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 2nd December 2025 at 7pm

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

Agenda

All papers/reports are available from the Council offices (except where classified as confidential).

1.

2.

10.

1.

12.

13.

18.

19.

20.

To receive and accept apologies for non-attendance.

To receive and accept declarations of disclosable pecuniary interests relating to agenda items.

To receive and accept any personal, pecuniary and non-pecuniary interests relating to agenda items.

Public Session - for information only
To approve the minutes of the meeting of 4 November 2025
Actions arising from the minutes of the meeting of 4th November 2025 - for information only
Report from Finance Manager - for information only
Finance maftters:
i) Payments Schedule — to approve payments
i) Bank Account Reconciliations Month 7 — to note the review by the Chairman
iii) Parish Council Balance Sheet - to notfe current position
iv) Income and Expenditure Forecast - fo note current position
v) Earmarked Reserves — o note current position
Capital Control Report - for information only
AGAR Assertion 10 - for consideration
1st Interim Internal Audit 2025-26 — for consideration

Addition to Council Insurance Policy 2205-26 - for rafification

Upgrade to Rialtas System - for consideration

. Purchase of Office Software - for consideration
. New WCC Street Cleansing and Grounds Maintenance Service - for consideration
. Parish Council Draft Budget Setting and Precept for 2026/27 — for consideration

. Sexual Harassment in the Workplace - Awareness Training — for ratification

Staffing Sub-Committee — Updated Terms of Reference - for approval
Requests for future agenda items - for information only

Date of next meeting — 611 January 2026

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



21,

22,

23.

24,

25.

26.

27.

Bishop's Waltham Parish Council
A Meeting of the Finance, Policy and Resources Commitiee
will be held in the Ruby Room of The Jubilee Hall, Bishop's Waltham
on Tuesday 2nd December 2025 at 7pm

[L{Eei-4 4]

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 to 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 1960.

Debtors' List - for consideration

Quotations for Health and Safety Consultancy — for considerafion

Land Transfers - Bishop's Meadow Update from Solicitors — for consideration

Quotations for Jubilee Hall Stair Lift LOLER Statutory Inspection - for consideration

Quotation for Jubilee Hall Kitchen Deep Clean - for ratification

Staffing Matters — for consideration

25.11.25

Parish Council Office, The Jubilee Hall, Little Shore Lane, Bishop's Waltham, Hampshire, $O32 1ED. Tel: 01489 892323



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 4" November 2025 at 7pm.

Matters
Present: Clir Conduct
Clr Homer
Clir Jones Chairman of the Committee {and Rep for P&H)
Clir Marsh (Representative for CEC and WHCMC)
Clir Nicholson
Clir Webb (Representative for H&G)
lIr Wliams
In Attendance: Mrs H Fisher Finance Manager
Mrs E McKenzie Executive Officer
Members of the Pub ic: 0
FPR119/25 To receive and accept apologies for non-attendance
None - all councillors present.
FPR120/25 To receive and accept declarations of disclosable pecuniary interests relating to items on
this agenda
None.
FPR121/25 To receive and accept any personal, pecuniary and non-pecuniary interests relating to
items on this agenda
None.
FPR122/25 Public Session
No members of the public present.
FPR123/25 To approve the minutes from the meeting of the Finance, Policy and Resources Committee -
7th October 2025
Resolved: to approve minutes of the Finance, Policy and Resources Committee 7t October 2025
Proposed: Clir Conduct
Seconded: Clir Marsh
All in favour who were at the meeting of 7th October 2025
FPR124/25 Actions arising from the meeting of the Finance, Policy and Resources Committee 7th October
2025
The Executive Officer provided updates on actions in progress.
FPR125/25 Report from Finance Manager
Noted.
FPR124/25 Finance Matters:

i) Payments Schedule

Resolved: to approve the payments tabled to a total amount of £108,842.20
Proposed: Clir Webb

Seconded: Clir Marsh

Allin favour

ii) Bank Account Reconciliation Month 6
Resolved: to note the review of the Bank Account Reconciliations Month é by the Chairman.
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Bishop's Waltham Parish Council

Finance, Policy & Resources Committee

2.12.25

Agenda ltem 7 — Report from Finance Manager - for information only

Bank Interest
The Council received £5,237.34 interest on reserves held with Arbuthnot Latham in

November 2025.

Well House Business Rates
We receive a refund from Winchester City Council of £454.40 for the overpayment of

Business Rates relating to the sale of Well House.

Switch from Worldpay to Windcave

The switch from Worldpay (and cancellation of Network Merchants) to Windcave for the
Jubilee Hall Car Park parking machine card fransactions was successful. It is clear from
the first month's data that this will prove to be a good financial move for the Council.

Council Insurance
The new policies with James Hallam Council Guard will begin 4.12.25

Legal Matter

The legal matter involving a supplier continues, a hearing has been set for early
December, which will be attended by myself and the Executive Officer as witnesses. The
respondent continues to fail to comply with the court order.

Reinvestment of Funds

The total amount of matured funds was approved at £834,891.62 when this should have
been £834,891.61, due to a mistype. Arbuthnot Latham have confirmed in writing that
£834,891.61 has been invested for 3 months at 3.3% as approved.

Finance Manager 25.11.25



Matters

Bishop’s Waltham Parish Council
Finance, Policy & Resources Committee

2.12.25

Agenda ltem 8 - Finance Matters for consideration
Finance matters:
Payments Schedule — to approve payments

ii.  Bank Account Reconciliations Month 7 to note the review by
the Chairman

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

v. Ear Marked Reserves - fo note current position

Finance Manager 25.11.25
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i)
Matters

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

2.12.25

Agenda Item 9 Capital Control Report — for information only

Capital Control Report 2025-2026 (Month 7).

Finance Manager
25.11.25
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Bishop's Waltham Parish Council

Finance, Policy & Resources Committee
2.12.25
Agenda ltem 10 - AGAR Assertion 10 - for consideration

At the Finance Policy and Resources Committee meeting of 5t August 2025, | brought to
the committee's attention of the new AGAR Assertion 10 requirement.

For clarity | would like the Council to consider its compliance with the requirements.

FPR&1/25 Annual Governance and Accountability Return (AGAR) Assertion 10 The Finance
Manager explained the detail of the AGAR's new Assertion 10 requirements and a suitable
audit to be undertaken to confirm all necessary procedures were in place. The Executive
Officer confirmed current processes in place and training for all would be arranged for
Autumn 2025. Resolved: To carry out a council-wide audit of ‘personal data’, risk assess all
personal data processed by the council, confirm data protection and information
compliance policies are in place and appropriate and put in place regular relevant data
protection training for council staff and councillors. The example IT Policy provided by the
Government Digital Service was adopted as a Bishop's Waltham Parish Council IT Policy
going forward. Proposed: Clir Jones Seconded: Clr Marsh All in favour ACTION: Finance
Manager / Executive Office

Assertion 10

1.47 Email management - Every authority must have a generic email account hosted on
an authority owned domain, for example clerk@abcparishcouncil.gov.uk or
clerk@abcparishcouncil.org.uk rather than abcparishclerk@gmail.com or
abcparishclerk@outlook.com for example.
Bishop's Waltham Parish Council is already compliant

1.48  All smaller authorities (excluding parish meetings) must meet legal requirements for
all existing websites regardless of what domain is being used.

Bishop's Waltham Parish Council is already compliant

1.49  All websites must meet the Web Content Accessibility Guidelines 2.2 AA and the
Public Sector Bodies (Websites and Mobile Applications) (No. 2) Accessibility
Regulations 2018 (where applicable).

Bishop's Waltham Parish Council is already compliant

1.50 All websites must include published documentation as specified in the Freedom of
Information Act 2000 and the Transparency code for smaller authorities (where
applicable).

Bishop's Waltham Parish Council is already compliant
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Bishop's Waltham Parish Council
Parish Council Office

The Jubilee Hall, Little Shore Lane
Bishop’s Waltham

Hampshire, SO32 1ED

01489 892323

Bishop’s Waltham Parish Council GDPR Policy

Purpose of the policy and background to the General Data Protection Regulation

This policy explains to councillors, employees and the public about GDPR. Personal data must be
processed lawfully, fairly and transparently; collected for specified, explicit and legitimate purposes;
be adequate, relevant and limited to what is necessary for processing; be accurate and kept up to
date; be kept only for as long as is necessary for processing and be processed in a manner that
ensures its security. This policy updates any previous data protection policy and procedures to
include the additional requirements of GDPR which apply in the UK from May 2018. The Government
have conf rmed that despite the UK leaving the EU, GDPR will still be a legal requirement. Th's policy
explains the duties and responsibilities of the council, and it identifies the means by which the
council will meet its obligations.

Identifying the roles and minimising risk

GDPR requires that everyone within the council must understand the implications of GDPR and that
roles and duties must be assigned. The Council is the data controiler and must appoint a Data
Protection Officer (DPO) It 1s the DPO’s duty to undertake an information audit and to manage the
information collected by the council. A counc’l must adhere to the issuing of privacy statements,
dealing with requests and complaints raised and the safe disposal of information.

GDPR requires continued care by everyone within the council, councillors and employees, in the
sharing of information about individuals, whether as a hard copy or electronically. A breach of the
regulations could result in the council facing a fine from the Information Commissioner’s Office (ICO)
for the breach itself and to compensate the ind'vidual(s) who could be adversely affected. Therefore,
the hand ing of information Is seen as h'gh / med'um risk to the council (both financially and
reputationally) and one which must be included in the Risk Management Policy of the council. Such
risk can be minimised by undertaking an information audit, issuing a privacy notice, maintaining
privacy impact assessments (an audit of potential data protection risks with new projects),
minimising who holds data protected information and the council undertaking training in data
protection awareness.

Data breaches

One of the duties assighed to the DPO Is the nvestigation of any breaches Personal data breaches
should be reported to the DPO for investigation. The DPO will conduct this with the support of the
council. Investigations must be undertaken within one month of the report of a breach. Procedures
are in place to detect, report and investigate a personal data breach. The ICO will be advised of a
breach (within 3 days) where it is likely to result in a risk to the rights and freedoms of individuals — if,
for example, it could result in discrimination, damage to reputation, financial loss, loss of
confidentiality, or any other significant economic or social disadvantage. Where a breach is likely to
result in a high risk to the rights and freedoms of individuals, the DPO will also have to notify those
concerned directly.

Employees, volunteers and members must be careful not to use IT in any way that can be deemed
unacceptable conduct (see IT Policy).



Privacy Notices

Being transparent and providing accessible information to individuals about how the Council uses
personal data is a key element of the Data Protection Act 1998 (DPA) and the EU General Data
Protection Regulation (GDPR). The most common way to provide this information is in a privacy
notice. This is a notice to inform individuals about what a council does with their personal
information. A privacy notice will contain the name and contact details of the data controller and
Data Protection Officer, the purpose for which the information is to be used and the length of time
for its use. It should be written clearly and should advise the individual that they can, at any time,
withdraw their agreement for the use of this information.

Information Audit

The DPO must undertake an information audit which details the personal data held, where it came
from, the purpose for holding that information and with whom the council will share that
information. This will include information held electronically or as a hard copy. Information held
could change from year to year with different activities, and so the information audit will be
reviewed at least annually or when the council undertakes a new activity. The information audit
review should be conducted ahead of the review of this policy, and the reviews should be minuted.

Individuals’ Rights

GDPR gives individuals rights with some enhancements to those rights already in place:
the right to be informed

the right of access

the right to rectification

the right to erasure

the right to restrict processing

right to data portability

the right to object

the right not to be subject to automated decision-making including profiling.

The two enhancements of GDPR are that individuals now have a right to have their personal data
erased (sometime known as the ‘right to be forgotten’) where their personal data is no longer
necessary in relation to the purpose for which it was originally collected, and data portability must be
done free of charge. Data portability refers to the ability to move, copy or transfer data easily
between different computers.

If a request is received to delete information, then the DPO must respond to this request within a
month. The DPO has the delegated authority from the Council to delete information.

If a request is considered to be manifestly unfounded then the request could be refused, or a charge
may apply. The charge will be as detailed in the council’s reedom of nformation Publicat on
Scheme. The council will be informed of such requests.

Children

There is special protection for the personal data of a child. The age when a child can give their own
consent is 13 [f the council requires consent from young people under 13, the council must obtain a
parent or guardian’s consent in order to process the personal data lawfully. Consent forms for
children age 13 plus, must be written in language that they will understand.

Summary
The main actions arising from this policy are:
A copy of this policy will be available on the Council’s website.
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An information audit will be conducted and reviewed at least annually or when projects and services
change with a minute to confirm its completion.
Data Protection will be included on the Council’s Risk Management Policy.

This policy document is written with current information and advice. It will be reviewed at least
annually or when further advice is issued by the ICO.

All employees, volunteers and councillors are expected to comply with this policy at all times to
protect privacy, confidentiality and the interests of the Council.
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Bishop’s Waltham Parish Council
Parish Council Office

The Jubilee Hall, Little Shore Lane
Bishop’s Waltham

Hampshire, SO32 1ED

01489 892323

Bishop's Waltham Parish Council Public Privacy Notice

Your personal data - what is it?

"Personal data" is any information about a living individual which allows them to be identified from
that data [for example a name, photographs, videos, email address. or address). Identification can be
from directly using the data itself or by combining it with other information which helps to identify a
[vin 1 divi ual( hto affmay on impr n [IDnumbe r h hann m buti you
use a separate list of the ID numbers which give the corresponding names to identify the staff in the
first list then the first list will also be treated as personal data). The processing of personal data is
governed by legislation elating to per onal data which appli s in the United Kingdom inc uding th
General Data Protection Regulation (the "GDPR”) and other legislation relating to personal data and
rights such as the Human Rights Act

Who are we?
This Privacy Notice is provided to you by Bishop’s Waltham Parish Council which is the data controller

for your data.

Other data controllers the council works with:

¢ Local authorities including Hampshire County Council and Winchester City Council
¢ Hampshire Constabulary

¢ Community groups

¢ Charities

¢ Other not for profit entities

¢ Contractors

e Credit reference agencies

We may need to share your personal data we hold with them so that they can carry out their
responsibilities to the council. If we and the other data controllers listed above are processing your
data jointly for the same purposes, then the council and the other data controllers may be "joint data
controllers" which mean we are all collectively responsible to you for your data. Where each of the
parties listed above are processing your data for their own independent purposes then each of us will
be independently responsible to you and if you have any questions, wish to exercise any of your
rights (see below) or wish to raise a complaint, you should do so directly to the relevant data
controller. A description of what personal data the council processes and for what purposes is set out
in this Privacy Notice.

The council will process some or all the following personal data where necessary to perform its tasks:
* Names, titles. and aliases, photographs

* Contact details such as telephone numbers, addresses, and email addresses

» Where they are relevant to the services provided by a council, or where you provide them to us, we
may process information such as gender, age, marital status, nationality, education/work history
academic/professional qualifications, hobbies, family composition, and dependents

» Where you pay for activities such as use of a council hall, financial identifiers such as bank account
numbers, payment card numbers, payment/transaction identifiers, policy numbers, and claim
numbers

* The personal data we process may include sensitive or other special categories of personal data
such as criminal convictions racial or ethnic origin, mental and physical health, details of injuries,



medication/treatment eceived polt a beliefs, trade union af lia 1on, genet cdat biom ticda a
data concern ng and sexual ife or orientation. How we use sensitive personal data

» We may process sensitive personal data including, as appropriate: Information about your physical
or mental health or condition to monitor sick leave and take decisions on your fitness for work; Your
racial or ethnic origin or religious or similar information to monitor compliance with equal
opportunities legislation; To comply with legal requirements and obligations to third parties.

* These types of data are described in the GDPR as "Special categories of data" and require higher
levels of protection. We need to have further justification for collecting, storing, and using this type
of personal data.

We may process special categories of personal data in the following circumstances:

¢ In limited circumstances, with your explicit written consent.

* Where we need to conduct our legal obligations.

« Where it is needed in the public interest. Less commonly, we may process this type of personal
data where it is needed in relation to legal claims or where it is needed to protect your interests (or
someone else's interests) and you are not capable of giving your consent, or where you have already
made the information public.

Do we need your consent to process your sensitive personal data?

In limited circumstances, we may approach you for your written consent to allow us to process
certain sensitive personal data. If we do so, we will provide you with full details of the personal data
that we would like and the reason we need it, so that you can carefully consider whether you wish to
consent.

The council will comply with data protection law

This says that the personal data we ho d about you must be:

* Used lawfully, fairly and in a transparent way.

* Collected only for valid purposes that we have clearly explained to you and not used in any way
that is incompatible with those purposes.

* Relevant to the purposes we have told you about and limited only to those purposes.

e Accurate and kept up to date.

* Kept only as long as necessary for the purposes we have told you about.

* Kept and destroyed securely including ensuring that appropriate technical and security measures
are in place to protect your personal data to protect personal data from loss, misuse, unauthorised
access, and disclosure.

We use your personal data for some or all of the following purposes:

* To deliver public serv ces including to understand your needs to provide the services that you
request and to understand what we can do for you and inform you of other relevant services

* To confirm your identity to provide some services

* To contact you by post, email, telephone or using social media (e.g.., Facebook)

¢ To help us to build up a picture of how we are performing

* To prevent and detect fraud and corruption in the use of public funds and where necessary for the
law enforcement functions

* To enable us to meet all legal and statutory obligations and powers including any delegated
functions

* To conduct comp ehensive safeguarding procedures (including due diligence and complaints
handling) in accordance with best safeguarding practice from time to time with the aim of ensuring
that all children and adu ts at risk are provided with safe environments and as necessary to protect
individuals from harm or injury

* To promote the interests of the council



ers

* To maintain our own accounts and records

* To seek your views, opinions, or comments

* To notify you of changes to our facilities, services, events and staff, councillors, and other role
holders

¢ To send you communications which you have requested and that may be of interest to you. These
may include information about campaigns, appeals, other new projects, or initiatives

* To process relevant financial transactions including grants and payments for goods and services
supplied to the council

* To allow the statistical analysis of data so we can plan the provision of services

Our processing may also include the use of CCTV systems for the prevention and prosecution of
crime.

What is the legal basis for processing your personal data?

The council is a public authority and has certain powers and obligations. Most of your personal data
is processed for compliance with a legal obligation which includes the discharge of the council's
statutory functions and powers. Sometimes when exercising these powers or duties it is necessary to
process personal data of residents or people using the council's services. We will always consider
your interests and rights. This Privacy Notice sets out your rights and the council's obligations to you.
We may process personal data if it is necessary for the performance of a contract with you, or to take
steps to enter a contract. An example of this would be processing your data in connection with the
use of facilities, or the acceptance of lease or licence. Sometimes the use of your personal data
requires your consent. We will first obtain your consent to that use.

Sharing your personal data

This section provides information about the third parties with whom the council may share your
personal data. These third parties have an obligation to put in place appropriate secur'ty measures
and will be responsible to you directly because they process and protect your personal data.

It is likely that we will need to share your data with some or all the following (but only where
necessary):

« The data controllers listed above under the heading "Other data controllers the council works with"
e Our agents, suppliers, and contractors. For example, we may ask a commercial provider to publish
or distribute newsletters on our behalf, or to maintain our database software

« On occasion, other local authorities or not for profit bodies with which we are conducting joint
ventures e.g. in relation to facilities or events for the community.

How long do we keep your personal data?

We will keep some records permanently if we are legally required to do so. We may keep some other
records for an extended period. For example, it is currently best practice to keep financial records for
a minimum period of 8 years to support HMRC audits o provide tax informat on. We may have legal
obligations to reta’n some data in connection with our statutory obligations as a pub ic authority. The
council is permitted to retain data to defend or pursue claims. In some cases, the law imposes a time
limit for such claims (for example 3 years for personal injury claims or 6 years for contract claims).
We will retain some personal data for this purpose if we believe it is necessary to be able to defend
or pursue a claim. In general, we will endeavour to keep data only for as long as we need it. This
means that we wi | delete it when it is no longer needed. Your ights and your persona data You
have the following rights with respect to your personal data. When exercising any of the rights listed
below, to process your request, we may need to verify your identity for your security. In such cases
we will need you to respond w'th proof of your identity before you can exercise these rights 1)



The right to access personal data we hold

e At any point you can contact us to request the personal data we hold as well as why we have that
personal data, who has access to the personal data and where we obtained the personal data. Once
we have received your request we will respond within one month.

o There are no fees or charges for the first request but additional requests for the same personal
data or requests which are manifestly unfounded or excessive may be subject to an administrative
fee.

The right to correct and update the personal data we hold
« If the data we hold is out of date, incomplete or incorrect, you can inform us, and your data will be

updated.

The right to have your personal data erased

« If you feel that we should no longer be using your personal data or that we are untawfully using
your personal data, you can request that we erase the personal data we hold.

e When we receive your request, we will confirm whether the personal data has been deleted or the
reason it cannot be deleted (for example because we need it for to comply with a legal obligation)

The right to object to processing of your personal data or to restrict it to certain purposes only
« You have the right to request that we stop processing your personal data or ask us to restrict
processing. Upon receiving the request, we will contact you and let you know if we are able to
comply or if we have a legal obligation to continue to process your data.

The right to data portability
« You have the right to request that we transfer some of your data to another controller. We will
comply with your request, where it is feasible to do so, within one month of receiving your request.

The right to withdraw your consent to the processing at any time for any processing of data to
which consent was obtained
* You can withdraw your consent easily by telephone, email, or by post (see Contact Details below).

The right to lodge a complaint with the Information Commissioner' s Office

¢ You can contact the Information Commissioners Office on 0303 123 1113 or via email
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe
House, Water Lane, Wilmslow, Cheshire SK9 5AF.

Transfer of Data Abroad

Any personal data transferred to countries or territories outside the European Economic Area (EEA)
will only be placed on systems complying with measures giving equivalent protection of personal
rights either through interna ional agreements or contracts approved by the European Union (Our
website is also accessible from overseas so on occasion some personal data (for example in a
newsletter) may be accessed from overseas].

Further processing

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we
will provide you with a new notice explaining this new use prior to commencing the processing,
setting out the relevant purposes, and processing conditions Where and whenever necessary, we
will seek your prior consent to the new processing.

Changes to this notice
We keep this Privacy Notice under regular review, and we will place any updates on our website.



Contact Details
Please contact us If you have any questions about this Privacy Notice or the personal data we hold
about you or to exercise all relevant rights, queries, or complaints at:

The Data Controller

Bishop’s Waltham Parish Council
The Jubilee Hall

Bishop’s Waltham

Hampshire

S032 1EQ

Email:
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Bishop’s Waltham Parish Council
Parish Council Office

The Jubilee Hall, Little Shore Lane
Bishop’s Waltham

Hampshire, SO32 1ED

01489 892323

Bishop’s Waltham Parish Council Data Retention Policy

Statement
[t I1s the policy of Bishop’s Waltham Parish Council (BWPC) to adhere to all statutory tnstruction and
other guidance surrounding document retention.

Introduction

BWPC accumulates a vast amount of information and data during its everyday activities. This includes
data generated internally in add tion to information obtained from ind'viduals and externa
organisations. This information is recorded in several types of documents.

Records created and maintained by BWPC are an important asset and measures need to be
undertaken to safeguard this information. Responsibly managed records provide authentic and
reliable evidence of the BWPC's transactions and are necessary to demonstrate accountability.

Documents may be retained in either ‘hard’ paper form or in electronic forms. For this policy,
‘document’ and ‘record’ refers to both hard copy and electronic records.

It is imperative that documents are retained for an adequate period. If documents are destroyed
prematurely BWPC and individual officers concerned could face prosecution for not comply ng with
legislation and It could cause operational difficult es reputational damage, and d'fficulty n defending
any claim brought against BWPC.

In contrast to the above BWPC should not retain documents longer than is necessary. Timely disposal
should be undertaken to ensure compliance with the General Data Protection Regulations so that
personal information 1s not retained longer than necessary. This will also ensure the most efficient
use of limited storage space.

Scope and Objectives of the Policy

The aim of this document is to provide a framework to determine which documents are:
e Retained — and for how long

* Disposed of —and if so by what method

There are some records that do not need to be kept at all or that are routinely destroyed during
business. This usually applies to information that is duplicated, unimportant or only of short-term
value.

Unimportant records of information include:

* ‘With compliments’ slips

e Catalogues and trade journals

* Non-acceptance of invitations

e Trivial electronic mail messages that are not related to BWPC's business
* Requests for information such as maps, plans, or advertising material

* Qut of date distribution lists

Duplicated and superseded material such as stationery, manuals drafts, forms, address books and
reference copies of annual reports may be destroyed.



Records should not be destroyed if the information can be used as evidence. to prove that something
has happened. If destroyed, the disposal needs to be undertaken within the General Data Protection
Regulation

Roles and Responsibilities of Document Retention and Disposal

BWPC are responsible for determining whether to retain or dispose of documents and should
undertake a review of documentation at least on an annual basis to ensure that any unnecessary
documentation being held is disposed of under the General Data Protection Regulations.

BWPC should ensure that all employees are aware of the retention/disposal schedule.
Bishop’s Waltham Parish Council Document Retention Policy

Document Retention Protocol
BWPC should have in place an adequate system for documenting the activities of their service. This
system should consider the legislative and regulatory environments to which they work.

Records of each activity should be complete and accurate enough to allow employees and their
successors to undertake appropriate actions in the context of their responsibilities to:

* Facilitate an audit or examination of the business by anyone so authorised

* Protect the legal and other rights of BWPC, its clients and any other persons affected by its actions
» Verify individual consent to record, manage and record disposal of their personal data

* Provide authenticity of the records so that the evidence derived from them is shown to be credible
and authoritative.

To facilitate this the following principles should be adopted:

« Records created and maintained should be arranged in a record-keeping system that will enable
quick and easy retrieval of information under the General Data Protection Regulations

¢ Documents that are no longer required for operational purposes but need retaining should be
placed at the records office.

Whenever there is a possibility of litigation, the records and information that are likely to be affected
should not be amended or disposed of until the threat of litigation has been removed.

Document Disposal Protocol

Documents should only be disposed of if reviewed in accordance with the following:

* |s retention required to fulfil statutory or other regulatory requirements?

¢ |s retention required to meet the operational needs of the service?

¢ |s retention required to evidence events in the case of dispute?

¢ |s retention required because the document or record is of historic interest or intrinsic value?

When documents are scheduled for disposal the method of disposal should be appropriate to the
nature and sensitivity of the documents concerned. A record of the disposal will be kept complying
with the General Data Protection Regulations.

Documents can be disposed of by any of the following methods:

* Non-confidential records: place in wastepaper bin for disposal

¢ Confidential records or records giv ng personal information sh ed documents
¢ Deletion of computer records

* Transmission of records to an external body such as the County Records Office.



The following principles should be followed when disposing of records-

e All records containing personal or confidential information should be destroyed at the end of the
retention period. Failure to do so could lead to BWPC being prosecuted under the General Data
Protection Regulations

e The Freedom of Information Act

* Where computer records are deleted, steps should be taken to ensure that data is ‘Virtually
impossible to retrieve’ as advised by the Information Commissioner

» Where documents are of historical interest it may be appropriate that they are transmitted to the
County Records office

» Back-up copies of documents should also be destroyed (including electronic or photographed
documents unless specific provisions exist for their disposal).

Bishop’s Waltham Parish Council — Document Retention Policy

Records should be maintained of appropriate disposals. These records should contain the following
information:

e The name of the document destroyed

e The date the document was destroyed

¢ The method of disposal.

Data Protection Act 2018 — Obligation to Dispose of Certain Data

The Data Protection Act 2018 (‘Fifth Principle’) requires that personal information must not be
retained longer than 1s necessary for the purpose for which it was originally obtained. Section 1 of
the Data Protection Act defines personal information as: Data that relates to a living individual who
can be identified: a) from the data, or b) from those data and other information, which is in the
possession of, or is likely to come into the possession of the data controller. It includes any
expression of opinion about the individual and any indication of the intentions of BWPC or other
person in respect of the individual.

The Data P otection Act p ovides an exemption for information about identifiable living individuals
that 1s held for research, statistical or h'storical purposes to be held indefinitely provided that the
specific requirements are met.

BWPC are responsible for ensuring that they comply with the principles of the under the General
Data Protection Regulations namely:

« Personal data is processed fairly and lawfully and shall not be processed unless specific conditions
are met

* Personal data shall only be obtained for specific purposes and processed in an appropriate manner
¢ Personal data shall be adequate, relevant, but not excessive

* Personal data shall be accurate and up to date

» Personal data shall not be kept for longer than is necessary

* Personal data shall be processed in accordance with the rights of the data subject

e Personal data shall be kept secure.

External storage providers or archivists that are holding BWPC documents must also comply with the
above principles of the General Data Protection Regulations.

Scanning of Documents

In general, once a document has been scanned on to a document image system the original becomes
redundant. There is no specific legislation covering the format for which local government records
are retained following electronic storage, except for those prescribed by HM Revenue and Customs.



Hard copies of scanned documents should be retained for three months after scanning.

Original documents required for VAT and tax purposes should be retained for six years unless a
shorter period has been agreed with HM Revenue and Customs.

Review of Document Retention

It is planned to review, update and where appropriate amend this document on a regular basis (at
least every three years in accordance with the Code of Practice on the Management of Records
issued by the Lord Chancellor.

This document has been compiled from various sources of recommended best practice and with
reference to the following documents and publications:

¢ Local Council Administration, Charles Arnold Baker, 12th edition, Chapter1l

e NALC LTN 40 - Local Councils’ Documents and Records, January 2013

e NALC LTN 37 - Freedom of Information, July 2009

¢ Lord Chancellor’s Code of Practice on the Management of Records issued under Section 46 of the
Freedom of Information Act2000

* The Data Protection Act 2018

The retention schedules in Appendix A: List of Documents for Retention or Disposal provide guidance
on the recommended minimum retention periods for specific classes of documents and records.

These schedules have been compiled in accordance with the documents above and the
recommended best practice from the Public Records Office, the Records Management Society of
Great Britain and in accordance with relevant legislation

List of Documents
The list of the BWPC’s documents and the procedures for retention or disposal in Appendix A, is
updated regularly in accordance with any changes to legal requirements.
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Bishop’s Waltham Parish Council

Finance, Policy & Resources Commitiee

Matters

2.12.25
Agenda ltem 11 1st Interim Internal Audit 2025 26 for consideration

Please see the attached report from the Internal Auditor.

Matters arising by the Internal Auditor for response by the Council: -

For 25 26, an additional assertion has been added to the Annual Governance
Statement, this covers digital and data compliance. The Council is largely
compliant with the requirements of the Practitioners' Guide in this Areas

Recommendation: -

For clarity, it is recommended that the Council considers compliance with
paragraphs 1.47 to 1.54 of the Practitioners' Guide at a meeting before the end of
the financial year.

Proposal: To consider the Internal Auditor's Report, in particular the matters arising,
and the Council's response.

Finance Manager 25.11.25



April Skies

Hannah Fisher Accgunting
Bishop’s Waltham Parish Council

19 November 2025
Dear Hannah

Bishop’s Waltham Parish Council

Following the interim audit completed on |9 November , | attach my report for
consideration by the Council. This was the first of three audits | intend to carry out to
support my opinion on the 25-26 Annual Governance and Accountability Return (AGAR). |
covered the following at this visit:

. Review of opening balances and reporting of 24-25 audit opinion
. Follow up previous recommendations

. Review of accounting and VAT processes

. Testing of expenditure first 8 months of financial year

. Budget monitoring reports and

. Testing of income first 8 months of financial year

. Arrangements for inspection of accounts

. Bank reconciliations.

| am pleased to report that the Council has successfully maintained a robust system of
financial control, and | have identified no matters to date that would result in a negative
opinion on the year- end internal audit report. At Appendix A | list recommendations
arising from interim audit work on the 25-26 internal audit.

The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to
conduct a review of the effectiveness of the system of internal control and prepare an
annual governance statement in accordance with proper practices in relation to accounts.
The internal audit reports should therefore be made available to all members to support
and inform them when they are considering the Authority's approval of the annual
governance statement. | am required by Section 4 of 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
testing carried out at the interim audit.

Page | 1
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April Skies

Accounting

A - Appropriate books of account have been kept properly throughout the year
First Interim Audit

The Council uses the Rialtas Omega accounting system. This is an industry specific
accounting solution well suited to this Council. Income is collected using RBS, with the
integrated booking module in place for hall bookings. Payroll is processed via an external
payroll bureau, Humphrey Associates, who prepare payroll for payment by the Council.

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 Rialtas Omega

- Reconciliations tested are working well and are up to date

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

| checked that the opening balances on RBS at 1.4.25 could be agreed back to the audited
AGAR for 24-25. The closing balance in box 7 of the 24-25 audited accounts was £684,695
This agrees to the opening balance sheet value on the Omega system.

| reviewed the Council's VAT records. The Council has made 2 VAT claims in 25-26, and |
confirmed that the VAT return for the 3 months to 30 September 2025 was submitted to
HMRC on 21.10.25. £18,229 was reclaimed. The refund has been paid and | checked this
to the bank account, receipt dated 27 October 2025. The VAT reclaimed could be agreed
to a schedule of transactions recorded on the accounting system. There was a £209
imbalance on the VAT control account at 30.9.25. The RFO confirmed this imbalance has
now been reviewed and cleared from the VAT control account.

The Council discussed my last report at the June 2025 meeting of Full Council (PC53/25),
and the external audit report for 24-25 was reported to the October Council meeting
(PC193/25). | am satisfied that the Council considers recommendations of internal audit, as
required by assertion 7 on the annual governance statement.

The Council has progressed work to improve accounting arrangements for West Hoe
Cemetery. A Service Level Agreement has been agreed with Swanmore PC. Rialtas have
been engaged to merge accounting data for 25-26 financial year with BWPC. Once this work
is complete, transactions for West Hoe Cemetery will be included within the books of BWPC
for the 25-26 financial year, in a separate cost centre, with cash reserves held in a separate
bank account and earmarked reserve. | will review transactions relating to West Hoe
Cemetery at my next interim audit.
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April Skies
Accounting

B - The Council’s financial regulations have been

met, payments were supported by invoices, all exp nditure was approved, and
VAT was appropriately accounted for.

First Interim Audit

The Financial Regulations were last reviewed at Full Council in March 2025, and an
appropriate minute recorded in a meeting of Full Council (326/24). Standing Orders were
reviewed at the June Full Council meeting (58/25). Both documents are based on current
NALC templates.

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. There has been no change to this process in
25-26.

Expenditure Testing

| tested a sample of expenditure transactions recorded in the Council’s cashbook for the
first 8 months of 25-26, transactions were selected from months 3,5 and 7. | tested 9
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.

- Approval to pay recorded in minutes of F&GP Committee meeting

Approval to make purchase was agreed back to relevant committee minutes for all items in
excess of £5000 ( building maintenance and improvements and legal costs).

C The Council assessed the significant risks to

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

First Interim Audit

| 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 in early 2026. This must be approved at Full Council before the end of
March, | will review the risk assessment at a later audit.

The Council is in the process of moving to a new insurer, with the new policy due to start
in December. | will therefore review insurance schedules at my second interim audit, once
the new policy is in place.
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April Skies

Accounting

The RFO confirmed that the last professional assessment

of rebuild cost of Council buildings occurred in 2021. The

requirements of the new insurer re: building valuations should be reviewed in the next 2-3
months to assess when the next revaluation should occur.

For 25-26, an additional assertion has been added to the Annual Governance Statement, this
covers digital and data compliance. The Council is largely compliant with the requirements
of the Practitioners’ Guide in this area. For clarity, it is recommended that the Council
considers compliance with paragraphs 1.47 to 1.54 of the Practitioners’ Guide at a meeting
before the end of the financial year. This should support a positive response on the Annual
Governance Statement.

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

A summary of these reports are then reported to the next Full Council meeting

| reviewed reports produced for the November meeting of F&PR, which reported on the
period to the end of period 6. Reporting to members is comprehensive and timely.

| confirmed by review of minutes and agendas that budget setting for 26-27 is well under way.
The draft budget has been through the Committee process and was reviewed by F&PR
committee at the meeting on 4 November 2025. Final review by Committees is currently
being carried out, and the budget and precept are due to be approved at the Full Council
meeting in December. The Council is well placed to meet precepting authority deadlines

| will review earmarked reserves at my year end audit.
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April Skies

Accounting

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

First Interim Audit
The sales ledger balance at 19.11.25 stood at £6,212, all current debt. The sales ledger is well

managed.

| selected a sample of receipts at random from the cashbook from the first 8 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 ( hall rents)
- Refund of costs paid agreed to supplier d’spute records

| confirmed that the capital receipt for the sale of Well House is held in the capital receipts
reserve. This credit can only be spent on capital projects.

F - Petty cash payments were properly supported by receipts, all petty cash
expenditur wa pprov d ndV_ T appropriately account d for.

First Interim Audit

No petty cash

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

H Asset and investments registers were complete and accurate and properly
maintained.
Final audit test

Page | 5
& 07958 990310
o= mike@aprilskies.co.uk
Company Registration Number 14174016
6 Uplands Road. Farnham GU$9 8BP



| Periodic and year nd bank account r

April Skies

Accounting

onciliation were properly ¢ rri d

out.

First Interim Audit

The Council has four bank accounts, 3 with Unity Account, and | investment 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 2025.

Cashhlivok
Ba ance per bank Bank
sheet reconc jiat pn | statement Nates on hank rec
Reconciliat'on signed by RFO
Unity Savings *254 151,393 151,393 151,393 | and Cllr Conduct 28 October
Reconciliation signed by RFO
Unity Savings *241 328,573 328,573 328,573 | and Cllr Conduct 28 October
Reconciliation signed by RFO
Unity Current 20,651 20,651 20,651 | and Cllr Conduct 28 October
629,654
(deposit | Reconciliation signed by RFO
Arbuthnot 3 month 629,654 629,654 | confirmation) | and Clir Conduct 28 October

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 — September bank
reconciliations reported to November F&PR meeting.

The Council has an investment strategy in place, as required by regulations. The next
review of this policy is due in May 2026.

L 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

Year end test
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April Skies

Accounting

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

First Interim Audit

The Council continues to meet its Transparency Code obligations by publishing
information on the Transparency page on the website. | checked 25-26 data at my first
interim audit as follows:

- Payments to suppliers in excess of £500 — published to end September 2025
- Contracts and tenders — up to date, includes 25-26 contracts

The Council is compliant with the requirements of the Transparency Code.

M: Exercise of Public Rights - Inspection of Accounts

Inspect’on periods for 24-25 accounts were set as follows

nspect on  Key date 24 25 Actua
Accounts approved at [0 June Full Council
Full Council
Date Inspection Notice |6 June - noticeboards
Issued and how and website
published
Inspection period begins |7 June
Inspection period ends 28 July

orrect length Yes

| am satisfied that the Council met the requirements of this control objective.

N omph n__wi h ubli hin quir m _nt oun

The Council’'s 24-25 AGAR and the external audit certificate are published on the financial
information tab of the Council website. External audit certificate 1s clear. The Conc usion
of Audit certificate is also published, dated 10 September , before the statutory deadline of
30 September, and after the date of the audit certificate — 9 September . The audit
certificate has been reported to the October meeting of Full Council (PC193/25) | am
satisfied that the Council met the requirements of this control objective.

0 - Trust fund (including ch ritable) he council m tit responsibilitiesa a
trustee.

The Councll is not a trustee — confirmed with RFO.
Page | 7
& 07958 990310

4 mike@aprilskies.co.uk
Company Registration Number 14174016
6 Uplands Road. Farnham GU9 8BP



April Skies

Accounting

| would like to thank you for your assistance with the audit. | look forward to working with
you on the next interim audit in the new year, in the meantime please do not hesitate to
contact me if | can be of any assistance.

Yours sincerely

RN

Mike Platten CPFA
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April Skies

Accounting

Matter Ar s ng

Recommendat on

Council Response

For 25-26, an additional
assertion has been added to
the Annual Governance
Statement, this covers
digital and data compliance.
The Council is largely
compliant with the
requirements of  the
Practitioners’' Guide in this
area.

For clarity, it is recommended

that the Council considers

compliance with paragraphs

1.47 to 1.54 of the
Practitioners’ Guide at a

meeting before the end of the

financial year.
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Bishop’s Waltham Parish Council

Finance, Policy & Resources Committee

M tters

2.12.25

Agenda ltem 12 Addition to Council Insurance Policy 2025 26
- for ratification

With regards the Council insurance policy accepted at last month's full Council
meeting, the broker (James Hallam Council Cover) asked the Council to consider
adding terrorism cover to this policy at an additional cost of £411.40 (including IPT)
per annum.

If any of our building were to be destroyed by an act of terrorism they would not
currently be covered.

In order to progress the acceptance of the quotation | consulted the Chairman,
Vice Chairman and the Chairman of the Finance, Policy and Resources
Committee, who were dll in agreement that this was worthwhile cover and to
proceed.

Proposal:  To ratify the decision to add terrorism cover to the commercial
combined insurance policy with James Hallam Council Cover, at a
cost of £411.40

Finance Manager 18.11.25



Bishop's Waltham Parish Council
Finance, Policy & Resources Commitiee
2.12.25

Agenda Item 13 - Upgrade to Rialtas System
— for consideration and approval

The Council have been considering for some time, a way to provide an online
calendar for hirers. Rialtas have just released their new Bookings Portal (see
attached information). This system is desighed to simplify facility
administration and save valuable time. | attended an online presentation
and do believe it could be beneficial to the Council. Hirers are able to view a
live online calendar and book in their hire request. This will be held in the
diary and an email sent to the relevant person for them to make contact with
the hirer to confirm. The full cost to set up the booking's portal is £86.00 with
an additional ongoing cost of £200 per year for annual support and
maintenance (for up fo five users).

To enable the use of this new Booking Portal the Council will need to upgrade
to RialtasWeb also. RialtasWeb is a secure Cloud platform offering easier
access, faster performance and automatic data backup.

Benefits
o Access your Rialtas Suite from any internet connected device via a
web browser
e No need for local servers or installations
e Secure cloud hosting with backups managed
e Peace of mind with disaster recovery and data protection
¢ No installation fees
e Pay peruser
Data Back Up & Security
e Backups retained daily, weekly, and monthly
« File attachments stored for the life of your contract
¢ Disaster recovery powered by IONOS Cloud infrastructure
e Create manual point-in-time backups anytime within the app

The additional annual support and maintenance of this product is £541.00.

Proposail:

To consider and approve the purchase of the Rialtas Booking Portal and
Rialtas Web for a one-off cost of £86.00, and then additional £741.00 per
annum.

Finance Manager
18.11.25
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Product Value

Annual Support & Maintenance RialtasWeb Access 3 User (Ongoing Cost)?41

Install & Set Up Bookings Portal (One-off Cost) 86

Annual Support & Maintenance Facilities Bookings Portal Muiti 5 User (Ongoing cost) 200

Total Year 1 Costs £827 (ex VAT)

ongoing Support & Maintenance Charges Apply Annually With Effect From 1% April.
If you wish to proceed with this order, please sign below, indicating your acceptance of the quotation
and terms and conditions.

Signed:

Date:

Position: _



Terms dito s

Please read the terms and conditlons carefully This forms the contract between the customer and our
company and in the event of a conflict, these terms and contacts shall prevail.

1 orders are subject to an initial 3 year minimum contract term for Annual Support and
Maintenance Afteryear 3 the contract will automatically renew annually, unless cancelled In writing.
Cancellations require six months' notice.
2 support and Malntenance Fees are reviewed annually and will change over the contract term;
these will be charged in advance for period to 31 March annua ly The initial period commences upon
the installation and setup.
3 Feesshall be applicable and charged from the initial scheduled go-live date, irrespective of any
subsequent maodifications

If the customer elects to cease use of the software within the minimum term, the minimum terms
fees must still be pald.
5  Acancellation fee of £200 is applicable upon cessation for read only access.
6 Software Purchases are subject to the use of the software as per the End User License Agreement,
which Is available upon software Installation, or upon request,
7 supportand Maintenance services are provided subject to the Terms and Conditions of those

ervices..

8  We recommend you have an online demonstration of the software prior to purchase to ensure you
are content the software meets your needs. Once installed and setup any fees due or paid are non-
cancellable and non refundable.
9 Wwe do not offer our software without a support and maintenance contract If this is ceased and a
client then wishas to re Instate they may either pay the equivalent of the missing years support or
purchase the software again whichever Is most cost effective,
10 It Is the responslbllity of the Customer to ensure that all hecessary equipment, documentation, and
other resources required for the delivery of the agreed Software /and/or Professional services are
provided within 5 business days from initial request.
11 ItIs the responsibility of the Council to back up the software and email the back up on a manthly
basls where the data bank service is activated, No reminders are issued.
Points 12:13+14 15 apply to only thase customers who have taken the Allotment Inspections Feature:
12 Bbits Is respansible far the delivery and malntenance of the Mabile Inspections App Service which Is
charged at £150 a year. Bbits terms and conditions will apply. If you require a demonstration of the
mobile App contact them via email at info@bbits co uk.
13 Rialtas are providing the following aspects of the Allotments solution:
a.  Ability to import the Mobile Inspections App data.
b. Ability to view the photographs captured by the Mobile App.
c.  Abllity to provide an export of Plots and Conditions to enable BBIts to configure the App with
relevant informatlon for the custamer.
14 BBIts are praviding the following aspects of the solution, thelr terms and conditions will apply, and
you should contact them if you have any queries,
a.  Ability to Import the Moblle Inspections App data.
b.  Ability to view the photographs captured by the Mobile App.
C.  Ability to provide an export of Plots and Conditlons to enable B8its to configure the App with
relevant information for the customer.
d. Mobile Inspectlons App User Support
15 Rialtas and BBits are each responsible for thelr respective aspects of the solution. The customer
understands and will contact the relevant company related to the functionality.
[1Tickif you do not consent to recelving marketing emalls from Rialtas including promotions, updates
about our products and services, and for the councll to be Included In our social media, marketing, and

literature.
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We take a backup of your existing data

Your data is securely migrated to our cloud server

We provide you with login credentials

You start accessing your system from a web browser
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This Data Processing Agreement is issued in conjunction with our Terms and Conditions
issued as part of the Quotation process, and covers the additional requirements as dictated
by Data Protection Legislation including the GDPR,

This Agreement dated ....../vcoo/ i is between:

(L) corer it reeer s s b er b bbb bbbt ser b ceraR seE e seR R stk 0 R sebpe et e R R benene e ("the Data
Controller”) and

(2) Rialtas Business Software Limited ("Solution Provider")

‘Agreement’ means the Rialtas Data Processing Agreement.

‘Applicable Law’ means any legislation applicable to the processing, protection,
confidentiality or privacy of Personal Data, including but not limited to the GDPR.

‘Disclosure’ means any form of disclosure of the Data or any copies thereof to a third party,
including, but not limited to, the transfer of data to a third party and the remote access to
the data by a third party.

‘GDPR’ means the General Data Protection Regulation.
‘Party or Parties’ means Rialtas or ‘the Data Controller’.

‘Controller’, Processor’, ‘Personal Data’, ‘Personal Data Breach’ and ‘Processing’ all have
meaning assigned to them in article 4 of the GDPR.

‘Solution Provider’, means the provider of the software and hosting solution to which this

agreement relates,
‘Third Party’, means any party other than the parties to this agreement.

‘Transfer’ of personal data means forwarding, copying and providing remote access to

Personal Data.

‘User’ means the individual Rialtas user whose personal data is processed by us in
connection with their use of Rialtas.

‘You’ means ‘the Data Controller’

‘Our or We’ means the ‘Solution Provider’ unless stated otherwise.

Rialtas Business Solulions Ltd, Unit 5, Uffcott Enterprise Park, Uffcolt, Swindon, Wiits. SN4 9NB
Company Number: 6361949 | VAT Registration Number: 920950827
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Our provision of Rialtas to you may involve that we process personal data relating to your
users. You agree that we only process personal data that is created and stored by you as part
of your use of the Rialtas software (for example, Customer Records). Our obligation to you as
a processor is limited to the personal data we store on your behalf,

The Solution Provider, as a processor:

Shall conduct the processing in accordance with the applicable law, this agreement
and all further reasonable commercial instructions you provide to us with regard
to the processing,

Shall perform the processing appropriately and accurately and only insofar as
needed to provide the Rialtas Service and not process personal data for purposes
not authorised by you.

Shall ensure that only our personnel to the extent required to provide you with the
Rialtas Service and enabling us to meet our obligations pursuant to this agreement
shall have access to Personal Data and shall require such personnel to protect and
maintain the confidentiality and security of personal data.

Shall implement the technical and organisational security measures, to protect
personal data against unauthorised or unlawful processing, accidental or unlawful
destruction or accidental loss, alteration, damage, unauthorised disclosure or
unauthorised access by any person.

Shall not disclose personal data to any third party without your written authority,
or if the disclosure is obligated by mandatory law, for example by being issued by
a warrant from an official law enforcement agency.

Shall cooperate with you to address and resolve any complaints, requests or
enquiries from users, as well as to address any investigations, inspections or audits
by any public authority into your practices with respect to processing.

Shall not store any data outside the UK and European Economic Area (EEA).
Shall maintain in place procedures to enable you to comply with requests for
information by users. All requests for information shall be answered within one
week. We shall not respond directly to users ourselves.

If we suspect any breach of personal data, we shall inform you immediately by
email to the Chief Officer.

We shall not be responsible for the length of time that personal data is stored on
our systems, it is your responsibility as the Data Controller to manage personal

Rialtas Business Solutions Ltd, Unit 5, Uffcolt Enterprise Park, Uffcolt, Swindon, Wilts. SN4 9NB
Company Numbet: 6361949 | VAT Registralion Number: 920950827
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data in accordance with your privacy policies. Upon termination of the agreement
we shall return all personal data in our possession and delete such personal data
from our file servers.

As a controller you shall:

¢ Provide us with any specific documented instructions with regard to the security
and confidentiality of personal data in accordance with applicable data protection
legislation;

e Inform us of any legitimate inspection or audit of the processing by any competent
authority which relates to our processing;

* Inform us in writing as soon as reasonably possible of any access requests,
requests for correction of blocking of personal data or any objection related to our
processing;

e Make sure that all of your instructions are in line with applicable law;

» Ensure that your users only process information as authorised by your IT usage
protocols.

As defined in the Terms and Conditions of the Rialtas Quotation.

In the event of a Force Majeure situation, the party being delayed shall inform the other
party as soon as possible but in the event within 1 day after the commencement of such
Force Majeure situation specifying the nature of the Force Majeure situation as well as the
estimated duration thereof. In the event of the Force Majeure situation continues for a
period of more than thirty days, then either party is entitled to terminate this and the
hosting agreement by simple notice in writing and without either party being liable for
damages towards the other party. If the affected party does not wish to terminate this
agreement in accordance with the above, the respective parties rights and obligations shall
be suspended and a new time schedule shall be agreed upon between the parties.

‘Force Majeure’ shall be understood to mean and include damage or delay caused by
unavalilability of telecommunications connections and underlying infrastructure, acts or
regulations or decrees of any government, natural phenomena such earthquakes and floods,
fires, riots, wars, freight embargoes, lockouts or other causes whether similar or dissimilar to
those enumerated above unforeseeable beyond the reasonable control of the participating

Rialtas Business Solutions Lid, Unit 5, Uffcott Enterprise Park, Uffcott, Swindon, Wilts. SN4 9NB
Company Number: 6361949 | VAT Registration Number: 920950827
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parties and which prevent the total or partial carrying out of any obligations pursuant to

these agreements,

This Agreement shall be governed by and construed in accordance with the law of England
and Wales and the parties shall submit to the exclusive jurisdiction of the Courts of England

and Wales,

SIGNED BY RIALTAS BUSINESS SOLUTIONS LTD

SIGNED FOR AND ON BEHALF OF THE DATA CONTROLLER

-------------------------------------------------------------------------------------------------

Rialtas Business Solutions Ltd, Unit 5, Uffcott Enterprise Park, Uffcott, Swindon, Wilts. SN4 9NB
Company Number: 6361949 | VAT Registration Number: 920950827



Matters

Bishop's Waltham Parish Council
Finance, Policy & Resources Commitiee
2.12.25

Agenda Item 14 - Purchase of Office Software
for consideration and approval

The Marketing, Communications and Events Manager has requested
the Council consider purchasing Canva software, an online graphic
design tool used to create social media posts.

There is no current budget for the purchase of software so this will be
coded to Office Supplies 4025/100. This budget line is already
overbudget.

Proposal:
To consider and approve the purchase of Canva software.

Finance Manager
18.11.25
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Bishop's Waltham Parish Council
Finance, Policy & Resources Committee

2.12.25

Agenda ltem 15 - New WCC Street Cleansing and Grounds Maintenance Service
— for consideration

From: Waste & Environmental Services Programme Manager
Sent: 24 November 2025 08:13 To: Parish Clerks
Subject: New Street Cleansing and Grounds Maintenance Service — Have your say!

Dear Councillors,

Winchester City Council is preparing to retender the contract for grounds maintenance and street
cleansing across the district.

At Cabinet last Wednesday, Members agreed a procurement process that aims to secure a
modern, flexible contract, supporting the delivery of high-quality services, best value for money,
and contributing to cleaner, greener neighbourhoods across the district.

We are working to deliver this new confract on an accelerated timeline, and because we want
this service to reflect local priorities, your input is vital.

We invite you to share feedback based on observations and experiences in your area over the

past three years. Please let us know what aspects of our service are working well and where

improv ments ould be made. You can provide your insights by ompleting the form
Lo i te o e tr e s by08 December 2025.

Please note that we must remain within the existing budget. So, while we welcome innovative
ideas, not every suggestion may be feasible within these constraints.

Another way to get involved is to join our drop-in session on Microsoft Teams to discuss the
procurement process and supplier insights gained through our pre-market engagement survey:

o Date:; 10 December 2025
e Time: 6:30 pm

Please confirm attendance by completing the form linked above by 08 December.

Your local knowledge is invaluable, and we appreciate your support in shaping a service that
works for all our communities.

Thank you,

Waste & Environmental Services Programme Manager

..............................................................................................................................................

Proposal: To consider the correspondence tabled and make recommendations as a result.

Executive Officer
25.11.25



Bishop's Waltham Parish Council

Finance, Policy and Resources Committee
2,12.25

Agenda item 16 - Parish Council Draft Budget Setting and Precept for 2026/27

— for consideration
The draft budget has been presented at each Committee for final comments. The only two further
suggestions for change are as below:-

The Halls and Grounds Committee considered their draft Committee budget in their meeting held
on Tuesday 18" November and the following was resolved:

HG148/25 Draft Committee Budget 2026/2027 - for consideration

The Committee reviewed the budget drafted by the Finance Manager and Working Group. Care
had been taken to ensure maintenance and running costs were appropriately budgeted for.
Capital projects spending would be reviewed again by the working group.

Action: Budgeting Working Group

Resolved: To approve the draft Halls and Grounds Committee budget for the 2026/27 financial
year and to forward to the Finance, Policy and Resources Committee for approval with a
requested addition of £8,500.00 for remedial works to the Pondside Lane Bridleway.

Proposed: Clir Wilson Seconded: Clir Nicholson All in favour., Action: Committees Officer

The Community and Environment Committee (CEC) considered their draft Committee budget in
their meeting held on Monday 24th November and the following was resolved:

The expenditure relating to the renovation of the fabric of the Red Lion Information Kiosk and its
internal fittings is shown below, thus £750 is suggested as an appropriate sum to be included in the
2026/27 budget for this project:

CE125/25 Parish Council Budget Setting 20246-2027

Additional funds to improve the appearance of the telephone box on St George's Square would
be requested, with the sum requested to be based on the cost of the work undertaken by the
Men's Shed on the Red Lion Street kiosk.

Resolved: To approve the draft Community and Environment Committee budget for the 2024/27
financial year and to forward to the Finance, Policy and Resources Committee for approval with a
request that additional funds be included for maintenance works for the St George's Square
telephone box to be adopted by the Parish Council.

Proposed: Clir Latham Seconded: Clir Mclean Allin favour. Action: Clerk

Telephone box parts and materials = £698.32 (excluding VAT)
Internal fittings (leaflet holders) = £45.67 (excluding VAT)

Proposal i) To adjust the draft Halls and Grounds Committee budget to include £8,500 for
remedial works to the Pondside Lane bridleway.

i) To adjust the draft Community and Environment Committee budget to include £750
for renovation of the St George's Square telephone box

Committees Officer 27.11.25

Draft Budget Requests from H&G and CEC December 25 Parish Council Office, The Jubilee Hall, Little Shore Lane,
Bishop's Waltham, Hampshire, SO32 1ED. Tel: 01489 892323




Bishop's Waltham Parish Council
Finance, Policy & Resources Commitiee

2.12.25

Agenda ltem 17 - Change of Law: Sexual Harassment in the Workplace
— for consideration

SEXUAL HARASSMENT IN THE WORKPLACE - CHANGE OF LAW 16 NOVEMBER 2024

“Everyone is entitled to a workplace where they feel respected, safe and comfortable”.

e The UK law was infroduced in late November 2024, and everyone must comply or face serious
consequences.

o  BWPC, its employees and Councillors “MUST TAKE ALL REASONABLE STEPS TO PREVENT SEXUAL
HARASSMENT",

e Sexual Harassment is different to Harassment.
o BWPC is the employer for all the BWPC employees.
¢ Third parties are now covered in this legislation L.E. Members of the Parish in Parish meetings.
o BWPC must have a Sexual Harassment Policy.
Individual Rights:

= Persons must make their complaint to their manager {or BWPC chairperson if their manager is
implicated).

»  Everyone must follow the Sexual Harassment Policy/Grievance Policy.

=  Arecord of events must be documented.
Witnesses:

» If anyone witnesses Sexual Harassment stop it happening (if you feel safe).
Resolving the incident:

v" Try and solve the issue informally.

v If informally doesn't work - follow the Sexual Harassment Policy/Grievance Policy.
Prevention:

L)

¥ Management structure in place.

b

+ Decision CAN NOT be delegated to an individual.

% Make sure everyone knows where the policies are held.

L

s Document everything.
Proposal:

1. To consider the HALC model Prevention of Sexual Harassment Policy, with Risk Assessment and
Action Plan prepared by Clir Jones, for adoption by BWPC

2. To ensure all staff and councillors are aware of the Policy and undertake any necessary training

Clir Jones 13.11.25
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3.2

Policy Statement:

( ) is dedicated to providing a working environment that is free of
harassment and bullying, and where everyone is treated and treats others, with dignity
and respect. The Council will not permit or condone any form of bullying or
harassment.

As a responsible and inclusive employer, and in full understanding of our obligations
under the Worker Protection (Amendment of Equality Act 2010) Bill effective of October
2024, ( ) is committed to taking proactive steps to prevent employees
experiencing sexual harassment in the course of their employment and also to
comprehensively investigating and finding resolution to any alleged acts of sexual
harassment.

Policy Scope:
This policy applies to ( ) (the Council).

This policy applies to all employees of the Council. For clarity, the term employee refers
to direct employees only.

This policy considers sexual harassment occurring ‘in the course of employment’. This
covers sexual harassment occurring within the workplace but also covers sexual
harassment occurring at a work-related event such as conferences or leaving drinks and
acknowledges that the council should seek to prevent third-party sexual harassment.

This policy is non-contractual and does not impact upon an employees statutory rights.
The Council reserves the right to amend, withdraw or replace this policy at any time.

What Is Sexual Harassment?

Sexual harassment is unwanted attention that violates a person’s dignity or creates an
offensive or degrading environment. Sexual harassment makes the person, or persons,
affected feel uncomfortable, threatened or offended. It is the effect that matters
regardless of whether or not the effect was intended.

A range of behaviours recognised to be forms of sexual harassment are listed below.
However, this list is not exhaustive. It is important to bear in mind that sexual
harassment covers a very broad spectrum of behaviour, and may not always appear to
be overtly sexual in nature, but can include:

Parish/Town Council
Prevention of Sexual Harassment Policy

Adopt d Owner Version Page 1 of 6



3.3

3.5

4.2

4.3

4.5

e sexual images displayed or shared;

e offensive words or comments;

e demeaning or humiliating behaviour or language;

e references to someone’s body;

e intrusive questions about someone’s private life;

e stalking, including online stalking;

e sexual gestures, such as simulating sexual acts;

e unwanted touching, such as putting hand on someone’s knee or hugging them;

e unwanted sexual attention whether verbal or physical;

e coercing someone into sexual relations through pressure, manipulation or
threats, or offering rewards in exchange for sex;

e sexual violence, including rape, or threatening to carry out sexual violence or
unwanted sexual acts.

Sexual harassment is often considered a disciplinary offence and, in some cases may
also be a criminal offence.

Although, statistically, women are more likely to experience or report sexual
harassment, it can happen to anyone. Sexual harassment does not always occur in plain
sight. It can happen in-person and online, and outside of as well as during working
hours. Regardless of when and how it occurs, the council will consider any sexual
harassment involving employees as a workplace issue and will take action in line with
our disciplinary policy accordingly.

Our Commitment:

The council will deliver regular training sessions for all employees to ensure they have a
comprehensive understanding of what sexual harassment is and their role in preventing
and addressing it.

The council will also ensure that training, education and guidance is given to all line
managers to give them the confidence to tackle sexual harassment.

The council recognises the need for regular risk assessments and audits to identify and
mitigate risks of sexual harassment. We will actively consider the risks of sexual
harassment occurring in the course of employment and devise and implement
reasonable steps we can actively take to reduce those risks and proactively prevent
sexual harassment occurring.

We will follow a clear, fair and supportive procedure to encourage the reporting of
potential or alleged sexual harassment in the course of employment which is described
below.

Leading By Example:

All officers and line managers must foster a culture built on mutual respect where all
employees feel safe to share their views and raise concerns. The council expects
officers and line managers to act as role models by consistently demonstrating
respectful and inclusive behaviour. This includes being aware of how their own status
and actions may impact on others.

Parish/Town Council
Prevention of Sexual Harassment Policy
Owner Version Page 2 of 6



5.2

5.3

5.4

5.5

5.6

7.2

In addition to self-awareness the council expects and encourages officers and line
managers to regularly seek and act on feedback from their teams and peers in regards
to an inclusive culture actively engaged in preventing sexual harassment.

Preventing sexual harassment requires officers and line managers to communicate that
any form of unfair treatment such as sexual harassment will not be tolerated. Offensive
behaviour can sometimes be excused as banter or jokes, so officers and line managers
must maintain high standards, even when they may face criticism for doing so.

The council will give appropriate training, education and guidance to officers and line
managers to ensure they have the confidence and capability to be proactive and deal
with unacceptable behaviour at the earliest possible stage.

An officer or line manager, are also well placed to pick up on any underlying tensions
that could indicate potentially inappropriate behaviours or attitudes. These may include
employees unwilling or reluctant to work together, heated exchanges or perceived
favouritism.

The council will support and train officers and line managers so that they are able to
foster a culture of open communication and reinforce values based on dignity and
respect as this will enable them to understand and resolve issues in their team
proactively, quickly, effectively and impartially.

How We Can All Help Prevent Sexual Harassment:

We all have a shared responsibility to help create and maintain an environment free of
sexual harassment. You can do this by:

e Considering how your own behaviour may affect others, and amending it
accordingly;

e Being receptive, rather than defensive, if asked to modify your behaviour;
e Treating your colleagues with dignity and respect;

e Taking a stand if you think inappropriate comments, jokes or behaviour is
occurring;

e Making it clear to others if you find their behaviour unacceptable;
e Intervening if possible to stop sexual harassment and giving support to others;

e Reporting sexual harassment or potential sexual harassment in the appropriate
manner to either your line manager, or a member of the council.

What To Do If You Are Concerned About Sexual Harassment:

The following process can be followed by any employee of the council. You can follow
this process if you feel you are experiencing sexual harassment or if you witness sexual
harassment or have a concern that another colleague may be experiencing sexual
harassment.

The council commits to treating all allegations of sexual harassment with the upmost
seriousness. A fair and equitable process will be followed to ensure all concerns are

Parish/Town Council
Prevention of Sexual Harassment Policy
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7.3

7.4

investigated thoroughly to allow matters to be resolved promptly whilst ensuring all
parties are treated sensitively and in a confidential manner.

Informal approach:

You may be able to sort matters out informally. The person may not know that their
behaviour is unwelcome or upsetting, so an informal discussion may help them to
understand the effects of their behaviour and agree to change it.

If you feel able to, tell the person what behaviour you find offensive and unwelcome and
say that you would like it to stop immediately. You are encouraged to keep a note of the
date and what was said and done. This will be useful if the unacceptable behaviour
continues and you wish to raise the matter formally.

If this is too difficult for you, please speak to your line manager, for advice and
assistance. They may, with your agreement, speak to the person concerned on your
behalf.

If the informal approach is not appropriate, or has not been successful, you should raise
the matter formally through the councils grievance procedure.

Formal procedure

When any employee feels that they need to deal with an issue of sexual harassment
formally, you should make a formal complaint in accordance with the councils grievance

policy.

Your written complaint should set out full details of the conduct in question, including
the name of the harasser, the nature of the sexual harassment, the date(s) and time(s) at
which it occurred, the names of any witnesses and any action that has been taken so far
to attempt to stop it from occurring.

If you wish to make a formal complaint about victimisation, you should submit it in
writing to your line manager or the staffing committee.

All complaints of this nature will be investigated in a timely, confidential and sensitive
manner. The investigation will be conducted by someone with appropriate seniority,
training and experience and with no prior involvement in the complaint. Details of the
investigation and the names of any persons involved will only be disclosed on a ‘need to
know’ basis. The council will consider whether any steps are necessary to manage the
ongoing employment relationship between all parties involved.

If the report does not come directly from the person being harassed, the nominated
investigator will confidentially speak to the person affected and ideally encourage them
to report. In cases where individuals are reluctant to report despite encouragement, the
investigating manager needs to respect the wishes of the person making the complaint
as far as possible.

Once the investigation is complete, the council will inform all parties (separately) of its
decision. Whether or not a complaint is upheld, the council will consider how best to
manage any ongoing working relationships between all parties. As a general principle,
the decision whether to progress a complaint is up to you. However, the council has a
duty to protect all staff and may pursue the matter independently if, in all the
circumstances, it considers it appropriate to do so.

Parish/Town Council
Prevention of Sexual Harassment Policy

dopt d- Owner Version Page 4 of 6



If it is considered that there is a case to answer and the harasser is an employee, the
matter will be dealt with as a case of possible misconduct or gross misconduct under the
councils Disciplinary Procedure. The investigation into your complaint may be put on
hold pending the outcome of the Disciplinary Procedure. Where the disciplinary
outcome is that sexual harassment occurred, prompt action will be taken to address it. If
the harasser is a third party, such as a member of the public, contractor or other visitor,
we will consider what action would be appropriate to deal with the problem.

7.5  Supporting the investigation

All reports of sexual harassment should be believed and protecting the person who
raised the complaint or who is the recipient of sexual harassment should be paramount.
Alongside this, the alleged harasser also needs to be treated fairly in line with procedure
and the law.

In some cases, more immediate action may need to be taken, such as suspending ofr
moving the alleged harasser. Care must be taken to ensure no action is taken that could
be perceived as punishing any person who raises a complaint.

8. If You Witness Sexual Harassment

8.1 Employees who witness sexual harassment or victimisation are encouraged to take
appropriate steps to address it. Depending on the circumstances, this could include:

8.1.1 Intervening where you feel able to do so.
8.1.2 Supporting the victim to report it or reporting it on their behalf.

8.1.3 Reporting the incident where you feel there may be a continuing risk if you do
not report it.

8.1.4 Co-operating in any investigation into the incident.

8.2  All witnesses will be provided with appropriate support and will be protected from
victimisation.

9. Providing Support

9.1 The council understands that reporting sexual harassment takes courage and can be
extremely stressful. We will ensure that any individuals raising a concern or complaint
are given reassurance and support throughout the process. This support may also need
to be extended to any employees who have witnessed sexual harassment.

9.2 The council educates leaders and line managers to be vigilant for signs of victimisation
whereby an employee is treated less favourably because they have reported sexual
harassment and will take appropriate action through our disciplinary policy if required.

10. CONSEQUENCES OF A BREACH OF THIS POLICY:

10.1 If after due investigation, we consider that an incident of sexual harassment has occurred,

the matter will be dealt with under the disciplinary procedure as a case of possible

Parish/Town Council
Prevention of Sexual Harassment Policy
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10.2

10.3

10.3

11.

misconduct or gross misconduct. The person concerned may be suspended on full pay
during the investigation until any eventual disciplinary proceedings have been concluded.
If the complaint is upheld, a disciplinary sanction may be imposed up to and including
dismissal, depending on all relevant circumstances.

Incidents of sexual harassment may constitute a criminal offence and the council may
suggest that the matter is reported to the police.

In our commitment to prevent sexual harassment in the course of employment, we will
fully analyse any unaddressed risks which were not recognised and could have reasonably
prevented any incident of sexual harassment and put in place any reasonable measures
to prevent a recurrence of a similar nature.

If someone makes a complaint which is not upheld, and the council has good grounds for
believing that the complaint was not made in good faith, we may take disciplinary action
against the person who made a false complaint.

Record Keeping:

Information about a complaint by or about an employee may be placed on either party’s
personnel file, along with a record of the outcome and any other notes or documents
compiled during the process. These will be processed in accordance with our Data
Protection Policy.

Parish/Town Council
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Risk Assessment Part 2: Assessment of risk reduction actions

Proposed actions
measures)

(risk reduction

Expected risk
after
completion of
actions

Communicate our policy to third
parties including customers, suppliers
and contractors.

Put up signage in communal and
public areas to advise that sexual
harassment is not acceptable

Communicate our policy to third
parties including customers, suppliers
and contractors.

Put up signage in communal and
public areas to advise that sexual
harassment is not acceptable

Communicate our policy to third
parties including customers, suppliers
and contractors.

Put up signage in communal and
public areas to advise that sexual
harassment is not acceptable

Send out reminders on acceptable
behaviour 48 hours before the event
or trip

Make sure that there are also designated
senior officers of BWPC who can be
contacted in
an emergency

Taxis arranged for unsociable hours
travel to and from work.
Implement a system to allow better
tracking of employees for safety

Use Al to track and flag if electronic
media is being used for nefarious
reasons

10

Review patterns of work and make
employees permanent if they have a
regular pattern of work

Conseq|Probab

. Risk
uence | ility

Planned
Actual
action .
letion completi
comp on date
date

I confirm that the
proposed actions have
been completed & that
expected risk reduction

has been achieved

Name Date
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Bishop's Waltham Parish Council

atte

Finance, Policy and Resources Committee

2.12.25
Agenda ltem 18 - Staffing Sub Committee - Updated Terms of Reference
— for approval

The Committee are requested to review the proposed revised Terms of Reference for the
Staffing Sub-Committee.

The changes are marked in red in the accompanying document which ensure the

delegated powers are clearly defined.

Proposal: To approve the revised Terms of Reference for the Staffing Sub-Committee and
make any further recommendations if required.

Executive Officer
25.11.25



Staffing Sub-Committee
Terms of Reference.

The Staffing Sub-Committee Terms of Reference were adopted by the Finance, Policy & Resources
Committee at the meeting on

1. Members

The Chairm of the Councll, the Vice Chairm of the Council, the Chair of the
Finance, Policy & Resources Committee and the Chairm of the Halls & Grounds Committee.

2. Quorum

The quorum of the Committee shall be two Members.

3. Voting

Only the above may vote and participate at a meeting. In the case of an equal vote the
Chair shall have a second or casting vote.

4. Interests

If a Member has a personal interest as defined by the Code of Contact adopted by the Parish Council then
he/she shall declare such interest as soon as it becomes apparent, disclosing the nature and extent of the
interest as required.

N.B. If a Member who has declared an interest then considers the interest fo be prejudicial,

he/she must withdraw from the room during consideration of the agenda item to which the

interest relates.

5. Chairm
The Chair of the Council will be the of the Sub-Committee.

6. Minutes
All Minutes shall be open for inspection by any Member of the Parish Council, if appropriate.

7. Admission of the Public and Press

The Public and Press may not be admitted to these meetings as

“In accordance with s1 {2} of the Public Bodies (Admission to Meetings) Act 1960 the Press
and Public be excluded from the meeting during consideration of these items due to the
confidential nature of this item™.

8. Responsibilities
The Committee will consider dll matters relating to the employment and welfare of all employees. Making
relevant recommendations to the Finance, Policy & Resources Committee.

9. Specific Delegated Powers.
i. Toreview staffing structures

ii. To agree and review annually contracts of employment, job descriptions, person
specifications for staff and to review the Executive Officer/RFO performance.
jii. To review staff salaries and terms of conditions

iv. To appoint from its membership and other members of the F, P&R Committee, a recruitment panel when
necessary and recommend appointments to the Finance, Policy & Resources Committee. Recruitment panels
will normally include at least three members in the case of appointment plus the Executive Officer/Deputy
Executive Office as appropriate.

v. To appoint members of the Council to act as a disciplinary panel as set out in the Council's policy and to
act as an appeadls panel in the case of any appeal against disciplinary action.

vi. To appoint members of the Council to hear any formal grievance.

vil. To review all Council that relate to staff employment on a regular basis.

viii. To ensure the Council complies with all legislative requirements relating to the

employment of staff.



