
M. R. Priest, Clerk to Lake Parish Council
2 Maida Vale, Shanklin PO37 7DB  01983 867450 

LAKE PARISH COUNCIL – AGENDA 11 MAY 2023 

You are hereby summoned to attend the Annual General Meeting of Lake Parish Council 
to be held on Thursday 9 MAY 2024 following the Annual Parish Meeting at 7.00 pm 
at Lake Methodist Church, Sandown Rd, Lake, to consider the matters set out in the 
following agenda. 

Members of the public are invited to attend the meeting. 

There will be a 10-minute public forum before and after the public meeting for members 
of the public to ask questions and to speak on any matters relating to parish business. 
Written questions received will also be dealt with. 

1. Apologies for absence

2. To elect a Chairman

3. To receive the Chairman’s Declaration of Acceptance of Office

4. To elect a Vice-Chairman

5. To receive the Vice-Chairman’s Declaration of Acceptance of Office

6. To receive any declarations of interest in agenda items

7. To confirm the minutes of the meeting held on 9 April 2024 (Paper A)

8. Matters arising from the minutes not requiring a resolution.

9. Updates from Safer Neighbourhoods Policing Team

10. Standing Orders, policies and financial regulations: (Paper B)

1. Reaffirmation of Standing Orders and Financial Regulations
2. Approval of revised Health and Safety Policy
3. Reaffirmation of other policies and procedures.

11. Finances

2023/2024
4. To approve the Payments and Receipts lists as presented for March 2024 

(Paper C)
5. To receive and note the verified bank reconciliations for March 2024 (Paper D)



6. To receive and approve the year-end report for the period ending 31 March
2024 (Paper E) 
Annual Accounts 

7. To receive report and note the Internal Auditors report for the period ending 
31 March 2024 (Paper F – To follow)

8. To receive approve the 2023/2024 Annual Governance Statements and confirm 
dates for exercise of public rights. (Paper G)

9. To review the Inventory of Land and Other Assets Including Buildings and 
Office Equipment. (Paper H)

10. To receive approve the 2023/2024 Accounting Statements (Paper I).

12. Planning applications: to resolve comments on applications received

13. Events Committee

14. Ripples

15. Report from

(i) The Clerk
(ii) Isle of Wight Councillors
(iii) Parish Councillors

Richard Priest 
30-Apr-24
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LAKE PARISH COUNCIL MEETING 
MINUTES 11 APRIL 2024 

Minutes of the Meeting of Lake Parish Council held on THURSDAY, 11 April 2024 at 
Lake Methodist Church at 19.00pm.  

PRESENT:  Cllr Paul Brading, Chairman 
Cllrs Michelle Abbott, Naomi Goodall, Sue Hardy, and Adrian Whittaker. 

IN ATTENDANCE:  Mr Richard Priest (Clerk) Raine Elliss (Admin Officer) 

There were eight members of the public present. Cllr Brading answered a question 
about a possibly abandoned vehicle in Currie Road and contact with Island Roads. Cllr 
Brading also outlined damage to public toilets, in response to a question about the 
toilets on Lake Promenade, which contributed to the increase in precept increase in 
2024-25. Details were also provided of email exchanges with Lake Methodist Church 
regarding projects which the Parish were taking forward, including projects identified in 
the Bay Place Plan developed following public consultation. 

01/24-25    APOLOGIES FOR ABSENCE 
Apologies were received from Cllrs John Marshall, Bette Young on health grounds and 
accepted. The Chair noted Cllr Marshall had been active with Parish issues in recent 
months and wished both well. 
Cllr Hicks absence, given the importance of the issues on the agenda, was queried 
under a point of order as not in line with NALC guidelines, and apology for absence 
was not accepted by members. 

02/24-25   TO RECEIVE DECLARATIONS OF INTEREST IN AGENDA ITEMS 
Declarations of interest were as previously registered and recorded. 

03/24-25   CONFIRM MINUTES OF MEETING HELD ON 8 FEBRUARY 2024 
It was unanimously resolved to approve the minutes of 8 February 2024 as a true and 
accurate record of the meeting, and the Chair signed them accordingly.  

04/24-25    MATTERS FROM THE MINUTES NOT REQUIRING A RESOLUTION 
Members noted all matters covered by the agenda. 

05/24-25     UPDATE FROM SAFER NEIGHBOURHOODS POLICING TEAM 
PCSO Webb and PC Trickey updated members on recent incidents of anti-social 
behaviour in the Parish, the recent consultation event at Broadlea, and also noted 
issues relating to shoplifting and derelict buildings. Cllr Brading raised communication 
regarding Broadlea event and asked about  a recent incident involving a cyclist near to 
the Tesco’s junction and the Police confirmed the investigation was ongoing, and that 
the cyclist was recovering. 

Item 7 - Paper A
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06/24-25 CASUAL VACANCY – CO-OPTION 
The Chair outlined the background to the co-option process, there had been three 
applicants, and members voted to appoint Tim Clapp to the vacancy. The Clerk would 
contact the Isle of Wight Council (IWC)accordingly and notify Mr Clapp of date of next 
meeting. 

Cllr Brading, with the Clerk, advised members that Cllr Pauline Evans had also 
resigned from the Parish Council, as well as her role with the Lake Ripples. The Clerk 
would notify the IWC and a casual vacancy process would follow. 

07/24-25    FINANCES 
a) To approve the Payments and Receipts lists as presented for February 2024
The Chairman proposed and Cllr Whittaker seconded, with members unanimously 
approving the payments and receipts list as presented. 
b) To receive and note the verified bank reconciliations for February 2024
Members unanimously agreed and noted the bank reconciliation for February 2024 and 
the Chair signed accordingly. 
c) To receive and note the expenditure against budget through February 2024
Members noted the Report and thanked the RFO for the detail, and ensuring the 
Parish Council are financially responsible, given the cost pressures faced. 
d) Internal Auditor 2024/2025
Members unanimously confirmed the appointment of Maxine Carr as Internal Auditor 
for 2023-24, and that arrangement would be for 3 years until change in 2026-27. 
e) Contribution to Bay Youth Project
Members noted the success of the project, and contribution of Julian Wadsworth. They 
unanimously supported contribution of £5,000 with a review, subject to availability of 
funds, later in the year. The Clerk and RFO would contact project and action payment. 
f) New Road Toilets
Members noted the project was going forward in line with the Financial Risk 
assessment, and that the first payment had been made to the contractors. Members 
also noted recent anti-social behaviour and potential costs, such as Legionella Tests, 
on the site and agreed to close New Road by the end of April, with notices advising 
users of forthcoming demolition and replacement programme. 

08/24-25      BAY PLACE PLAN 
Cllr Brading updated members, with Cllr Whittaker, on recent steering group meeting 
and appointment of wider membership, covering Tourism, Sport, Youth, Community 
and other themes. Cllr Brading also confirmed that any spending decisions impacting 
on Lake would be brought back to the Parish Council for decision. 
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09/24-25     PLANNING APPLICATIONS: TO RESOLVE COMMENTS ON 
APPLICATIONS RECEIVED 

The Chair thanked Raine for circulating members recent correspondence. 
 
 

10/24-25     RIPPLES  
The Chair thanked Mrs Marshall for returning to the editor role for Ripples with Cllr 
Hardy helping with invoicing. Cllr Hardy outlined the key issues of costs, black and 
white versus colour printing costs, frequency of publication and charging for 
contributors. Members unanimously welcomed the analysis and agreed to continue 
with six editions per annum, in colour, of 28 pages, until new charge rates could be 
implemented, with £65 for full page, £45 for ½ page, £30 for ¼ page, with a 10% 
discount for full year, and reduced charges for charitable and community groups. 

 
11/24-25    CLERKS REPORT 
The Clerk had circulated reported and members unanimously confirmed £694.57 
contribution to Revetment Signage project with Shanklin and Sandown, as well as the 
Isle of Wight Council. Members also unanimously agreed to sign the Armed Forces 
Covenant at Bay D Day @80 Church service at Christ Church on May 19, 2024, with 
all members welcome. Members thanked the Clerk for the progress made clarifying 
issues with Isle of Wight Council and contractors at Lake Revetment toilets; the new 
pump is subject to installation, after repair to the building and resolution of the water 
pipe issue, following damaged during cliff falls. Members noted the volume of work and 
limited resources.  

 
12/24-25    COUNCILLORS REPORTS 
Cllr Brading combined his report as Isle of Wight (IWC) and Parish Councillor, and 
updated the meeting on tree issues in the Parish, the possible change of IWC 
structures from Cabinet to Committee, flooding issues and damage on the revetment. 
Members noted that the recent closure and repairs to the revetment were followed by 
high tides causing further damage. Cllr Brading also noted ongoing issues raised with 
Island Roads regarding road surfaces along the Fairway and continued concern about 
the damaged residential wall on the Mall. Cllr Abbott noted her recent attendance at 
Sports Awards, with Lake residents receiving awards. Cllr Whittaker confirmed the 
removal of memorial wreaths in near future and updated members on the progress of 
Revetment Working Party. 
  
13/24-25     PUBLIC QUESTION TIME 
Residents thanked the Chair for update on Revetment Toilets and commented on the 
anti-social issues in the Parish, and on the Ripples and proposed costings for 
charitable or community groups. 

 
NEXT MEETING  
The Annual Parish Meeting would be held on Thursday 9 May 2024, 19.00 at Lake 
Methodist Church, Sandown Road, followed by Annual Parish Council Meeting. 

 
Meeting closed 21.05 
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These Financial Regulations were reaffirmed by the Council at its Meeting held 
on 11-May-23

Item 10 - Paper B
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Health and Safety Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
REAFFIRM DATE:  
REVIEW DATE:  
MINUTE NUMBER:  
 
  



 

 
1. PURPOSE 

1.1 Lake Parish Council takes health and safety issues seriously and is committed to 
protecting the health and safety of its staff and all those affected by its activities and 
attending its premised. This policy is intended to help the Council achieve this by 
clarifying who is responsible for health and safety matters and what their 
responsibilities are. 

1.2 This is a statement of policy only and does not form part of your contract of 
employment. This policy may be amended, by the Council, at any time at its 
absolute discretion. The Council will review this policy at regular intervals to ensure 
it is achieving its aims effectively.  
 

2. WHO IS RESPONSIBLE FOR HEALTH AND SAFETY?  
2.1 Achieving a healthy and safe workplace is a collective task shared between the 

Council and staff. This policy and the rules contained in it apply to all staff of the 
Council, irrespective of seniority, tenure, and working hours. It includes all 
employees and officers, consultants and contractors, casual agency staff, trainees, 
homeworkers, fixed-term staff and any volunteers. Specific responsibilities of staff 
are set out below in the section headed “Responsibilities of all staff” below.  

 
3. COUNCIL RESPONSIBILITIES 

3.1 The Council is responsible for: 
a. Taking reasonable steps to safeguard the health and safety of staff, people 

affected by the Council’s business activities, and people visiting its premises.  
b. Identifying health and safety risks and finding ways to manage or overcome 

them.  
c. Providing a safe and healthy place of work and safe entry and exit 

arrangements, including during an emergency situation.  
d. Providing and maintaining safe working areas, equipment, and systems and, 

where necessary, appropriate protective clothing. 
e. Providing safe arrangements for the use, handling, storage and transport of 

equipment and substances.  
f. Providing adequate information, instruction, training and supervision to enable 

all staff to do their work safely, to avoid hazards and to contribute positively to 
their own health and safety at work.  

g. Ensuring any health and safety representatives receive appropriate training to 
carry out their functions effectively.  

h. Providing a health and safety induction and safety training appropriate to your 
role.  

i. Promoting effective communication and consultation between the Council and 
staff concerning health and safety matters.  

j. If an epidemic or pandemic alert is issued, providing instructions, arrangements, 
and advice to staff as to the organisation of business operations and steps to be 
taken to minimise the risk of infection.  

k. Regularly monitoring and reviewing the management of health and safety at 
work, making necessary changes, and bringing those to the attention of all staff.  



 

 
3.2 The Council will give you the opportunity to ask questions and advise who best 

to contact regarding health and safety or if you are unsure about how to safely 
carry out your work. 

3.3 Overall responsibility for health and safety lies with the Council. They have 
appointed the Clerk as the Health and Safety Officer with day-to-day responsibility 
for health and safety matters.  

3.4 Any concerns about health and safety matters should be communicated to the 
Health and Safety Officer.  
 

4. RESPONSIBILITIES OF ALL STAFF 
General Staff Responsibilities 

4.1 All staff must 
a. Take reasonable care for their own health and safety and that of others who may 

be affected by their actions or omissions.  
b. Co-operate with the Health and Safety Officer and the Council generally to 

enable compliance with health and safety duties and requirements.  
c. Comply with any health and safety instructions and rules, including instructions 

for safe use of equipment.  
d. Keep health and safety issues in the front of their minds and take personal 

responsibility for health and safety implications of their own actions and 
omissions.  

e. Keep the workplace tidy and hazard free.  
f. Report all health and safety concerns to the Health and Safety Officer promptly, 

including any potential risks, hazards, however minor or trivial they may seem. 
g. Co-operate in the Council’s investigation of any incident or accident which either 

has led to injury or which, in the Council’s opinion, could have led to injury.  
 

Staff responsibilities relating to equipment. 

4.2 All staff must: 
a. Use equipment as directed, following any instructions given by representatives 

of management or contained in any written operating manual or instructions for 
use, and adhering to any relevant training.  

b. Report any fault with, damage to, malfunctioning equipment, or concern about 
any equipment (including health and safety equipment) or its use to the Health 
and Safety Officer, who is responsible for ensuring the maintenance and safety 
equipment.  

c. Ensure that health and safety equipment is not interfered with.  
d. Not attempt to repair equipment unless authorised to do so.  

 
Staff responsibilities relating to accidents and first aid.  

4.3 All staff must: 
a. Promptly report any accident at work, however trivial, involving personal injury, 



 

and on any of the Council’s premises, to the Health and Safety Officer so details 
can be recorded in the Accident Book. They must also co-operate with any 
associated investigation. 

b. Familiarise themselves with the details of first aid facilities and trained first 
aiders, which are: The Clerk, The RFO and the Administrator.  

c. If an accident occurs, seek help from a first aider.  
d. The Health and Safety Officer is responsible for investigating any injuries or 

work-related illnesses, preparing, and keeping, accident records, and for 
submitting reports under the Reporting of Injuries Diseases and Dangerous 
Occurrences Regulations 2023 (RIDDOR) where required.  
 

Staff responsibilities relating to national health alerts, including the Coronavirus 
(Covid-19) pandemic.  

4.4 If an epidemic or pandemic alert is issued all staff must comply and co-operate with 
all instructions, arrangements and advice issued by the Council as to the 
organisation of business operations and steps to be taken by staff to minimise the 
risk of infections. Any questions should be referred to the Health and Safety Officer. 

4.5 Given the outbreak of Coronavirus (Covid-19), it is important that all staff members 
follow guidelines set out in this policy to ensure maximum safety and to minimise 
the risk infections. We will review these guidelines regularly to ensure they are kept 
up-to date with Government guidance.  

4.6 Please see the section headed “Staff returning to work - Coronavirus (Covid-19)” 
below for health and safety measures which specifically address the Coronavirus 
(Covid-19) pandemic.  
Staff responsibilities relating to emergency evacuation and fire 

4.7 All staff must: 
a. Familiarise themselves with the instructions about what to do if there is a fire 

which are located on the notice board displayed in the Clerk’s office. 
b. Ensure they are aware of the location of fire extinguishers, fire exists and 

alternative ways of leaving the building in an emergency. 
c. Comply with the instructions of the fire wardens if there is a fire, suspected fire or 

fire alarm (or a practice drill for any of these scenarios). 
d. Co-operate in fire drills and take them seriously (ensuring that any visitors to the 

building do the same). Fire drills will be held at least once every 12 months.  
e. Ensure that fire exits, fire notices or emergency exit signs are not obstructed or 

hidden at any time.  
f. Notify the Clerk immediately of any circumstances (for example, impaired 

mobility) which might hinder or delay evacuation or fire. This will allow the Clerk 
to discuss a personal evacuation plan for you, which will be shared with fire 
wards and colleagues working near you. 

4.8 On discovering a fire, all staff must: 
a. Immediately trigger the nearest fire alarm and, if time permits, call the Clerk and 

notify them of the location of the fire.  
b. Attempt to tackle the fire ONLY if they have been trained or otherwise feel 

competent to do so. Nominated members of staff will be trained in the use of fire 



 

extinguishers.  
4.9 On hearing the fire alarm all staff must: 

a. Remain calm and immediately evacuate the building, walking quickly without 
running, and following any instructions from the fire wardens.  

b. Leave without stopping to collect any personal belongings.  
c. Stay out of any lifts.  

d. Remain out of the building until notified by a fire warden that is safe to re-enter.  
4.10 The Clerk is responsible for ensuring that fire risk assessment taken place, that 

changes are made where required, and for making sure there are regular checks of 
fire extinguishers, fire alarms, escape routes, signage, and emergency lighting.  
 

5. RISK ASSESSMENT, HAZARDOUS SUBSTANCES AND MANUAL HANDLING 
5.1 Risk assessments are essentially a careful examination of what in the workplace 

could cause harm to people. The Council will assess any risk and consider 
measures to best minimise any risks. The Council will carry out general workplace 
risk assessments when required or as reasonable requested by staff. Managers 
must ensure that any necessary risk assessments take place and the resulting 
recommendations are implemented. The Clerk is responsible for workplace risk 
assessments and any measures to control risks.  

5.2 The use of hazardous substances will be avoided where possible and less 
hazardous alternatives will used where available. Training on the control of 
substances hazardous to health (COSHH) will be provided where required.  

5.3 Personal Protective Equipment (PPE) is provided where risks cannot be otherwise 
effectively controlled.  

5.4 Guidance on manual handling (for example, lifting and carrying heavy objects) can 
be obtained from the Health and Safety Officer and where necessary training will be 
provided by the Council, but the Council will try to minimise or avoid the need for 
manual handling where there is a risk of injury.  
 

6. STAFF RETURNING TO WORK – CORONAVIRUS (COVID-19) 
6.1 Although Government restrictions introduced in response to the Coronavirus 

(COVID-19) pandemic have been lifted, the pandemic is ongoing and appropriate 
safety measures must be adhered to. Employees must adhere to the Coronavirus 
(COVID-19) mitigation provisions which are still relevant to our workplace. These 
include: 
A household member has a positive test for Covid-19. 

6.2 If a house hold member tests positive for Covid-19, the employee is asked to 
complete a Lateral Flow Tests and advise the Clerk of the result. 

a. If the result is negative, a risk assessment will be taken to determine if it is 
safe/possible for the employee to attend the work place or work from home. 
The Clerk will advise the employee of the decision.  

b. If the employee is attending the work place the employee is aske to complete 
a lateral flow test before doing so for the next five days.  
 

  



 

 
An employee tests positive for Covid-19 

6.3 If the employees tests positive for Covid-19 the employee should not attend the 
workplace for 5 days.  

a. If they are well enough and their role enables them to, they may work from 
home but are not obligated to whilst unwell.   

b. They should take a further lateral flow test after 5 days and the following day. 
They can return to the workplace if both tests are negative.  

c. If the results are still positive the employee should not return to work until they 
have two consecutive negative tests.  

Hygiene practices at work 

6.4 Staff must follow all hygiene measures which we implement. When appropriate, 
these may include frequency of hand washing, wearing protective clothing, 
sanitising workstations and desks.  

6.5 We will provide adequate handwashing facilities (or hand sanitiser where not 
possible) at entry/exit points and when appropriate we expect all staff to use these 
facilities frequently whenever entering and exiting the workplace. 

6.6 If you suspect you have Coronavirus (COVID-19) you must take a lateral flow test 
and if positive work from home to protect vulnerable centre users and members of 
staff.  

 
Mental health whilst working during Coronavirus (COVID-19) 

6.7 We take the health of our staff seriously, including their mental well-being. Whether 
you are working remotely or returning to the workplace, we strongly encourage you 
to speak to your line manager or a colleague regarding any concerns or issues you 
have.  

6.8 If you are working remotely from home or returning to the workplace, we encourage 
staff to: 
a. Connect with their fellow colleagues for informal chats or video calls. 
b. Get regular exercise and sunlight outdoors. 
c. Take regular breaks away from their workstation. 
d. Ensure to drink sufficient water and eat properly. 

 
 
7. NON-COMPLIANCE WITH HEALTH AND SAFETY RULES 
7.1 Any breach of health and safety rules or failure to comply with this policy will be 

taken very seriously and is likely to result in disciplinary action against the offender, 
in accordance with the Council’s disciplinary policy, up to and including immediate 
dismissal.  
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Purpose of the policy and background to the General Data Protection Regulation 
 

This policy explains to Councilors’, staff 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 
confirmed that despite the UK leaving the EU, GDPR will still be a legal requirement. 
This 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 controller 
and the Town Clerk /RFO is the Data Protection Officer (DPO). It is the DPO’s duty to 
undertake an information audit and to manage the information collected by the council, 
the issuing of privacy statements, dealing with requests and complaints raised and also 
the safe disposal of information. 

 
GDPR requires continued care by everyone within the council, Councillors’ and staff, 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 also to compensate the 
individual(s) who could be adversely affected. Therefore, the handling of information is 
seen as medium risk to the council (both financial and reputation) 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 privacy statements, 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 assigned to the DPO is the investigation of any breaches. Personal 
data breaches should be reported to the DPO for investigation. The DPO will conduct 
this with the support of the Town 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 
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in a high risk to the rights and freedoms of individuals, the DPO will also have to notify 
those concerned directly. 

 
It is unacceptable for non-authorised users to access IT using employees’ log-in 
passwords or to use equipment while logged on. It is unacceptable for employees, 
volunteers and members to use IT in any way that may cause problems for the Council, 
for example the discussion of internal council matters on social media sites could result 
in reputational damage for the Council and to individuals. 

 
Privacy Notices (Appendix A) 

 
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. Issuing of a privacy notice must be detailed 
on the Information Audit kept by the council. The council will adopt a privacy notice to 
use, although some changes could be needed depending on the situation, for example 
where children are involved. All privacy notices must be verifiable. 

 
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 
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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 Freedom 
of Information Publication Scheme. The Town 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. If 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: 

 
 The Council must be registered with the ICO. 
 A copy of this policy will be available on the Council’s website. The policy will be 

considered as a core policy for the Council. 
 An information audit will be conducted and reviewed at least annually or when 

projects and services change. 
 Privacy notices must be issued. 
 Data Protection will be included on the Council’s Risk Management Policy. 
 The Town Council will manage the process. 

 
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 Councilors’ are expected to comply with this policy at all 
times to protect privacy, confidentiality and the interests of the Council. 
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APPENDIX A 
 

 
 

GENERAL 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 directly using the data itself or by combining it with other information which 
helps to identify a living individual (e.g. a list of staff may contain personnel ID numbers rather 
than names but if you use a separate list of the ID numbers which give the corresponding 
names to identify the staff in the first list then the first list will also be treated as personal data). 
The processing of personal data is governed by legislation relating to personal data which 
applies in the United Kingdom including the General Data Protection Regulation (the “GDPR) 
and other legislation relating to personal data and rights such as the Human Rights Act. 

 
Who are we? 
This Privacy Notice is provided to you by Lake Parish Council which is the data controller for your 
data. 

 
Other data controllers the council may work with: 

• Local authorities 
• Community groups 
• Charities 
• Other not for profit entities 
• Contractors 
• 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. 
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The council will process some or all of 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 the 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, 

• Where you pay for activities such as use of the council’s facilities, financial identifiers 
such as bank account numbers, payment card numbers, payment/transaction identifiers, 
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• 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 received, political beliefs, trade union 
affiliation, genetic data, biometric data, data concerning and sexual life or orientation. 

 
How we use sensitive personal data 

We may process sensitive personal data including, as appropriate: 
 

• your racial or ethnic origin or religious or similar information in order to monitor 
compliance with equal opportunities legislation; 

• In order 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 carry out 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 
hold 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. 
• 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 services 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 or telephone 
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• 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 carry out comprehensive 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 adults-at-risk are provided with safe 
environments and generally as necessary to protect individuals from harm or injury; 

• To promote the interests of the council; 
• 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 take into account 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 into a contract. An example of this would be processing your data in 
connection with the use of sports facilities, or the acceptance of an allotment garden tenancy 
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 security 
measures and will be responsible to you directly for the manner in which they process and 
protect your personal data. It is likely that we will need to share your data with some or all of the 
following (but only where necessary): 

 
• The data controllers listed above under the heading “Other data controllers the council 

works with”; 

• 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; 
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• On occasion, other local authorities or not for profit bodies with which we are carrying 
out 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 of time. For example, it is currently best practice to keep 
financial records for a minimum period of 8 years to support HMRC audits or provide tax 
information. We may have legal obligations to retain some data in connection with our statutory 
obligations as a public authority. The council is permitted to retain data in order 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 as long as 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 will 
delete it when it is no longer needed. 

 
Your rights and your personal data 
You have the following rights with respect to your personal data: 
When exercising any of the rights listed below, in order to process your request, we may need 
to verify your identity for your security. In such cases we will need you to respond with proof of 
your identity before you can exercise these rights. 

 
1) The right to access personal data we hold on you 

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

• 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. 

 
2) The right to correct and update the personal data we hold on you 

• If the data we hold on you is out of date, incomplete or incorrect, you can inform us and 
your data will be updated. 

 
3) 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 
unlawfully using your personal data, you can request that we erase the personal data we 
hold. 

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

 
4) 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. 

 
5) The right to data portability 
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• 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. 

 
6)  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). 
 

7) 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. 

 
8) 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 international 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 and 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 will keep this Privacy Notice under regular review and we will place any updates on 
this web page: http://www.lakeparishcouncil.org.uk  

 
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 Protection Officer 
Clerk to Lake Parish Council 
clerk@lakeparishcouncil.org.uk  

 
 

I have read the above Privacy Notice and give permission for Lake Parish Council to 
retain my personal information in relation to the contract held between us. 

 
Signed……………………………………………….. 

Date …………………………………………………. 

http://www.lakeparishcouncil.org.uk/
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Code Budget Line - Spend Q1 Q2 Q3 Q4 Total Budgeted pend/Underspend %
001 Administration - Audit 250.00 0.00 504.00 0.00 754.00 840.00 86.00 89.8%
002 Administration - Equipment 0.00 0.00 8.00 0.00 8.00 500.00 492.00 1.6%
003 Administration - Insurance 1632.64 0.00 0.00 0.00 1,632.64 1,587.00 -45.64 102.9%
004 Administration - Loan (PWLB - Fairway Football Field) 0.00 1173.14 0.00 1,243.14 2,416.28 2,347.00 -69.28 103.0%
005 Administration - Phone 0.00 0.00 0.00 0.00 0.00 300.00 300.00 0.0%
006 Administration - Professional Services - Misc (Legal Advice Etc) 0.00 0.00 0.00 0.00 0.00 1,500.00 1,500.00 0.0%
007 Administration - Professional Services - SLA 2700.00 2500.00 2,500.00 2,500.00 10,200.00 10,800.00 600.00 94.4%
008 Administration - Accounting Software 0.00 0.00 0.00 0.00 0.00 1,139.00 1,139.00 0.0%
009 Administration - Stationary and Photocopying 38.39 0.00 7.80 0.00 46.19 200.00 153.81 23.1%
010 Administration - Subscriptions IWALC & SLC 0.00 0.00 0.00 0.00 0.00 895.00 895.00 0.0%
011 Administration - ICT - Email 72.00 0.00 36.00 51.59 159.59 200.00 40.41 79.8%
012 Adverts and Publicity - Adverts 0.00 0.00 0.00 277.20 277.20 500.00 222.80 55.4%
013 Adverts and Publicity - ICO 35.00 0.00 0.00 0.00 35.00 45.00 10.00 77.8%
014 Adverts and Publicity - Ripples Distribution 356.00 178.00 356.00 178.00 1,068.00 1,175.00 107.00 90.9%
015 Adverts and Publicity - Ripples Printing 3631.80 1541.40 1,384.00 1,219.60 7,776.80 6,974.00 -802.80 111.5%
016 Adverts and Publicity - Ripples Honorariam 50.00 25.00 50.00 25.00 150.00 180.00 30.00 83.3%
017 Adverts and Publicity - Website - Word Press 0.00 0.00 156.00 0.00 156.00 150.00 -6.00 104.0%
018 Adverts and Publicity - Website - Domain Name 0.00 0.00 0.00 0.00 0.00 25.00 25.00 0.0%
019 Civic and Grants - Christmas 0.00 0.00 189.59 0.00 189.59 300.00 110.41 63.2%
020 Civic and Grants - Events - Coronation 708.21 0.00 0.00 0.00 708.21 600.00 -108.21 118.0%
021 Civic and Grants - Grants S137 0.00 0.00 0.00 0.00 0.00 1,000.00 1,000.00 0.0%
022 Civic and Grants - Remembrance 0.00 0.00 40.00 0.00 40.00 150.00 110.00 26.7%
023 Council and Councillors - Chair Allowance 300.00 0.00 0.00 581.46 881.46 1,000.00 118.54 88.1%
024 Council and Councillors - Cllr training 0.00 0.00 0.00 0.00 0.00 500.00 500.00 0.0%
025 Council and Councillors - Hall Hire 0.00 330.00 0.00 0.00 330.00 282.00 -48.00 117.0%
026 Provisions - Beach 0.00 0.00 0.00 0.00 0.00 0.00 0.00
027 Provisions - Beach - Bouys 3209.49 0.00 0.00 0.00 3,209.49 3,095.00 -114.49 103.7%
028 Provisions - Dog Bins 0.00 1436.16 0.00 1,382.40 2,818.56 3,579.00 760.44 78.8%
029 Provisions - Fairway Park Tree work 0.00 0.00 0.00 0.00 0.00 1,672.00 1,672.00 0.0%
030 Provisions - Fairway Park Grass Cutting 266.02 931.07 399.03 0.00 1,596.12 1,421.00 -175.12 112.3%
031 Provisions - Youth Offer 0.00 5000.00 0.00 10.00 5,010.00 7,500.00 2,490.00 66.8%
032 Provisions - Parish Improvement 0.00 0.00 77.60 0.00 77.60 2,000.00 1,922.40 3.9%
033 Provisions - Thurles Green 0.00 0.00 0.00 0.00 0.00 750.00 750.00 0.0%
034 Provisions - IWC Grounds Maintenance 10589.70 0.00 7,393.20 0.00 17,982.90 0.00 -17,982.90
035 Toilets - Clean 13039.09 6381.30 4,254.20 4,254.20 27,928.79 29,690.00 1,761.21 94.1%
036 Toilets - Rebuild New Road 0.00 0.00 0.00 0.00 0.00 0.00 0.00
037 Toilets - Repair 529.20 0.00 12,749.28 0.00 13,278.48 2,000.00 -11,278.48 663.9%
038 Toilets - Service and Testing 198.00 0.00 0.00 0.00 198.00 1,200.00 1,002.00 16.5%
039 Toilets - Utilities Electric 888.97 571.64 557.23 1,098.50 3,116.34 7,130.00 4,013.66 43.7%
040 Toilets - Utilities Water 0.00 0.00 0.00 2,657.92 2,657.92 4,505.00 1,847.08 59.0%
00Z Unbudgeted/Unspent from last year 68727.00 0.00 2,345.00 33.90 71,105.90 0.00 -71,105.90

107221.51 20067.71 33006.93 15512.91 175,809.06 97731.00 -78078.06
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Annual Internal Audit Report 2023/24

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

A. 	Appropriate accounting records have been properly kept throughout the financial year.
B. 	This authority complied with its financial regulations, payments were supported by invoices, all

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

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

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

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

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

approvals, and PAYE and NI requirements were properly applied.

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

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

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

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

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

Yes No*
Internal control objective Not

covered**

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

O. (For local councils only)
Trust funds (including charitable) – The council met its responsibilities as a trustee.

Yes No Not applicable

During the financial year ended 31 March 2024, this authority’s internal auditor acting independently and on the 
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and 
controls in operation and obtained appropriate evidence from the authority.
The internal audit for 2023/24 has been carried out in accordance with this authority’s needs and planned coverage. 
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set  
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all  
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate 
to meet the needs of this authority.

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS

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

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

DD/MM/YYYYSIGNATURE REQUIRED
Date

Signature of person who 
carried out the internal audit

DD/MM/YYYY DD/MM/YYYYDD/MM/YYYY
Name of person who carried out the internal auditDate(s) internal audit undertaken

ENTER NAME OF INTERNAL AUDITOR
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Annual Governance and Accountability Return 2023/24 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:
• where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed

£6.5 million; or
• where the higher of gross income or gross expenditure was £25,000

or less but that:
• are unable to certify themselves as exempt (fee payable); or
• have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return 2023/24
1. Every smaller authority in England that either received gross income or incurred gross expenditure

exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at the
end of each financial year in accordance with Proper Practices.

2.  
The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
• The Annual Internal Audit Report must be completed by the authority’s internal auditor.
• Sections 1 and 2 must be completed and approved by the authority.
• Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2024.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2024. Reminder letters will incur a charge of £40 +VAT:
• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2024
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2023/24

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section 1, Section 2 and Section 3 – External Auditor Report 
and Certificate will be returned to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on 
the authority website/webpage:
Before 1 July 2024 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited;
• Section 1 - Annual Governance Statement 2023/24, approved and signed, page 4
• Section 2 - Accounting Statements 2023/24, approved and signed, page 5
Not later than 30 September 2024 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. It
is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2023/24 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Page 2 of 6

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return (AGAR) 2023/24 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper

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

• Make sure that the AGAR is complete (no highlighted boxes left empty) and is properly signed and dated. Any
amendments must be approved by the authority and properly initialled.

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

• Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2024.

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

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

• The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.
• You must inform your external auditor about any change of Clerk, Responsible Financial Officer or

Chair, and provide relevant authority owned generic email addresses and telephone numbers.
• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers all

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

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

• If the bank reconciliation is incomplete or variances not fully explained then additional costs may be incurred.
• Make sure that the accounting statements add up and that the balance carried forward from the previous year

(Box 7 of 2023) equals the balance brought forward in the current year (Box 1 of 2024).
• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the

exercise of public rights of 30 consecutive working days which must include the first ten working days of July.
• The authority must publish on the authority website/webpage the information required by Regulation 15 (2),

Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2024.

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

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

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

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

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

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2024 been reconciled to Box 8?

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

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

Has all additional information requested, including the dates set for the period 
for the exercise of public rights, been provided for the external auditor?

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

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

Yes No

Has the Responsible Financial Officer signed the accounting statements before 
presentation to the authority for approval?



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

Section 1 – Annual Governance Statement 2023/24

We acknowledge as the members of:

Page 4 of 6Annual Governance and Accountability Return 2023/24 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

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

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

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

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

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

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

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

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

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

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

prepared its accounting statements in accordance  
with the Accounts and Audit Regulations.

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

made proper arrangements and accepted responsibility 
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 
inspect and ask questions about this authority’s accounts.

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

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events taking place after the year 
end if relevant.

has met all of its responsibilities where, as a body 
corporate, it is a sole managing trustee of a local 
trust or trusts.

Yes No N/A

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

Chair

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

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

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YYYY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS
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ENTER NAME OF EXTERNAL AUDITOR

• summarises the accounting records for the year ended 31 March 2024; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2023/24

DD/MM/YYYYSIGNATURE REQUIRED
Date

External Auditor Name

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

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

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2023/24
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and  
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, 
for the year ended 31 March 2024.

External Auditor Signature

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

Section 3 – External Auditor’s Report and Certificate 2023/24

In respect of ENTER NAME OF AUTHORITY

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

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

I certify that for the year ended 31 March 2024 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.
Signed by Responsible Financial Officer before being 
presented to the authority for approval

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YYYY

DD/MM/YYYY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2023/24 for

Page 5 of 6Annual Governance and Accountability Return 2023/24 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 
holdings and short term investments held as at 31 March – 
To agree with bank reconciliation.
The value of all the property the authority owns – it is made 
up of all its fixed assets and long term investments as at  
31 March.
The outstanding capital balance as at 31 March of all loans 
from third parties (including PWLB).

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  
as recorded in the financial records. Value must agree to 
Box 7 of previous year.

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

Notes and guidanceYear ending
31 March 

2023 
£

31 March 
2024 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 
received.
Total income or receipts as recorded in the cashbook less 
the precept or rates/levies received (line 2). Include any 
grants received.

Total expenditure or payments made to and on behalf 
of all employees. Include gross salaries and wages,  
employers NI contributions, employers pension  
contributions, gratuities and severance payments.
Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital 
repayments (line 5).
Total balances and reserves at the end of the year. Must 
equal (1+2+3) - (4+5+6).

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

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

Yes No N/A

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

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

For Local Councils Only

Item 7(10) - Paper I
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