.00
417,361.80
Unpresented Recelpts { Plus}
0,00
0.00
"—“"‘_—l_—_.
417,361.80
Balance per Cash Book Is :- 417,361.80
Difference is :- 0.00
Signatory 1: / e
Y. o 2o s /4-’ 2z
Name gﬁ}eﬂwaﬁﬂ . Date .50 e, L/
Slgnatory 2‘:

Nameg /{F“ﬁ(@&s{gmd %Date ‘2?/05—/2"(/




Date: 28/06/2024 Bishop's Waltham Parlsh Gouncll Page 1

Time: 12:35 Bank Reconcillation Statement as at 30/04/2024 User: HLF

for Cashbook 11 - Unity Current 20496238

Bank Statement Account Name (s) Statement Date Page No Balances
Unity Currant 20496238 30/04/2024 16,854.00
16,854.00
Unpresented Payments {Minus) Amount
—_—
0.00
0.00
16,854.00

Unpresented Recelpts (Plus)

0.00

0.00

e — ——

16,864.00

Bulance per Cash Book Is 3~ 16,854.00

Difference is i 0.00
Signatory 1:

SRR W icHo / :

Name Mﬂ/ﬂ};uoms{gned ] Date %a“‘) ........ 2

Signatory 2;

HreA v uenurnana

Name H‘PffM%SIgned Gm——mte 251/05«/2’(’




Date: 28/05/2024 Bishop's Waltham Parish Councll Pagea 1

Time: 12:36 Bank Reconciliation Statement as at 30/04/2024 User: HLF

for Cashbook 12 « Unity Savings 20496241

Bank Statement Account Name (s) Statement Date Page No Balances

Unity Savings 20496241 30/04/2024 247,548.35

247,548.35
Unpresented Payments {Minus) Amount

0.00

0.00

e —

247,548.35
Unpresented Recolpts (Plus)

0.00
0.00
247,548.35
Balance per Cash Book Is :- 247,548.35
Difference Is :- 0.00
Signatory 1; _ _
' oolson) 25
Name ZWKV?U’ 3 oS R RTORRUURTN b 12 | . R vl D)&) 2‘76
Signatory 2;

LrEspen 2elos/2q

Name ... wDate




_—

Bishop's Waltham Parish Councll Page 1

Date:28/05/2024
Time: 12:39 Bank Reconclllation Statement as at 01/04/2024 User: HLF
for Gashbook 13 - Unity Savings 20496254

Bank Statement Account Name (s) Statement Date Page No Balances
Unily Savings 20496254 30/04/2024 238,023.85
T 238,02385

Unprasented Payments (Minyg) Amount

0.00
0.00
238,023.85

Unpresented Receipts (Plus) .

0.00
0.00
238,023.85
Balance per Cash Book is 238,023.85
Difference Is 0.00

Slgnatory 1:
Nameéﬁlﬂﬁywt%‘g‘ayﬁgn&d .

Signatory 2:

Name .ceiniinia

—
HF}SM&&SIgned EDﬂt(-) 2"?/0‘{/2'4’




iiijParish Council Balance Sheet
— o note current position.




28/05/2024 Bishop's Waltham Parish Council
13:11 Detalled Balance Sheet - Excluding Stock Movement
Month 1 Date 01/04/2024

Page 1

Alc Description Actual
Current Assels
100 Debtors 9,850
105 VAT Control Account 7,832
219 AdL 3m Fixed Term Deposit Alc 417,362
221 Unity Current 20496238 16,854
222 Unity Savings 20496241 247 548
223 Unity Savings 20496254 238,024
250 Petty Cash 0
Total Current Assets 937,471
Current Liabilities
500 Creditors 13,572
516 Employer NIC Contral 394
517 Overtime Control {2,760}
520 Employer Penslon Control 2,366
565 Holding Deposits 3,381
Total Current Liabilities 16,953
Net Current Assets 920,517
Total Assets less Current Liabilities 920,517
Represented by :-
300 Current Year Fund 232,652
310 Ganeral Reserves 258,628
3156 Mentague Rd Play - S106/CIL 548
325 Play Area Eguip Maint - CYF 4,744
330 Replace Tractor - CYF 33,500
336 EV Chargers 11,000
340 Replace Topper / Mower - CYF 33,500
34 Replace IT Equipment 2,078
350 Bldings Replace / Refurb - CYE 85,000
351 Purchase of Community Asset 3,31
355 Tennis Court Maintenance - CYF 16,000
360 Replace Bus Shelters - CYF 10,000
370 CCTV Hoe Rd - CYF 5,000
373 South F'path -CIL/WCIL/S106 {9,083}
374 Replace Skate Park - CIL/WCIL 7,438
375 Floor Polisher - CYF 1,500
376 Solar Panels JH - CILAWCIL 59,750
377 Extend Parking PP - CIL 54,678
a78 Albany Road Play - S1068/0SF 59,401
379 Building Maintenance - CYF 18,500
380 Name Sign JH - CYF 5,000
390 Stackable Chalrs JH - CYF 1,800
393 WCC Cll. Receipts 2021-22 5,011
394 WCC CIL Receipts 2022-23 3,062
395 WCC CIL Receipts 2023-24 12,867
396 SDNP CIL Recelpts 2021-22 481
397 SDNP CIL Receipts 2022-23 2,471
398 SDNP CIL Receipts 2023-24 1,660

Total Equity

—_———

920,517




i} Income and Expenditure Forecast
— fo note current position.
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v) Ear Marked Reserves — fo note current position
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Bishop’s Waltham Parish Council

Finance, Policy & Resources Committee

4.6.24

Agenda ltem - Capital Control Report — for information only

Capital Control Report 2024-2025 (Month 1).

Finance Manager
28.5.24
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Bishop’s Waltham Parish Council

Finance, Policy & Resources Committee

4.6.24

Agenda ltem - Annual Governance and Accountability
Return for financial year ending 31 March 2024 — for
consideration

i.  Final Internal Auditor Report 2023/24
ii. — Annual Internal Audit Report 2023/24

ii.  Section 1 - Annual Governance Statement 2023/24
To be completed by the Parish Council and signed by the Executive
Officer and Chairman with the full council minute reference prior to
that of Section 2.

iv.  Section 2 - Accounting Statements 2023/24
To be confirmed by the Executive Officer and signed by the Chairman
with the full council minute reference following that of Section 1.

v. BDO LLP Conflict of Interest
To note the appointment of BDO LLP as External Auditor, confirm there
are no known conflict of interest and signed by the Executive Officer
and Chairman with the full council minute reference.

Proposal:

To consider the documents tabled (Internal Auditor Report, Annual
Internal Audit Report, Annual Governance Statement, Accounting
Statements and Conflict of Interest Form for 2023/24) for Council
approval on 11th June 2024

Finance Manager
26.5.24



M'Ap'rll Skies

Emma McKenzie S i I\CCOUHllllg EE—
Bishop’s Waltham Parish Council

22 May 2024
Dear Emma

Bishop’s Waltham Parish Council Internal Audit 2023-24

Final Audit Report

The internal audit for the 23-24 financial year is now complete. | am pleased to be able to
report that | have signed off the internal audit section of the Annual Governance and
Accountability Return (AGAR). | have one minor comment:

Ref -éileh&i'nﬁl @iﬁﬂiﬁtfﬁbhtﬁdﬁ@fhiéqﬁve"'"’ | Reason I have nc
Bl 158 ) | the Council i o
M Arrangements for Inspectlon of Inspection period | day too short in
Accounts 22-23

As stated in the engagement letter, the scope of our work is limited to completing the audit
testing and enquiries we deem necessary to complete Section 4 of the Annual Report for
Local Councils in England. We do not provide assurance over or accept responsibility for
areas of work not included in this scope, unless specifically agreed with the Council during
the financial year.

In providing internal audit services we are not conducting a financial statement audit in
accordance with standards and guidelines issued by the Audit Practices Board and our
procedures are not designed to provide assurance over the reliability and quality of your
financial statements and management information — that is the job of external audit.

We are required by the Annual Internal Audit Report included in the Annual Governance
and Accountability Return (AGAR) to review controls in place at the Council against
predefined control assertions. These control assertions are set out below, together with the
results of my internal audit work for 23-24. Recommendations are set out at Appendix A. |
set out a schedule of tests not completed at this audit at Appendix B, these tests are not
relevant to this Council.

The audit was carried out in three stages. Interim audits were completed on 7 November
and |19 February, these concentrated on in year financial transactions and governance
controls. The final audit was completed on 22 May and concentrated on the statement of
accounts and balance sheet.

Page | 1
S 07958 990310

b mike@aprilskies.co.uk
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A - Appropriate books of account have been kept properly throughout the year

First Interim Audit
The Council uses the RBS Omega accounting system. This is an industry specific accounting
solution well suited to this Council. — cashbook function.

The books of account were up to date and in good order, and my testing demonstrated
that:

- Supporting documentation could be located using referencing on RBS Omega

- All reconciliations tested are working well and are up to date

- Council is making use of the reporting available in RBS to provide financial reports to
councillors direct from the ledgers.

| checked that the opening balances on RBS at 1.4.23 could be agreed back to the published
draft AGAR for 22-23. The closing balance in box 7 of the 22-23 audited accounts was
£961,134 This agrees to the opening balance sheet value on the Omega system.

The Council is VAT registered. | reviewed the Council's VAT records and confirmed that
the VAT return for the 3 months period to 3| December 2023 was submitted to HMRC
on | Feb 2023. £17,778 was reclaimed, this agrees to VAT report produced from the RBS
system.

I'am satisfied that the Council considers recommendations of internal audit, as required by
point 7 on the annual governance statement. Audit recommendations raised at last audit have
been followed up — details are at Appendix A.

Final Audit

The accounting statements have been agreed back to balance sheet and income and
expenditure reports produced from the RBS accounting system. All comparatives reported
in the financial statements have been agreed back to the audited 22-23 accounts, as published
on the Council website.

The Council considered my second interim audit report at the FP&R Committee meeting
on in February (minute FPR 218/23) and recommendations raised were actioned and noted.

The quarter 4 VAT return has been completed. A claim of £24,461 was submitted to
HMRC on 19 April. The claim has been agreed to the VAT report produced by the
accounting system. The refund has been paid by HMRC, this was checked into the Council’s
bank on 22 April 24.

Page | 2
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B - The Council’s financial regulations have been met, payments were supported

by invoices, all expenditure was approved, and VAT was appropriately
accounted for.

First Interim Audit

The Financial Regulations were last reviewed in Feb 2023, and an appropriate minute
recorded in a meeting of Full Council (213.22). Standing Orders were reviewed at Full
Council meeting in May 2023. Both documents are based on NALC templates and appear
comprehensive.

The Council approves expenditure via the annual budget process. Once an order has been
placed, and work completed / goods delivered, invoices are approved and loaded on to
Omega by office staff. The RFO produces a schedule in excel setting out a schedule of all
supplier accounts requiring payment. This report is taken to the next available meeting of
The Finance Policy and Resources Committee, where transactions are authorised by
Council for payment. Payments are set up at bank by RFO and authorised by the Clerk, as
set out in the Council's financial regulations. | suggested that the RFO may wish to work
with RBS to develop a payment approval report directly from the purchase ledger system to
replace the excel document currently produced.

Expenditure Testing

| tested a sample of expenditure transactions recorded in the Council’s cashbook for the
first 7 months of 23-24. | tested 7 transactions, and for all transactions tested | was able to
confirm:

- Expenditure per cashbook agrees to VAT invoice

- VAT correctly accounted for

- Expenditure relevant and appropriate for this Council.

- payment list signed off by councillor

- Approval to pay recorded in minutes

| reviewed the Montague Road project in more detail. | confirmed that the council obtained
8 quotes for the playground, and the decision to select the chosen contractor was minuted
at the Council meeting in July 2020. It does not appear that the contract was advertised on
the Contract Finder website. This is a requirement of Standing Order 8¢

Page | 3
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A public confract regulated by the Public Contracts Regulations 2015 with
an estimated value in excess of £30,000, inclusive of VAT, but less than
the relevant thresholds in standing order 18(f) is subject to Regulations
109-114 of the Public Contracts Regulations 2015 which include a
requirement on the Council to advertise the contract opportunity on the
Contracts Finder website regardless of what other means it uses to
advertise the opportunity unless it proposes to use an existing list of
approved suppliers (framework agreement).

The Council should ensure that it follows standing orders when placing all higher value
contracts. | note that the Council has advertised the Albany Park playground contract on
Contracts Finder, so changes to processes have already been actioned.

Second interim audit

The Council is aware that NALC is currently reviewing the model financial regulations. The
results of this review should be taken into consideration when BWPC next reviews its own
regulations, and the next review should be delayed until NALC publishes the new model
regulations.

| selected a further sample of transactions from months 7 to 10 of the financial year.

| tested a direct debit payment to Winchester CC. | have not been able to locate any
evidence that direct debit payments have been approved at Council meeting. Financial
regulations state that :

5.6. If required, for each financial year the Executive Officer or RFO/Finance Manager shall
draw up a list of due payments which arise on a regular basis as the result of a continuing
contract, statutory duty, or obligation (such as but not exclusively) Salaries, PAYE and NI,
Superannuation Fund and regular maintenance contracts and the like for which Council [,or
a duly authorised committee,] may authorise payment for the year provided that the

| recommend that a schedule of all direct debits and standing orders should be taken to the
next available council meeting for approval.

| tested a £50K payment to Gravity Engineering for the new skatepark, this is the first
payment on a £163K project. | confirmed that the Council sought competitive quotes for
this work, 3 quotes were considered. The decision to select Gravity Engineering is
recorded in F&PR minutes in April 23 (minute 4.4.23) , and Halls and Grounds Committee
2] March 23 ( minute HG 314.22). These minutes record details of the three designs
submitted and considered. Whilst | am satisfied that the Council sought competitive
quotes for this project, it does not appear that the contract was advertised on the
Contract Finder website, and the Council did not follow the requirements of Standing

Page | 4
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Order 18c. |also tested a £33,829 payment relating to
footpath works, again this was not advertised on the
Contract Finder website.

This repeats a matter raised at my first interim audit. | have followed up this matter, and
checked that contracts for the Solar Array at Jubilee Hall and Albany Park Playground have
been properly advertised.

Final Audit
Non pay expenditure per box 6 to the accounts amounted to £741,621 up from £298,956
in 22-23.

4 additional transactions were selected from the period || and |12 cashbooks. The value of
these transactions was £267K . For all transactions tested | was able to confirm:

- Expenditure per cashbook agrees to VAT invoice

- VAT correctly accounted for

- Expenditure relevant and appropriate for this Council.

- payment list signed off by councillor

- Approval to pay recorded in minutes

2 payments related to the purchase of St Johns Hall. | confirmed that the Council
approved the purchase of the Hall at the extraordinary meeting of Full Council on 26"
February. | am satisfied that this asset purchase has been approved in line with Financial
Regulation requirements.

C - The Council assessed the significant risks to

achieving its objectives and reviewed the adequacy of arrangements to manage
these.

First Interim Audit

I have confirmed that the Council has a risk management process in place which results in a
formal risk assessment. | confirmed with the RFO that the risk assessment will be presented
to Full Council in February 2024.

The Council is insured by Zurich Municipal, on a standard local council policy. | reviewed
the insurance certificate and confirmed it is in date with an expiry date of 3 December 2023.

Jubilee Hall £1,650K

Pavilion Hoe Road £550K

Estate Shed Hoe Road £84K

Well House £286K

Club House, Elizabeth Way £408K
Page | 5
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Other assets insured include general contents (£187K),
Playgrounds (£298K) and Surfaces (£267K).

The RFO confirmed that the last professional assessment of rebuild cost of Council
buildings occurred in 2022 and is due to be next completed in 2027. This is necessary to
maintain the Council's insurance coverage.

Final Audit

The Council has completed the annual review of the Financial Risk Assessment and Action
Plan. The risk assessment appears comprehensive, and there is evidence of update in year.
The risk assessment was approved at Full Council on 12 March and an appropriate minute
recorded (minute 280/23). The Council has met its obligations in this area for the 23-24
financial year.

There is limited mention of cyber risk in the risk assessment. It is recommended that the
Council should carry out at cyber risk assessment with the assistance of the ICT support
company in 24-25. This should document controls in place, areas where controls should be
strengthened, and an assessment of whether cyber insurance should be purchased should be
recorded.

D - The annual precept requirement resulted from an adequate budgetary

process; progress against the budget was regularly monitored; and reserves
were appropriate.
First Interim Audit
The Council continues to monitor its financial position effectively. F&PR meets monthly, and
at each meeting the RFO presents the following reports
- Schedule of payments for approval
- Bank account reconciliations for the month
- Balance sheet and assessment of the Council finances
- Income and Expenditure report
- Earmarked reserves report
— budget monitoring
| reviewed reports produced for the 3 October meeting of F&PR, which reported on the
period to the end of period 5 23-24. Reporting to members is comprehensive and timely.

| note there are a number of excel spreadsheets used in producing finance reports for
councillors. | recommend that these are reviewed, and the RFO should use reports produced
direct from the accounting system wherever possible. | suggest that:

- Consideration should be given to adding the purchase order module to the RBS system.
This would permit commitment accounting reports to be produced
- RFO should discuss reporting with the F&PR Committee, to agree exactly what reporting
is required, and with what frequency
Page | 6
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| confirmed by review of minutes that budget setting for 2024-25 is well under way. A
timetable was agreed at the F, P&R meeting on S September. Draft proposals have been
submitted to committees, and are due to be considered by F,P&R in November 23. Full
Council is due to review the budget and precept in December 23, with final approval
anticipated in January 2024.

Second Interim Audit

The budget and precept for 24-25 was approved at the Full Council meeting in December
2023 ( minute 195/23) A precept of £592,822 was set. The 24-25 budget was published as
an agenda item for this meeting. A deficit budget of £99K has been approved, funded from
reserves. |am satisfied that precepting authority deadlines have been met and that the budget
and precept are properly recorded within minutes.

Final Audit
Reserves at 3| March 2024 were £687,865 (22-23 £961,134).

General reserves at year end were £200K. This represents 37 % of precept, which is at
the lower mid end of recommended levels set out in the JPAG Practitioners’ Guide ( 3 -12
months of net revenue expenditure).

The Council held earmarked reserves of £472K at 31.3.24. The largest reserves include:

e Tractor reserve - £33K
e  Buildings reserve - £85K
e Skate Park CIL - £50K

o Solar Panels CIL - £60K
e Parking PP CIL — 54K

The Council has significantly reduced CIL reserves in 23-24, with a number of projects
actioned ( Albany park / skate park / St Johns Hall). The RFO confirmed reserves are
reported to Finance Committee meetings, and considered in detail as part of budget setting.

E - Expected income was fully received, based on correct prices, properly

recorded and promptly banked; and VAT was appropriately accounted for.

First Interim Audit

Halls and Ground Rates for 23-24 were approved at a meeting of the Finance, Policy and
Resource Committee in January 2023, this is recorded in minutes

The sales ledger balance at 3.11.23 stood at £1,694, all current debt. The sales ledger is well
managed.
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April Skies

| selected a sample of receipts at random from the wesswmm— ACCOUﬂlng e ————
cashbook from the first 7 months of the financial year. For
all items tested | was able to

- Agree receipt back to invoice raised by the Council
- Confirm fees charged could be agreed back to approved fees and charges, or lease in the
case of the nursery

2" interim audit.
| checked a receipt of £45k CIL income from WCC from the cashbook and agreed to
remittance advice note from WCC Finance Department.

Final Audit
Precept per box 2 to the accounts was £532,213 (22-23 £505,255). This has been agreed
to third party documentation provided by Central Government.

Income per box 3 to the accounts was £281,843 (22-23 £190,524).
2 further income items were reviewed at the year end visit:

e £2K credit from CAB for cost of end of lease refurbishment. This has been agreed
to invoice, receipt checked to bank and billing confirmed to Council agreement with
CAB.

e A remittance of £40,000 was received from WCC on 22 March. | have checked this
to a remittance advice issued by the District Council, and to the Council's bank
account.

The year-end sales ledger balance was £5,059. All debts were raised in March 24 and are
therefore current debts. The sales ledger is well managed.

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

Not tested — the year end petty cash balance was £10, and the account is being closed. This
is a trivial balance and considered as nil for the purpose of this audit.

G- Salaries to employees and allowances to members were paid in accordance
with council approvals, and PAYE and NI requirements were properly applied.
Second interim and final audit

Staff costs per box 4 to the accounts were £334,419( 22-23 £295,770).

Payroll is processed by a payroll agency, Humphreys. The RFO sends details of any
changes to payroll ( overtime and any other changes) to the Humphreys each month.

Payroll is then processed and sent to the RFO for checking. Final payroll output is
checked by the RFO prior to payroll being set up at bank.
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| carried out audit tests on the December 2023 payroll. |

was able to agree payroll payments recorded in the

cashbook back to payroll summary documents produced by Humphreys. | selected 4
members of staff from the payroll . For all officers selected | was able to agree gross

pay for the month back to pay award letter for the 23-24 pay award, signed off by the
Clerk. Pay was checked back to pay scale points issued by JNC.

| have one recommendation. It was not possible to access the Council’s payroll
account with HMRC whilst | was at the Council office. It is recommended that login
to this account is re-established, and checked periodically to ensure that RTI
submissions and payments to HMRC are kept up to date. Humphreys may be able to
assist in this matter.

At the final audit | confirmed that box 4 only records payments relating to the
employment of staff at the Council ( Salaries / Overtime / Pensions and HMRC taxes).

H - Asset and investments registers were complete and accurate and properly
maintained.
Final Audit
Fixed assets per box 9 to the accounts were £ 3,788,099 ( 22-23 £3,367,514 RESTATED)

A new asset register accounting policy has been approved by the Council (5 September
Finance Committee minute 43).  As a consequence a number of items (typically fees and
charges from architects and project managers) that were previously capitalised have been
written off of the asset register. The accounting policy change means that the 22-23 fixed
asset balance has been restated - details are set out below:

Balance at 31.3.23 per audited accounts 3797112
Restated balance 22-23 per current AGAR | 3367514
Difference 429598

A schedule of adjustments has been prepared by the RFO, these clearly show the
transactions that have been written off of the asset register. | have reviewed a sample of
these adjustments and they are compliant with the new fixed asset accounting policy.

The asset register balance at 31.3.24 agrees to the fixed asset register.

Additions of £478K have been added to the asset register. Main items are:

St Johns Ambulance Building ( £180K)

Skatepark (£120K)

Footpath (£60K)

Deletions of £58K have been actioned. Main items is £45K old skate park.
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April Skies

| = Periodic and year-end bank account reconciliations were properly carried
out.

First Interim Audit

The Council has four bank accounts, 3 with Barclays Bank, and | account with Arbuthnot
Latham. | reviewed the bank reconciliation file and there is clear evidence that
reconciliations on all accounts are completed promptly each month by the RFO. Evidenced
review of the bank reconciliations is provided by the reviewing councillor.

| reperformed the bank reconciliations for September 2023.

Reconciliation signed by RFO and
Barclays Current 16,208 16,208 16,208 | chair 20 October
Barclays Active Reconciliation signed by RFO and
Saver 553,599 553,599 553,599 | chair 24 October

Reconciliation signed by RFO and
Arbuthnot 3 month 407,641 407,641 407,641 | chair 24 October.
Total 1,210,943 1210943 | 1210943

| note that at the time of my audit the Council was in the process of reviewing deposit
balances, to improve returns, and is planning to take out a new deposit account with
Arbuthnot and moving other cash balances to Unity Bank. There is evidence that cash
balances are being effectively managed.

The Council continues to operate a sound system of bank reconciliations . All accounts are
reconciled promptly, and councillor review is carried out in line with financial regulation
requirements. | have confirmed by review of minutes that the councillor review of bank
reconciliations is reported to the F&PR Committee on a regular basis.

Final Audit
Box 10 - Borrowings £62,790 (22-23 £72,423)

The year-end balance has been agreed to year end statements supplied by Debt Management
Office.
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Cash per box 8 to the accounts was £672,648 (22-23 £976,183)

| reperformed the reconciliation for 31 March 2024. Reconciliations for all accounts had
been completed by the RFO. | agreed all balances on reconciliations back to bank
statements and to reconciliation reports produced from the accounting system, and to the
year end balance sheet. The reconciliations had been reviewed by a councillor and this
review properly evidenced on the reconciliations and bank statements.

] - Accounting statements prepared during the year were prepared on the

correct accounting basis (receipts and payments or income and expenditure),

agreed to the cash book, were supported by an adequate audit trail from
underlying records, and

BWPC has produced accounts on an accruals basis, this is required as income / expenditure
is above £200k. Box 7-8 reconciliation and variance report prepared alongside other papers
requested by external audit.

L: The Authority publishes information on a free to access website/webpage

up to date at the time of the internal audit in accordance with any relevant
transparency code requirements

Eirst Interim Audit

As a larger Council, with income / expenditure in excess of £200K, BWPC is required to
follow the 2015 Transparency Code. This information is clearly set out on the
Transparency page of the website

| specifically confirmed that the following information was up to date

- Grants awarded — updated to include 23-24 grant awards
- Payments over £500 — complete to the end of March 2024

M: Exercise of Public Rights - Inspection of Accounts

Inspection periods for 22-23 accounts were set as follows

'lnqp tion - Key date > ,
I .I.. i I EIL e L fol)) o e Sl .=_I
Accounts approved at I3 June FuII Counal
Full Council
Date Inspection Notice 19 June - noticeboards
Issued and how and website
published
Inspection period begins 20 June
Inspection period ends 28 July
Correct length 29 days
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The inspection period was | day too short, and this was picked up by external audit —
see extract from the certificate below

Dther matters nat affecting our opinion which we draw ta the attention of the authority:!

We note that the smaller authority did not camply with Regulation 15 of the Accounts and Audit Regulations 2015 as it failed to make
proper provision during the year 2023124 for the exercise of public rights, since the peried for the exercise of public rights was less than
30 conseculiva working days in length. As a result, the smaller authority must answer 'No’ to Assertion 4 of tha Annual Governance
Statement for 2023/24 and ensure that it makes propar prouision for the exercise of public rights during 2024/25,

The Council must mark box 4 of the Annual Governance Statement as “NO”".

N - Compliance with Publishing Requirements 22-23 Accounts

The Council's 22-23 AGAR and the external audit certificate are published on the financial
information tab of the Council website. External audit certificate is clear, bar the point
raised in section M above and is dated 29 September 2023. The Conclusion of Audit
certificate is also published, dated 2 October, after the statutory deadline of 30 September.
This is because the external audit certificate was received so late. The Council has met
reporting obligations. The audit certificate has been reported to the October meeting of Full
Council. | am satisfied that the Council published the completion of audit certification as
soon as possible, given the late completion of the audit by external audit. However,
external audit may make further comment on this matter.

Council met its responsibilities as a

O - Trust funds (including charitable) The

trustee.

The Council is not a trustee — confirmed with RFO

I attach my invoice for your consideration together with the internal audit report from the
AGAR. [ would like to take this opportunity to thank you for your help with the audit. |
look forward to working with you again next year, in the meantime please do not hesitate
to contact me if | can be of any assistance.

| would like to thank Hannah for her assistance.

Yours sincerely

RN

Mike Platten CPFA
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Appendix A - Matters Arising 23-24 Audit

First Interim Audit

M at—tef- Ari,r;jn‘g_ A

| Recommendation

Council Response ..

Payment approval report

| suggested that the RFO may
wish to work with RBS to
develop a payment approval
report directly from the
purchase ledger system to
replace the excel document
currently produced

Thank you for your
suggestion. However, the
Council feels that the current
report allows for quick and
easy access to information,
without the need to purchase
additional systems.

| reviewed the Montagu
Road project in more
detail. It does not appear
that the contract was
advertised on the Contract
Finder website.

The Council should ensure
that it follows standing orders
when placing all higher value
contracts. | note that the
Council has advertised the
Albany Road playground
contract on Contracts Finder,
so changes to processes have
already been actioned.

All councillors and staff are
now fully aware of the
financial regulations to be
followed when higher value
contracts are being sought.
All contracts in this financial
year have followed the
correct procedure.

| note there are a number of
excel spreadsheets used in
producing finance reports
for councillors.

| recommend that these are
reviewed, and the RFO should
use reports produced direct
from the accounting system
wherever possible.
that:

- Consideration should be
given to adding the
purchase order module to
the RBS system. This
would permit commitment
accounting reports to be
produced

- RFO  should  discuss
reporting with the F&PR
Committee, to agree
exactly what reporting is
required, and with what
frequency

| suggest

Thank you for your
recommendation. However,
after discussion it was agreed
that the Council are happy to
continue with current reports
and their frequency. These
reports provide valuable
information that is easy for
all to understand.

Page | 13

& 07958 990310

= mike@aprilskies.co.uk

Company Registration Number 14174016
6 Uplands Road. Farnham GU9 8BP

13




i R = S TSV | TS

April Skies
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The inspection period The Council must mark The Council and Finance
was | day too short, box 4 of the Annual Manager (RFO) will ensure
and this was picked up Governance Statement as this recommendation is

by external audit “NO”. fulfilled.

Second Interim Audit

Matter Arising | Recommendation | Council Response

| have not been able to | therefore recommend thata | Direct Debits were
locate any evidence that schedule of all direct debits approved by full council
Direct Debit payments and standing orders should be 12/03/24.
have been approved at taken to the next available
Council meeting Council meeting for approval
It was not possible to It is recommended that Login re-established and
access the Council’s login to this account is RTI submiSsions and
payroll account with re-established, and payments have been
HMRC whilst | was at checked periodically to checked and confirmed.
the Council office. ensure that RTI

submissions and

payments to HMRC are

kept up to date.

Humphreys may be able

to assist in this matter.

Final Audit

Matter Arising | Recommendation ;
There is limited mention of | This should document

cyber risk in the risk controls in place, areas where

assessment. It is controls should be

recommended that the strengthened, and an

Council should carry out at | assessment of whether cyber
cyber risk assessment with | insurance should be purchased
the assistance of the ICT should be recorded

support company in 24-25.
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April Skies

Appendix B

Internal Audit Control Objectives — Marked as not covered

 Control | Area for Audit | Why this has not been.
ObjectiveliEmniig il - e B LU LY
F Petty Cash No petty cash at this council
K Exemption from limited Council had limited assurance review in
assurance review 22-23
®) Trust Funds No trusts at this council
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Annual Internal Audit Report 2023/24
BISHOP'S WALTHAM PARISH COUNCIL

https://www.bishopswaltham-pc.gov.uk/Home 10171.aspx

During the financial year ended 31 March 2024, this authority's internal auditor acting independently and on the
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and
controls in operation and obtained appropriate evidence from the authority.

The internal audit for 2023/24 has been carried out in accordance with this authority's needs and planned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meet the needs of this authority.

Internal control objective | Not

Yes | No* |covered™
A. Appropriate accounting records have been properly kept throughout the financial year.
B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

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

G. Salaries to employees and allowances to members were paid in accordance with this authority’s
approvals, and PAYE and NI requirements were properly applied.

'\\\\‘l

H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic bank account reconciliations were properly carried out during the year.
J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts

and payments or income and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors were properly recorded.

K. If the authority certified itself as exempt from a limited assurance review in 2022/23, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance v
review of its 2022/23 AGAR tick “not covered”)

L. The authority published the required information on a website/webpage up to date at the time of the J
internal audit in accordance with the relevant legislation.

S O AISNISNE S

M. In the year covered by this AGAR, the authority correctly provided for a period for the exercise of
public rights as required by the Accounts and Audit Regulations (during the 2023-24 AGAR period, /
were public rights in relation to the 2022-23 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).

N. The authority has complied with the publication requirements for 2022/23 AGAR v
(see AGAR Page 1 Guidance Noles).

0. (For local councils only) Yes_| No_[Notappicable
Trust funds (including charitable) — The council met its responsibilities as a trustee. v

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

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

19/02/2024 22/05/2024 07/11/2023 M PLATTEN CPFA

Signature of person who m ( : ﬁz
carried out the internal audit Date 22/05/2024

*If the response is 'no’ please state the implications and action being taken to address any weakness in control
identified (add separate sheets if needed).

**Note: If the response is ‘not covered' please state when the most recent internal audit work was done in this area and when it is
next planned; or, if coverage is not required, the annual internal audit repart must explain why not (add separate sheests if needed).

Annual Governance and Accountability Return 2023/24 Form 3 Page 3 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities



Section 1 — Annual Governance Statement 2023/24
We acknowledge as the members of;

Bishop's Waltham Parish Council

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2024, that:

Agreed
Yes No* ‘Yes'means that this authority:

. We have put in place arrangements for effective financial prepared its accounting statements in accordance

management during the year, and for the preparation of v with the Accounts and Audit Regulations.
the accounting statements.

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

3. We took all reasonable steps to assure ourselves has only done what it has the legal power to do and has
that there are no matters of actual or potential complied with Proper Practices in doing so.
non-compliance with laws, regulations and Proper Ve

Practices that could have a significant financial effect
on the ability of this authority to conduct its
business er manage its finances.

4. We pravided proper opportunity during the year for during the year gave alf persons interested the opportunity fo
the exercise of electors’ rights in accordance with the v inspect and ask questions about this authority’s accounts.
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this considered and documented the financial and other risks if
authority and look appropriate steps to manage those v faces and dealt with them propery.

risks, including the introduction of internal controls andfor
external insurance cover where required.

6. We maintained throughout the year an adequate and arranged for a competent person, independent of the financial
effective system of internal audit of the accounting v controls and procedures, to give an objective view on whether
records and control systems. internal controls meet the needs of this smaller authority.

7. We took appropriate action on all matters raised / .| responded to matters brought ta its attention by internal and
in reports from internal and external audit. external audit. .

8. We considered whether any litigation, liabilities or disclosed everything it should have about its business activity
commitments, events or transactions, occurring either during the year including events taking piace after the year
during or after the year-end, have a financial impact on v end if relevant,
this autherity and, where appropriate, have included them
in the accounting statements. |

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

examination or audit.

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

This Annual Governance Statement was approved at a Signed by the Chair and Clerk of the meeting where
meeting of the authority on: approval was given:
11/06/2024
and recorded as minute reference: Chair
Clerk
www.bishopswaltham-pc.gov.uk
Annual Governance and Accountability Return 2023/24 Form 3 Page 4 of 6
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Section 2 — Accounting Statements 2023/24 for

Bishop's Waltham Parish Council

Year ending Notes and guidance

31 March 31 March Flease round all figures to nearest £1. Da not leave any
2023 2024 boxes blank and report £0 or Nil balances. All figures must
£ £ agree (o underlying financial records

1. Balances brought Total balances and reserves at the beginning of the year

forward 871,366 961,134 as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 505,255 532,213| received or receivable in the year. Exclude any grants

received.

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

190,524 281,843| the precspt or ratesflevies received (line 2). Include any
grants received.

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

of all employees. Include gross salaries and wages,
295,770 334,419 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. () Loan interest/capital Total expenditure or payments of capital and interest
repayments 11,285 11,285/ made during the year on the authority’s borrowings (if any).

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

298,956 741,621 book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year. Must
forward 961,134 687,865| equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 976,183 672,648| holdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 3,367,514 3,788,099| up of all its fixed assets and long term investments as at
and assets 31 March.

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

72,423 62,790| from third parties (including PWLB).

For Local Councils Only

11a. Disclosure note re Trust funds
(including charitable)

The Council, as a body corporate, acts as sole trustee and
is responsible for managing Trust funds or assets.

11b. Disclosure note re Trust funds
(including charitable)

The figures in the accounting statements above
exclude any Trust transactions.

| certify that for the year ended 31 March 2024 the Accounting | | confirm that these Accounting Statements were
Statements in this Annual Governance and Accountability approved by this authority on this date:

Return have been prepared on either a receipts and payments

or income and expenditure basis following the guidance in 11/06/2024
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.

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

as recorded in minute reference:

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

Date

Annual Governance and Accountability Return 2023/24 Form 3 Page 5 of 6
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CONFLICT OF INTEREST WITH BDO LLP

To be completed annually and minuted at a meeting of the smaller authority.

Name of Smaller Bishop’s Waltham Parish Council
Authority

I confirm that there are no conflicts of interest with BDO

I confirm the following conflicts of interest {please detail below:

This was canfirmed and minuted at the following meeting:

Date of Meeting Minute Reference

Signed {Clerk/RFO)

Print Name

Signed (Chair)

Print Name




@ Bishop's Waltham Parish Council

Y - |

Jroprnan, > Finance Policy & Resources Committee
4.6.24

Agenda Item - Banking Mandates - for approval

Please approve the update to the banking mandates, with respect to
the removal of Clir Judy Marsh and the additions of Clir Barry Nicholson
(Chairman) and CliIr Tracy Conduct (Vice Chairman) as signatories for
the following bank accounts:-

Unity Trust Bank
Arbuthnot Latham

Proposal: To approve the updated banking mandates.

Finance Manager
25.05.24



Bishop’s Waltham Parish Council

Finance, Policy & Resources Committee

4.6.24

Agenda ltem - Financial Regulations Review

Financial regulations govern the conduct of financial management by
the Council and may only be amended or varied by resolution of the
Council.

Financial regulations are one of the Council's three governing policy
documents providing procedural guidance for members and officers.
Financial regulations must be observed in conjunction with the
Council’s standing orders and any individual financial regulations
relating to contracts.

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.

It is the duty of the Council to review the Financial Regulations from
time to time and to make amendments when there are changes in any
relevant legislation or proper practices.

The National Association of Local Councils (NALC) has now published
an updated model Financial Regulations for adoption.

The document following shows key points for Committee to consider
that the Finance Manager and Executive Officer have highlighted for
attention.

Proposal: to consider the suggestions for changes to the NALC Model
Financial Regulations and approve such required Financial Regulations
for Bishop's Waltham Parish Council.

Executive Officer
29.5.24



National Association London WCIB 3LD

l nal c t: 020 7637 1865 w: www.nalc.gov.uk
e: nalc@nalc.gov.uk a: 109 Great Russell Street,
of Local Councils

BISHOP’S WALTHAM PARISH COUNCIL

FINANCIAL REGULATIONS 2024

These Financial Regulations were adopted by the Council at the meeting held on XXX 2024
for Full Council after review by the Finance, Policy and Resources Committee on XXX 2024,
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General

1.1. These Financial Regulations govern the financial management of the council and
may only be amended or varied by resolution of the council. They are one of the
council’s governing documents and shall be observed in conjunction with the
council’s Standing Orders.

1.2. Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of councillor into
disrepute.

1.3. Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

1.4. In these Financial Regulations:

» ‘Accounts and Audit Regulations’ means the regulations issued under Sections
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any
superseding legislation, and then in force, unless otherwise specified.

e “Approve” refers to an online action, allowing an electronic transaction to take
place.

e “Authorise” refers to a decision by the council, or a committee or an officer, to
allow something to happen.

e ‘Proper practices’ means those set out in The Practitioners’ Guide

e Practitioners’ Guide refers to the guide issued by the Joint Panel on
Accountability and Governance (JPAG) and published by NALC in England or
Governance and Accountability for Local Councils in Wales — A Practitioners
Guide jointly published by One Voice Wales and the Society of Local Council
Clerks in Wales.

o ‘Must’ and bold text refer to a statutory obligation the council cannot change.

e ‘Shall’ refers to a non-statutory instruction by the council to its members and
staff.

1.5. The Responsible Financial Officer (RFO) (known at BWPC as the Finance Manager
(FM)) holds a statutory office, appointed by the council. The FM;

e acts under the policy direction of the council;

e 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 control systems;
e ensures the accounting control systems are observed;

e ensures the accounting records are kept up to date;

2
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seeks economy, efficiency and effectiveness in the use of council resources;
and

produces financial management information as required by the council.

1.6. The council must not delegate any decision regarding:

setting the final budget or the precept (council tax requirement);
the outcome of a review of the effectiveness of its internal controls
approving accounting statements;

approving an annual governance statement;

borrowing;

declaring eligibility for the General Power of Competence; and

addressing recommendations from the internal or external auditors

1.7. In addition, the council shall:

determine and regularly review the bank mandate for all council bank accounts:;

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

2. Risk management and internal control

2.1. The council must ensure that it has a sound system of internal control, which
delivers effective financial, operational and risk management.

2.2. The Executive Officer [with the FM] shall prepare, for approval by the council, a risk
management policy covering all activities of the council. This policy and
consequential risk management arrangements shall be reviewed by the council at
least annually.

2.3. When considering any new activity, Executive Officer [with the FM] shall prepare a
draft risk assessment including risk management proposals for consideration by the
council.

2.4. At least once a year, the council must review the effectiveness of its system
of internal control, before approving the Annual Governance Statement.

2.5. The accounting control systems determined by the RFO (FM) must include
measures to;

ensure that risk is appropriately managed;

e ensure the prompt, accurate recording of financial transactions;

prevent and detect inaccuracy or fraud; and

e allow the reconstitution of any lost records;
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2.6.

4

* identify the duties of officers dealing with transactions and
o ensure division of responsibilities.

At least once in each quarter, and at each financial year end, the Council Chairman
shall be appointed to verify bank reconciliations (for all accounts) produced by the
FM. The Council Chairman shall sign and date the reconciliations and the original
bank statements (or similar document) as evidence of this. This activity, including
any exceptions, shall be reported to and noted by the Finance Committee.

Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is

not lost if an employee leaves or is incapacitated for any reason.

3. Accounts and audit

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

All accounting procedures and financial records of the council shall be determined
by the FM in accordance with the Accounts and Audit Regulations.

The accounting records determined by the RFO (FM) must be sufficient to
explain the council’s transactions and to disclose its financial position with
reasonably accuracy at any time. In particular, they must contain:

e day-to-day entries of all sums of money received and expended by the
council and the matters to which they relate;

e arecord of the assets and liabilities of the council;

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountability Return.

The FM shall complete and certify the annual Accounting Statements of the council
contained in the Annual Goverance and Accountability Return in accordance with
proper practices, as soon as practicable after the end of the financial year. Having
certified the Accounting Statements, the FM shall submit them (with any related
documents) to the council, within the timescales required by the Accounts and Audit
Regulations.

The council must ensure that there is an adequate and effective system of
internal audit of its accounting records and internal control system in
accordance with proper practices.

Any officer or member of the council must make available such documents
and records as the internal or external auditor consider necessary for the
purpose of the audit and shall, as directed by the council, supply the FM, internal
auditor, or external auditor with such information and explanation as the council
considers necessary.
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3.7. The internal auditor shall be appointed by the council and shall carry out their work
to evaluate the effectiveness of the council’s risk management, control and
governance processes in accordance with proper practices specified in the
Practitioners’ Guide.

3.8. The council shall ensure that the internal auditor:
» is competent and independent of the financial operations of the council;

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

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

e has no involvement in the management or control of the council
3.9. Internal or external auditors may not under any circumstances:

e perform any operational duties for the council;

e initiate or approve accounting transactions;

e provide financial, legal or other advice including in relation to any future
transactions; or

e direct the activities of any council employee, except o the extent that such
employees have been appropriately assigned to assist the internal auditor.

3.10.For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners
Guide.

3.11.The FM 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 documents required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

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

4. Budget and precept

4.1. Before setting a precept, the council must calculate its council tax (England)
requirement for each financial year by preparing and approving a budget, in
accordance with The Local Government Finance Act 1992 or succeeding
legislation.
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4.2.

4.3.

4.4.

4.5.

4.6.

4.7.

4.8.

4.9.

Budgets for salaries and wages, including employer contributions shall be reviewed
by the council at least annually in October for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Council.

No later than November each year, the FM shall prepare a draft budget with
detailed estimates of all [receipts and payments/income and expenditure] for the
following financial year along with a forecast for the following twao financial years,
taking account of the lifespan of assets and cost implications of repair or
replacement.

Unspent budgets for completed projects shall not be carried forward to a
subsequent year. Unspent funds for partially completed projects may only be
carried forward (by placing them in an earmarked reserve) with the formal approval
of the full council.

Each committee (if any) shall review its draft budget and submit any proposed
amendments to the council not later than the end of November each year.

The draft budget with any committee proposals and two-year forecast, including any
recommendations for the use or accumulation of reserves, shall be considered by
the finance committee and a recommendation made to the council.

Having considered the proposed budget and fwo-year forecast, the council shall
determine its council tax (England) requirement by setting a budget. The council
shall set a precept for this amount no later than the end of January for the ensuing
financial year.

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 106 of the Local Government
Finance Act 1992 and must and must disclose at the start of the meeting that
Section 106 applies to them.

The FM shall issue the precept to the billing authority no later than the end of
February and supply each member with a copy of the agreed annual budget.

4.10.The agreed budget provides a basis for monitoring progress during the year by

comparing actual spending and income against what was planned.

4.11.Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

council.

5. Procurement

5.1.

Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as
practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.



National Association London WCIB 3LD

of Local Counclls

nal c t: 020 7637 1865 w: www.nalc.gov.uk
e: nalc@nalc.gov.uk a: 109 Great Russell Street,

5.2. The FM should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes.

5.3. Every contract shall comply with these the council’s Standing Orders and these
Financial Regulations and no exceptions shall be made, except in an emergency.

5.4. For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Public Contracts Regulations 2015 or any superseding legislation (“the
Legislation”), must be followed in respect of the tendering, award and
notification of that contract.

5.5. Where the estimated value is below the Government threshold, the council shall
(with the exception of items listed in paragraph 6.12) obtain prices as follows:

5.6. For contracts estimated to exceed £60,000 including VAT, the Executive Officer
shall seek formal tenders from at least three suppliers agreed by the council OR
{advertise an open invitation for tenders in compliance with any relevant provisions
of the Legislation}. Tenders shall be invited in accordance with Appendix 1.

5.7. For contracts estimated to be over £30,000 including VAT, the council must
comply with any requirements of the Legislation’ regarding the advertising of
contract opportunities and the publication of notices about the award of
contracts.

5.8. For contracts greater than £3,000 excluding VAT the Executive Officer or FM shall
seek at least 3 fixed-price quotes;

5.9. where the value is between £500 and £3,000 excluding VAT, the Executive Officer
or FIM shall try to obtain 3 estimates which might include evidence of online prices,
or recent prices from regular suppliers.

5.10.For smaller purchases, the Executive Officer or FM shall seek to achieve value for
money.

5.11.Contracts must not be split into smaller lots to avoid compliance with these
rules.

5.12. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

i.  specialist services, such as legal professionals acting in disputes;

! The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the
award of contracts over £30,000 including VAT, regardless of whether they were advertised.

7
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ii.  repairs to, or parts for, existing machinery or equipment;
ii.  works, goods or services that constitute an extension of an existing contract:

iv.  goods or services that are only available from one supplier or are sold at a
fixed price.

5.13.When applications are made to waive this financial regulation to enable a price to
be negotiated without competition, the reason should be set out in a
recommendation to the council {or relevant committee}. Avoidance of competition is
not a valid reason.

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

5.15. Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

» lhe Executive Officer under delegated authority, for any items below £500
excluding VAT.

» Ihe Executive Officer, in consultation with the Chair of the Council, or Chair of
the appropriate committee, for any items below £2,000 excluding VAT.

e {a duly delegated committee of the council for all items of expenditure within
their delegated budgets for items under £5,000 excluding VAT.

e {in respect of grants, a duly authorised committee within any limits set by council
and in accordance with any policy statement agreed by the council.

¢ Recommendation from the FP&R Committee and approval from the council for
all items over £5,000;

Such authorisation must be supported by a minute (in the case of council or
committee decisions) or other auditable evidence trail.

3.16.No individual member, or informal group of members may issue an official order,
unless instructed to do so in advance by a resolution of the council, or make any
contract on behalf of the council.

5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council, or a duly delegated committee
acting within its Terms of Reference, except in an emergency.

5.18.1In cases of serious risk to the delivery of council services or to public safety on
council premises, the Executive Officer may authorise expenditure of up to £2,000
excluding VAT on repair, replacement or other work that in their judgement is
necessary, whether or not there is any budget for such expenditure. The Executive
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Officer shall report such action to the Chair as soon as possible and to the council
as soon as practicable thereafter.

5.19.No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the council is satisfied that the necessary funds
are available and that where a loan is required, Government borrowing approval
has been obtained first.

5.20. An official order or letter shall be issued for all work, goods and services above
EZ8Blexciuding VAT unless a formal contract is to be prepared or an official order
would be inappropriate. Copies of orders shall be retained, along with evidence of
receipt of goods.

5.21. Any ordering system can be misused and access to them shall be controlled by the
Fv. REMOVES
6. Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be
delegated to a committee. The council has resolved to bank with Unity Trust Bank.
The arrangements shall be reviewed annually for security and efficiency.

6.2. The council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than
one person should be involved in any payment, for example by dual online
authorisation or dual cheque signing. Even where a purchase has been authorised,
the payment must also be authorised and only authorised payments shall be
approved or signed to allow the funds to leave the council's bank.

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the council before being certified by FM. (Where the certification of invoices is
done as a batch, this shall include a statement by the FM that all invoices listed
have been ‘examined, verified and certified’ by the FM).

6.4. Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing
any personal information.

6.5. All payments shall be made by online banking/ehegue; in accordance with a
resolution of the council {or duly delegated committee}{or a delegated decision by
an officer}, unless [the council] reseives to use a different payment method.

6.6. {For each financial year [the RFO] may draw up a schedule of regular payments
due in relation to a continuing contract or obligation (such as Salaries, PAYE,
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6.7.

6.8.

6.9.

National Insurance, pension contributions, rent, rates, regular maintenance
contracts and similar items), which the council {or a duly delegated committee} may
authorise in advance for the year}. RENIDNES

{A copy of this schedule of regular payments shall be signed by [two members] on
each and every occasion when payment is made - to reduce the risk of duplicate

payments.} RIERIOVER

{A list of such payments shall be reported to the next appropriate meeting of the
council or Finance Committee} for information only. [RENIGNES

The Clerk and RFO shall have delegated authority to authorise payments {only} in
the following circumstances:

i. {any payments of up to [£500] excluding VAT, within an agreed budget}.

ii. payments of up to [£2,000] excluding VAT in cases of serious risk to the
delivery of council services or to public safety on council premises.

ii. any payment necessary to avoid a charge under the Late Payment of
Commercial Debts (Interest) Act 1998 {or to comply with contractual terms},
where the due date for payment is before the next scheduled meeting of [the
council], where the [Clerk and RFO] certify that there is no dispute or other
reason to delay payment, provided that a list of such payments shall be
submitted to the next appropriate meeting of council {or finance committee).

iv. Fund transfers within the councils banking arrangements [IFHCHREEURISI
[EEBEEprovided that a list of such payments shall be submitted to the next
appropriate meeting of council for finance committee].

6.10.The RFO shall present a schedule of payments requiring authorisation, forming part

of the agenda for the meeting, together with the relevant invoices, to the council {or
finance committee}. The council {or committee} shall review the schedule for
compliance and, having satisfied itself, shall authorise payment by resolution. The
authorised schedule shall be initialled immediately below the last item by the person
chairing the meeting. A detailed list of all payments shall be disclosed within or as
an attachment to the minutes of that meeting.

7. Electronic payments

7.1.

Where internet banking arrangements are made with any bank, Jthe RFQ] shall be
appointed as the Service Administrator. The bank mandate agreed by the council
shall identify Ja number of [l councillors who will be authorised to approve
transactions on those accounts and a minimum of two people will be involved in any
onhne approval process Ro-Sledon : 2! d-signat HuERE

10
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7.2. All authorised signatories shall have access to view the council’s bank accounts
online.

7.3. No employee or councillor shall disclose any PIN or password, relevant to the
council or its banking, to anyone not authorised in writing by the council or a duly
delegated committee.

i The Service Administrator shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shall be sent

[by email] to [two] authorised signatories. (EiEIESHEVEEIISEMENoNSEY
signatory)]

7.5. In the prolonged absence of the Service Administrator [an authorised signatory]
shall set up any payments due before the return of the Service Administrator.

7.6. Two [councillors who are] authorised signatories shall check the payment details
against the invoices before approving each payment using the online banking

system. [RENIOVER

.. Ewdence shall be retained showmg whlch members approved the payment onllne

7.8. Afull list of all payments made in a month shall be provided to the next [council]
meeting {and appended to the minutes).

7.9. With the approval of [the council] in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable
direct debit, provided that the instructions are [signed/approved online] by [two [Eil
authorised members]. The approval of the use of each variable direct debit shall be
reviewed by [the council] at least every two years.

7.10.Payment may be made by BACS or CHAPS by resolution of [the council] provided
that each payment is approved online by [two [@illlauthorised bank signatories,
evrdence is retained and any payments are reported fo [the councnl] at the next

7.11.1f thought appropriate by the council, regular payments of fixed sums may be made
by banker’s standing order, provided that the instructions are signed {or approved
online} by [two [@lllmembers], evidence of this is retained and any payments are
reported to councn when made. The-approval of the us 3 ba landing

7.12.Account details for suppliers may only be changed upon written notification by the
supplier verified by [two of] the Clerk and [the RFQ] [a member]. This is a potential

11



nal c t: 020 7637 1865 w: www.nalc.gov.uk
e: nalc@nalc.gov.uk a: 108 Great Russell Street,

London WCIB 3LD

National Association
of Local Councils

area for fraud and the individuals involved should ensure that any change is
genuine. uld be lead it ; =

Tgied [Tt =S fialm YA WAy

7.13.Members and officers shall ensure that any computer used for the council’s
financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

7.14.Remembered password facilities {other than secure password stores requiring
separate identity verification} should not be used on any computer used for council
banking.

9.3. Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk {and RFO} {specify other officers}
and any balance shall be paid in full each month.

9.4. Personal credit or debit cards of members or staff shall not be used {under any
circumstances.} OR {except for expenses of up to [£250] including VAT, incurred in
accordance with council policy.}

12
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10. Petty Cash

HBEN( The council will not maintain any form of cash float. All cash received must be
banked intact. Any payments made in cash by the Clerk Jor RFQ] (for example for
postage or minor stationery items) shall be refunded on a regular basis, at least
quarterly.} OR {The RFO shall maintain a petty cash [float/imprest account] of [£250]
REMOVE?? and may provide petty cash to officers for the purpose of defraying

operational and other expenses NSNS SEOSEORSENNIOASHIANED

a) Vouchers for payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

b) Cash income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

c) Payments to maintain the petty cash float shall be shown separately on any
schedule of payments presented for approval.}

11. Payment of salaries and allowances

11.1.As an employer, the council must make arrangements to comply with the
statutory requirements of PAYE legislation.

11.2.Councillors allowances (where paid) are also liable to deduction of tax under
PAYE rules and must be taxed correctly before payment.

11.3.Salary rates shall be agreed by the council, or a duly delegated committee. No
changes shall be made to any employee’s gross pay, emoluments, or terms and
conditions of employment without the prior consent of the council {or relevant
committee}.

11.4.Payment of salaries shall be made, after deduction of tax, national insurance,
pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

11.5.Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account
or other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by [the finance
committee] to ensure that the correct payments have been made.

11.7.Any termination payments shall be supported by a report to the council, setting out
a clear business case. Termination payments shall only be authorised by the full
council.

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

13
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12.

13.

Loans and investments

12.1.Any application for Government approval to borrow money and subsequent
arrangements for a loan must be authorised by the full council and recorded in the
minutes. All borrowing shall be in the name of the council, after obtaining any
necessary approval.

12.2. Any financial arrangement which does not require formal borrowing approval from
the [Secretary of State/Welsh Assembly Government] (such as Hire Purchase,
Leasing of tangible assets or loans to be repaid within the financial year) must be
authorised by the full council, following a written report on the value for money of
the proposed transaction.

12.3.The council shall consider the requirement for an Investment Strategy and Palicy in
accordance with Statutory Guidance on Local Government Investments, which must
written be in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the council at least annually.

12.4.All investment of money under the control of the council shall be in the name of the
council.

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

12.6.Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with
these regulations.

Income

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

13.2.The council will review all fees and charges for work done, services provided, or
goods sold at least annually as part of the budget-setting processfellowing-a report
ofthe-Clerk: [The RFOQ] shall be responsible for the collection of all amounts due to
the council.

13.3.Any sums found to be irrecoverable and any bad debts shall be reported to the
council by [the RFO] and shall be written off in the year. The council’'s approval shall
be shown in the accounting records.

13.4.All sums received on behalf of the council shall be deposited intact with the
council's bankers, with such frequency as the RFO considers necessary. The origin
of each receipt shall clearly be recorded on the paying-in slip or other record.

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

14
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13.6.{The RFO shall ensure that VAT is correctly recorded in the council’s accounting
software software and that any VAT Return required is submitted form the software
by the due date}. OR {Any repayment claim under section 33 of the VAT Act 1994
shall be made {quarterly where the claim exceeds [£100] and} at least annually at
the end of the financial year.}

4137 {Where significant sums of cash are regularly received by the council, the RFO shall
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 record such as ticket
issues, and that appropriate care is taken for the security and safety of individuals

banlepasieheasky

14. Payments under contracts for building or other construction works

14.1.Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments, which shall be made within the time specified in the
contract based on signed certificates from the architect or other consultant engaged
to supervise the works.

14.2.Any variation of, addition to or omission from a contract must be authorised by [the
Clerk] to the contractor in writing, with the council being informed where the final
cost is likely to exceed the contract sum by 5% or more, or likely to exceed the
budget available.

15. Stores and equipment

15.1.{[The officer in charge of each section] shall be responsible for the care and custody
of stores and equipment [in that section].}

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

15.3.{Stocks shall be kept at the minimum levels consistent with operational

requirements.} RENMONES
15.4.{The RFO shall be responsible for periodic checks of stocks and stores, at least

annually.} RENIGVER

16. Assets, properties and estates

16.1.The Clerk shall make arrangements for the safe custody of all title deeds and Land
Registry Certificates of properties held by the council.

15
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16.2.The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date, with a record of all properties held by the council,
their 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.

16.3. 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.

16.4.No interest in land 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. In each case a written report 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 where required by
law).

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, except where the estimated value of any one
item does not exceed [£50 —le : - S e-previded

17. Insurance

17.1.The RFO shall keep a record of all insurances effected by the council and the
property and risks covered, reviewing these annually before the renewal date in
conjunction with the council’s review of risk management.

17.2.The Clerk shall give prompt notification to [the RFO] of all new risks, properties or
vehicles which require to be insured and of any alterations affecting existing
insurances.

17.3.The RFO shall be notified of any loss, liability, damage or event likely to lead to a
claim, and shall report these to [the council] at the next available meeting. The RFO
shall negotiate all claims on the council's insurers {in consultation with the Clerk]}.

4Z4.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-erduly-delegated
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19. Suspension and revision of Financial Regulations

19.1.The council shall review these Financial Regulations [annually] and following any
change of clerk or RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the council of any need to amend these Financial Regulations.

19.2.The council may, by resolution 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
presented to all members. Suspension does not disapply any legislation or permit
the council to act unlawfully.

19.3.The council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.

17
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Appendix 1 - Tender process

1) Any invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

2) The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronic tendering process has been agreed
by the council.

3) Where a postal process is used, 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. All sealed tenders
shall be opened at the same time on the prescribed date by the Clerk in the presence
of at least one member of council.

4) Where an electronic tendering process is used, the council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

5) Any invitation to tender issued under this regulation shall be subject to Standing
Order [insert reference of the council’s relevant standing order] and shall refer to the
terms of the Bribery Act 2010.

6) Where 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, 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.
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Bishop’s Waltham Parish Council

Finance Policy & Resources Committee

4.6.24

Policies — ACSO Complaints Procedure and Body Camera
Procedure - for consideration

The accreditation for ACSO require appropriate policies are in place.

These were policies in place for the previous ACSO for reference.

Proposal: To consider the two policies tabled and approve them or
recommend any alternative actions to take

Executive Officer
29.05.24



BISHOP’S WALTHAM PARISH COUNCIL

ACSO COMPLAINTS PROCEDURE

Any complaint concerning the actions of the ACSO notified to the Council should be dealt
with as under.

1. The complainant shall be asked if he wishes to make an official, formal complaint which
will be actioned in accordance with the Parish Council’s Complaints procedure.

2. The complainant should be asked to put the complaint about the ACSO in writing to the
Clerk or other nominated proper officer.

3. If the complainant does not wish to put the complaint to the Clerk or other proper officer,
they may be advised to put it to the Chairman of the Council.

4. A meeting will be held with the ACSO to discuss the complaint and receive a response
from the ACSO.

5. On receipt of a written complaint, the Clerk or Chairman shall try to settle the complaint
directly with the complainant.

6. The Chairman or Clerk shall bring any written complaint which cannot be settled, to the
next meeting of the Council.

7. The Clerk shall acknowledge the receipt of the complaint and advise the complainant
when the matter will be considered by the Council or by the committee established for the
purposes of hearing complaints.

Before the meeting:

8. The complainant shall be invited to attend the relevant meeting and bring with them such
representative as they wish.

9. Seven clear working days prior to the meeting, the complainant shall provide the Council
with copies of any documentation or other evidence, which they wish to refer to at the
meeting. The Council shall similarly provide the complainant with copies of any
documentation upon which they wish to rely at the meeting.



At the meeting:

10. The Council shall consider whether the circumstances of the meeting warrant the
exclusion of the public and the press. Any decision on a complaint shall be announced at the
Council meeting in public.

11. Chairman to introduce everyone,

12. Chairman to explain procedure,

13. Complainant (or representative) to outline cause for complaint.

14. Members to ask any question of the complainant.

15. if relevant, clerk or other proper officer to explain the Council’s position.

16. Members to ask any question of the clerk or other proper officer.

17. Clerk or other proper officer and complainant to be offered opportunity of last word {in
this order).

18. Complainant to be asked to leave room while Members decide whether or not the
grounds for the complaint have been made. (If a point of clarification is necessary,

complainant to be invited back).

19. Complainant returns to hear decision and details of any action to be taken or to be
advised when decision will be made.

After the Meeting

20. Decision confirmed in writing within seven working days together with details of any
action to be taken.




Bishops Waitham Parlsh Council

Operational Procedural Guidelines
In the use of BODYWORN CCTV CAMERAS

1. INTRODUCTION

* This document sets out Bishop Waltham Parish Council’s Policy and Procedural
Guidelines for the use of Body-worn CCTV cameras by the Community Safety Officers
(Enforcement) within the Parish boundary.

e It will enable employees to comply with relevant legislation relating to video
recording and outline the associated benefits to all Community Safety (Enforcement)
Officers and the general public. It also documents best practice procedures with
regard to integrity of data, images and video as well as its security and use.

* The use of Body-worn CCTV can provide a number of benefits which include a
deterrent to acts of aggression or verbal and physical abuse toward the Enforcement
Officers, in addition to providing evidence to support internal or Police
investigations.

*  Body-worn CCTV forms part of a Community Safety (Enforcement) Officers’ Personal
Protective Equipment and is provided solely for Health and Safety purposes. It will be
used in an overt manner and reiterated by recorded image being shown on the front
screen in clear view to members of the public.

*  Prior to commencement of any recording Community Safety Officers (Enforcement)
will give a clear verbal instruction that recording is taking place or is about to
commence.

*  Body-worn CCTV will not be used to gather evidence for Enforcement purposes nor
will it be used as a tool to assist in the ad-hoc monitoring of staff.



2. LEGISLATION & STATUTORY GUIDANCE

2.1 INTEGRITY

* The integrity of any video data recorded will be considered in accordance with the
following Legislation and Statutory Guidance forming part and including —

Data Protection Act 1998

Freedom of Information Act 2000

Human Rights Act 1998

Protection of Freedoms Act 2012

GDPR 2018

Home Office Surveillance Camera Code of Practice
information Commissioners Code of Practice

2.2 DATA PROTECTION ACT & GDPR

* The Information Commissioner’s Office is the regulator for the Act and has given
guidance with regard to Community Safety (Enforcement) Officers use of Body-worn
CCTV equipment.

* This Legislation regulates the processing of ‘personal data’ or ‘sensitive personal
data’ whether processed on computer, CCTV, still camera or any other media.

* Anyrecorded image that is aimed at or may identify a particular person is described
as ‘personal data’ and covered by this Act and will include images and audio
captured using Bodyworn equipment.

* The use of Body-worn CCTV in this guidance is ‘overt use’ meaning that equipment is
not to be worn or used in a hidden or covert manner.

*  Where an individual asks to view footage this is called a ‘Subject Access Request’.
The requester is only allowed to see footage of themselves and anyone who has
provided consent for their images to be viewed by them.




2.3 FREEDOM OF INFORMATION ACT 2000

This Act grants a general right of access to information held by public bodies, which
is not personal data.

Information released under FOI can include statistical and other non-personal
information.

2.4 HUMAN RIGHTS ACT 1998

Article 6 HRA 1998 provides for the right to a fair trial. All images captured through
the use of a Body-worn device have the potential for use in court proceedings and
must be safeguarded by an audit trail in the same way as any other evidence.

Article 8 HRA 1998 concerns the right for private and family life, home and
correspondence. Recordings of persons in a public place are only public for those
present at the time and can still be regarded as potentially private.

Any recorded conversation between members of the public should always be
considered private and users of Body-worn equipment should not record beyond
what is necessary when recording a confrontational situation.

The Council will further ensure that the use of Body-worn CCTV is reiterated by
Community Safety (Enforcement) Officer wearing it in a prominent position
(normally on their chest) and that it is in a forward facing display is visible to anyone
being recorded.

Additionally, the Community Officer will wear identification that it is a CCTV device
and make a verbal announcement prior to commencement of any recording.

2.5 PROTECTION OF FREEDOM INFORMATION ACT 2000

Part 2 creates new regulation for, and instructs the Secretary of State to prepare a
code of practice towards, closed-circuit television and automatic number plate
recognition,.

Chapter 1 gives the full regulatory legislation of CCTV and other surveillance camera
technology which relates to a Code of Practice and interpretations.




2.6 HOME OFFICE SURVEILLANCE CAMERA CODE OF PRACTICE

* The integrity of any video data recorded will be considered in accordance with this
Statutory Guidance.

* The Home Office is the regulator for this guidance with regard to Community Safety
Officers use of Body-worn CCTV equipment.

* This guidance is centred around “12 Guiding Principles” which Bishops Waltham
Parish Council will adopt and adhere to at all times.
https://www.gov.uk/government/publications/circular-0112013

2.7 INFORMATION COMMISSIONERS CODE OF PRACTICE

* The Information Commissioners Code of Practice is the Statutory Guidance issued
that runs in conjunction with the Surveillance Code of Practice issued with regard to
the officer’s use of Body-worn CCTV equipment.

*  The Surveillance Camera Commissioner can be contacted at: -
SCC@homeoffice.gsi.gov.uk.

3. ON STREET OPERATIONAL GUIDANCE AND BEST PRACTICE

3.1 TRAINING

* All Community Safety Officers will receive full training in the use of Body-worn CCTV.

*  This training will include practical use of equipment, on street operational guidance
and best practice, when to commence and cease recording and the legal implications
of using such equipment.

* Additionally, the Community Safety Officer shall receive ongoing refresher training in
‘Conflict Awareness and Management’'.



3.2 DAILY USE

Body-worn CCTV will only be used in the event that a Community Safety Officer finds
themselves in a confrontational situation where they are subject to, or feel that they
are likely to be subject to, verbal or physical abuse.

* Recordings will not commence until the Community Safety Officer has issued a
verbal warning of their intention to turn on the Body-worn device.

* Recordings will not be made whilst performing normal patrolling duties however for
the gathering of any evidence related to all criminal activity it may be used.

*  All recordings will be held within a specifically designed controlled and secure
database.

* Access to recordings will be restricted to authorised personnel in the Community
Safety Team and Senior Managers responsible for administration of the Council.

3.3 START OF SHIFT PROCEDURE

* The Community Safety (Enforcement} Officer will be issued with individual own
Body-worn CCTV device.

* Atthe commencement of each shift the Officer will ensure that the unit is fully
functioning and that it has been cleared of all previous recordings.

* The check will also include verifying that the unit is fully charged and that the date
and time displayed is correct.

3.4 RECORDING
* Recording must be incident specific and be related to the incident.

* The Community Safety (Enforcement} Officer must not indiscriminately record entire
duties, patrols or FPN issue processes and must only use recording to capture video
and audio at specific incidents.




For the purposes of this guidance an ‘incident’ is defined as:

* An engagement with a member of the public which, in the opinion of the Community
Safety (Enforcement) Officer, is confrontational and where the Officer believes that
they may be subject to physical or verbal abuse or

*  Where the Community Safety (Enforcement) Officer is approached by a member of
the public in a manner perceived as aggressive or threatening,

* At the commencement of any recording, the Community Safety (Enforcement)
Officer should, where practicable, make a verbal announcement to indicate why
recording has been activated and where possible this should include the date, time
and location together with confirmation that the incident is being recorded using
video and audio.

* The purpose of issuing a verbal warning is to allow a member of the public to modify
what would otherwise be regarded as unacceptable confrontational or aggressive
and threatening behaviour.

* If, at any time during an incident the Community Safety (Enforcement} Officer
considers that the use of Body-worn CCTV or the issuing of a verbal warning is likely
to inflame a confrontational situation the Officer may use discretion to disengage
from further discussion and withdraw from the incident.

* Astandard specific form of words to be used in any warning to a member of the
public has not been prescribed, but Community Safety (Enforcement) Officer should
use straightforward speech that can be easlly understood by those present such as:

* “Sir / Madam, as part of our policy | would like to inform you that | will be recording
this conversation”

3.5 PLAYBACK

* The Community Safety (Enforcement) Officer will need to be fully aware of the legal
implications once digital images and audio have been recorded.

* To this end Playback should only be at the request of a Police Officer attending the
incident.

* Any request to view captured video by a member of the public will need to be made
in writing to Bishops Waltham Parish Council in line with the ‘subject access

procedure’.




Evidence of identity prior to viewing must also be provided.

3.6 END OF SHIFT

The Community Safety (Enforcement) Officer should ensure that any CCTV footage
required for evidential purposes has been correctly bookmarked and that any
Incident Reports have been completed.

It will be the responsibility of the Community Safety Officer to ensure that their
Body-worn device is placed on charge at the end of their shift.

3.7 STORAGE OF DATA

All recorded footage will be uploaded to the Body-worn camera software by the
Officer.

The Officer on duty will ensure that any footage to be retained has been correctly
bookmarked and that supporting Incident Reports have been completed.

For Incidents where the Police have not been in attendance, the Executive Officer or
Parish Clerk will review the recording and a decision made on whether referral to the
Police is appropriate.

The Executive Officer or Parish Clerk or Community Safety (Enforcement) Officer will
then transfer the data to a secure hard drive within the software and complete the
Information Asset Log.

Alf retained data will be kept until all investigations have been completed or
prosecution has taken place before deletion.

All data not required for evidential purposes will be deleted after upload as part of
the software’s standard filing and deletion set up,




3.8 TRANSFER OF DATA

* Any footage requested by Hampshire Police as part of their investigation will be
burnt to disc, labelled as an official exhibit and handed to them.

* Once in their possession the disc will fall under the Hampshire Police Policy and
Guidelines for Data Protection of the Constabulary.

* Details of this process and any relevant information i.e. PC name or collar number,
date, time etc will be logged within the camera software so there is a full audit trail.

Community
Safety Scheme
Accredited

www.bishopswaltham-pc.gov.uk
Accredited Community Safety Team

Tel: 01489 892323
Mob: 07484 085 850



