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Complaints Procedure

Date Minute Amended
Reference
Adopted: | May 2018 _ New
Reviewed Annually: May 2018 FR18-21b No
May 2020 | FR20-81c Yes

May 2021 FC21-294b Yes
May 2022 FC22-460b Yes
May 2023 FC23-812b Yes
May 2024 FC24-773b No

. Mext Review May 2025

The Keene Hall, Watchouse Road, Galleywood, Essex CM2 8PT



GALLEYWOOD PARISH COUNCIL

CODE OF PRACTICE
FOR HANDLING COMPLAINTS

This Code of Practice is designed for those complaints that cannot be satisfied by

less formal measures provided to the complainant by the Clerk,
or the Chairman or nominated deputy Councillor.

The Code is aimed at those situations where a complaint has been made about

the administration of the Council or about its procedures.

It is not an appropriate procedure for a complaint against individuals,
these should be deait with by the Monitoring Officer of Chelmsford City Councl|

CODE OF PRACTICE FOR HANDLING A COMPLAINT ABOUT
THE COUNCIL'S PROCEDURES OR ADMINISTRATION

Procedure

i 8 The complainant shall be asked to put the complaint about the Council's
procedures or administration in writing to the Clerk.

2. If the complainant does not wish to put the complaint to the Clerk, they
shall be advised to put it to the Chairman of the Council,

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

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

5. Seven clear working days prior to the meeting, the complainant shall

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

At the Meeting

6.

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

Chairman to introduce evaryone.

Chairman to explain procedure.

Complainant (or representative) to outline grounds for complaint.



10.
11.
12,
13,

14.

15.

Members to ask any question of the complainant.

If relevant, Clerk to explain the Council’s position.

Members to ask any question of the Clerk,

Clerk and complainant to be offered opportunity of last word {in this order).
Clerk and complainant to be asked to leave room while Members decide
whether or not the grounds for the complaint have been made. (If a point

of clarification is necessary, both parties to be invited back).

Clerk and complainant return to hear decision, or to be advised when
decision will be made.

After the Meeting

16.

The decision shall be confirmed in writing, within seven working days

together with details of any action to be taken.
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Press and Media Policy

Date Minute Amended
Reference
Adopted: May 2019 FR19-21d Yes
Reviewed Annually: Nov 2020 FR20-91e Yesg
May 2021 | FC21-294d No 1l
May 2022 FC22-460d Mo
May 2023 FC23-812 MNo
. May 2024 FC24-773c No
| Next Review May 2025 | 7]

The Keene Hall, Watchouse Road, Galleywood, Essex CM2 8PT
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1.2

2.1

2.2

3.1

3.2

4.1

4.2

4.3

4.4

Intreduction

The purpose of this policy is to define the roles and responsibilities within the
Council for working with the media and deals with the day-to-day relationship
between the Council and the media.

It is not the intention of this policy to curb freedom of speech or to enforce strict
rules and regulations. Rather, it provides guidance on how to deal with issues
that may arise when dealing with the media.

Key Aims

The Council is accountable timely to the local community for s actions, and
this can only be achieved through effective two-way communications, The
media — press, radio, TV, internet — are crucially important in conveying
information to the community so the Council must maintain positive,
constructive media relations and work with them to increase public awareness
of the services and facilities provided by the Council and to explain the reasons
tor particular policies and priarities.

It is important that the press have access to the Clerk/Members and to
background information to assist them in giving accurate information to the
public. To balance this, the Council will defand itself from any unfounded
criticism and will ensure that the public are properly informed of all the relevant
facts using other channels of communication if necessary.

The Legal Framework

The law governing communications in local authorities can be found in the
Local Government Acts 1986 and 1988, The Freedom of Information Aat 2000
and the Transparency Code 2015, as a minimum. The Council must also have
regard to the governments Code of Recommended Practice on Local Authority
Publicity,

The Parish Council's adopted Standing Orders should be adhered to.

Contact with the Media

The Clerk and Members should always have due regard for the long-term
reputation of the Council in all their dealings with the media

Confidential documents, exempt Minutes, reports, papers, and private
correspondence should not be leaked to the media. If such leaks do secur, an
investigation will take place to establish who was responsible and appropriate
action taken.

When the media wish to discuss an issue that is, or is likely to be, subject to
legal proceedings then advice should be taken from the Council's solicitor
before any response is made.

There are a number of personal privacy issues for the Clerk and Members that
must be handled carefully and sensitively. These include the release of
personal information, such as home address and telephone number {although
Member contact details are in the public domain); disciplinary procedures and
long-term sickness absences that are affecting service provision. In all these
and similar situations, advice must be taken from the Clerk before any
response is made to the media.



4.5

4.6

4.7

4.8

6.2

When responding to approaches from the media, the Clerk and Chairman are
authorised to make contact with the media. In specific cases the Clerk and/ar
Chairman may authorise other Member/s to respond to media requests.
Statements made by the Chairman and the Clerk should reflect the Council's
opinion,

There ara occasions when it is appropriate for the Council to submit 3 lefter,
tor example to explain important policies or to comect factual errors in letters
submitted by other correspondents. Such letters should be kept brief and
balanced in tone and correspondence should not be drawn out over several
weeks. All correspondence must come from the Clerk

Should a member decide to submit a letter to the press on any subject they
should not use the term 'Parish Councillor’ or give the impression, directly or
implied, that they are writing on behalf of the Council.

Attendance of Media at Council Meetings

The Local Government Act 1972 requires that agendas, reports, and minutes
be sent to the media on request,

The media are encouraged to attend Council meetings and seating and
workspace will be made available.

Press Releases

The purpose of a press release is to make the media aware of a potential story,
to provide important public information or to explain the Council's position on
a particular issue. It is the responsibility of the Clerk and Members to loak for
opportunities where the issuing of a press release may be baneficial.

All Parish Council press releases must be issues by the Clerk in consultation
with the Chairman and/or Vice Chairman of the Parish Council in order to
ensure that the principles outlined in section three (Legal Framework) are
adhered to, that there is consistency of style across the Council and that the
use of the press release can be monitored,



Galleywood Parish Council @

ANNUAL PARISH MEETING mm FAHT'!I'I_ _—="| Commantisd | KW 11 Suggest changing Et'IF
wnrding B Sub éommekbes
TERMS OF REFERENCE A e ek UM YN g e

infarmnal groups, they factdind amd ook anfg
l:umﬂhlng apedfic requested by a coung, They

cannot mahed decisions and have no DoRers m
act.

Members

* Mamoership shall consist of up to three coundgl members who ahall initally be
appointed at @ Full Coundl Meefing and thereefter &1 the Anmml Counce
mieating,

* Councillars rmay join in the year f autharisad by tha Full Coungl,

* Uptotwo gdvisors fiorm outside bodies may b Mntadtmrefmnmg Partl _— commented [Ill:lﬂz]um'tga s werding & Sub
These persans oo nol have the rght to vole or to mave or second & motion, rommittoa.

= Thrés members or ane-third of the hh'u:ﬂ'hlnp Party Mqt_ﬂmu 8 qUOnIm for 1 cammanted (KW} Change this wording ti Sih
meatings whichever is the greater. Appointed members may not be par of the coimmittea,

qUOFLIT,
+ The Chairman of the Warking Parmy Ehall be appointed @ tha firss meeting of ] Commuted (HA43: Change this wondivg bo Se
the Wvarking Party | _ |commEres.
B | Cammented [KWSE Changn this wanding bo S
Freguency of Meetings | ammittoe,
Meetings fo be held a8 deemed necessary.
Reporting .
The Working Party ghall report o fhe Full Counci. Comasrited [KWE): Change this wording &0 Sub
CoomiiTH e
Delegated Powers
Galleywood Parish Councl reguires the Woking Party bo considar | commented [HKATE: Changs s socding b Sub
Liimime e,

1, Toconsider and recommend 10 Ful Council the format and guest speakers.

Date effective from: | 18 January 2003
| Last review data 18 May 2024
et raview: — Wlay 2025 |
| Commities: Full Coundll |
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Galleywood Parish Council @
r FINANCE AND RESOURCES COMMITTEE _|
TERMS OF REFERENCE

Membiers

Membership shall consist of seven Coundl members who shall ba Bppointed
at the Annual Council Meeting

The Chairman and Vice Chairman of the Committee shall be appomtes at the
Annual Council Mesating

Councillors may join in the year if authorised by the Cauncil

Three members or one-third of the Committee ehall constitule 8 ouorum for
meetings whichever is e greater

Freguency of Meetings

Bi-manthly or &5 ofherwise determined by the Councll, to expedite the work of the
Committes.

Delegated Powers

1.
F

,
o
L8

1X

13,
14,

T abda by the Financial Regulstions adopted by the Couneil

To sonsider expendilure from General and Earmarksd Resenses and will
consider requests from cther Commitiees provided such expenditure & within
the approved budget for the financial yesr in question. (Expendiure not
Cudgeted lof will raquire the speroval of Coundl).

Tocarmy out planned reviews an all sssets and Bnandal resources and lo repart
with recormmendations, as necassarny 1o the Council

Te present to Comenittes Members a regular Income and expenditse account
and bank reconciliation cartified by the Chairman of the Commities.

T menitor, rewew and implement policies and proceduras of the Council for
relevance and compiance to w and best practiosf, et
To monitor, review and report with recommendations on vannes issues as
aopropriate,

To ensure that all financial procedures are cormect and lawful and updated with
any nenw iegisiation

To manage the Councll's Grants schiemas including the appreval af funding

Tor e responsible for the delivery of the Gouncil’s snnual programme of events
To recaive reports from Essex YMCA (service providar) on the provision of the
Yaulh Club

The Commites is authoised to establish Working Groups and Sub-
Committeas and o appaint advisore 85 and when necessary, to sesist in its
wiork

Misrking Groups and Sub-Committees shall be chaired by & Coungillor and
have agreed Terms of Reference ael by the Committes

The Committes is autharised 1o Bgree Extra-ordinary meatings

Advisors shall have no woling rights.

Agendas and Minutes wil be provided to sl Parish Counciliors, City and County
Courniillors representing Galleywsod Parish Gouncil,

Date effecfive from: May 2022 |
Last review dats: 16 Mey 2024
| Mext review: Mgy 2005 |
| Commitiee: ANNUAL COUNCIL |

————"| Commenied [I'i'l'rl] Memibars [0 discuss and agma
| i

I 1k &8 Full Counci rnq:-:mg.ihill_ir-.-

_—="| Commanted [HWZ]: Sigass! removing this
worming a8 coly Sub- Cormmnte=s nesd Talk's.

Waorking groups di fot require TofR's, sy are

informal Growps, they et find snd o into

Snmesthing Spocic reuested by 3 coundl. Thay
| eannek ke decisions and Béve ro posers to
|t




Galleywood Parish Council

-

FINANCE AND RESOURCES WORKING PARTY | | Commented peW13: Suggest changing s |
wWiding e Sub commiras,

TERMS OF REFEREMCE Working groups doe not reguive TofCE, ey are

informel groups, chiey fadk fed and 9ok ints
sareathing specific sacusgted by 2 councl. Theay
cannel make cedshions and |*I'E- Tl POSMErS GO

Mambars act,

* Membarship shall esnsist of up to five councll mermbers who shall initially be
appomied af a Fmance and Resources Meeting and theresther at the Annist
Coungil mesting

+ Councillers may join in the wear if authorsed by the Finance and Resources

cammites.
* Up to two advisors from autside bodios may be appainted to the fWorking Pamy Commented [EW2): Change this wording to Sub
Thess persons do nol have the right 1o vots or bo move or second a motian, COMTaL D

* Three members ar ane-third of the Misrong Party khall constitte 3 guorum for &
maetings whichever ia the greater. Apponled members may not be past of the ‘| Commented [KW3]: change this wording to Sub

connm| e,
Cudium.
« The Ijlnalrmam of the Warking Party shall be sppainted st the first maeting of the 1 — . (o T e
Wiorking Pary | - LEBITETIRREE,
Fraquoncy of Hestings Hﬁ[m [EWIB): change this wardeg to y;u.j
cam -
Meelings 1o ba held as deemad necassary
Reporting :
Tha Warking Party shall repert to the Finance and Resources Commifiee, =] Commentvd WL changs 1Fes wording to Sub |
LETEniLes,
Delegated Powers
The mﬂirq Party ko congider and make guch recommandstions fo the Finance a0 — Commssnted (AT shange thic wardvg b Sub ]
Resources Committée 3s the lworking party fesd scpropriate, in ralation to | cammittee.
_h_'[':unﬁumﬂ |KWSEL change this wording 6 Sub
1, Asssis cmmitiee,

2. Aclion Plan / Forward Plan
3. Fmancial Regulations

Date affactive from: | 23 Nov 2023 |

~ Lest review daie: 16 May 2024
Mt reniens My 2025 |
Committes: _Financa and Rescurcas |




Galleywood Parish Council

PERSOMMNEL COMMITTEE
TERMS OF REFERENCE |

|
Membars

Membership shall consist of four Couneil membars and shall be sppeinted at
e Annual Council Mesting

Membership shall consist of the Chairmen and Vice Ghairman of the Caungil,
the Cheirman of the Planning and Highways and Finance and Resoyurcos
Committees. If a Commitiee Chairman is not available because they are siraady
a member through fedr position as either Chaimian or Vice Chaemen ol the
Council, any other Councilior may be nominated at the Annua Council MMaating
The Chairman and Vice Chairman of the Committee $hail be sppainted &1 he
Annual Councl Mesting

Three members or one-third of the Commiltes shall constitute & guomum for
rrsetings whichever is the grealer

Frequancy of Meetings
Luarterty end other mestings may be called as and when required.

Delegated Powers

1.

i

11.

To consider levels of staffing and make recommancations o he Councl
thereafter o implement decisions 1o recruit in accordances with curmant guidance
from MALE.

Ta eonsidar curent confracts and conditions of employment and ensure thet
ihey follow the curment quidance from MALC

Ta review annualy the currently agreed form and method of appraisal and sfter
consuitabicn with sfaff, implerment appropnate changss,

To receive a summary of all Staff Appraisats in ine with the Council's Appraisal
Policy,

To consider training needs that anse fom staff appraisals and as @ result of
atfier nitaives.

To review salafies in accordance with current contracts and gudance from
MALC and maka recommendalions fo tha Council

To consider recommendations relating to Heath & Safety at Work and Risk
Managament made by the Clerk and mplement necessarny changes provided
that any cost does nal exceed £250. Recommend changes sxcending £250 ane
10 be referned fo the Council.

Vilhen desling with issues of a confidenilal natura, the public and preass be
temporanly exchuaded o sccomiaoc Wi v Pubic Sodes (AdTiSSN [0 MMbngs) A 1560
The Committee s authorsed fo establish Working Groups and Suo-
Committees and to appoint advisors g and when necessary, to assist in its
WO,

Miarking Groups and [Bus-Committees shall be chaired by a Councillr and

have agread Terms of Reference set by the Committas.
Advisors shall have no valing rights,

Agendas and Minutes will be provided to all Pansn Councilors, City and County
Councillers representing Salleywood Parish Gouncl

| Date effective from: | 2022 |

Last review date: | 16 May 2024
. Wext ressisw May 2025
L Committes: ANNUAL COUNCIL

- Cammusnd [HWIE Sugpest ramesing thin
| wonding a3 pnly Sub commitiees need TR

| Wearking groups do not requite TofRs, thiy ares
infarnal graups, they fact find and ook inko
Samarhing aoecific reguested tny a-coundil, They
cannnl make decsions and hava o powars bn
@
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Galleywood Parish Council {j ﬁ

PERSONNEL SUB COMMITTEE

TERMS OF REFERENCE

Purpose

The Sub Committee is appointed to consider grievance or disciplinary matters (not
including any appeal therefrom) referred from the Personnel Committee and to
manage the Clerk,

Members

« Membership shall consist of three Council members who are currently members

of the Personnel Committee and shall be appointed at the Annual Council
Meeting

+ The Chairman of the Sub Committee shall be appointed at the first meeting of

the Sub Committes

Frequency of Meetings
As required.

Reporting
The Sub Committee shall report to the Personnel Committee.

Delegated Powers

1.

To consider grievance or disciplinary matters in accordance with the Council's
griavance or disciplinary policies.

2. To manage, supervise and appraise the Clerk, administer leave requests,
record, and monitor absences from work.
3. To consider any appeal by the Clerk against a decision on pay,
Date effective from: 2022
| Last review date; 16 May 2024
Next review: May 2025
 Committee: ANNUAL COUNCIL
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Galleywood Parish Council 1)
| PLANNING AND HIGHWAYS COMMITTEE |
TERMS OF REFERENCE .

: Membars

*  Memberehip shall conaiat of seven Council members who shall e appointed at
the Annual Council Meeting

* The Chairman and Vice Chairman of the Committes hall be appointed & he
Annual Council Mesfing,

= Coundillors may join dunng {he year if authorised by the Counci

+ Members from outside bodies may be invited 1o jein the Committes These
Persons da nof have a nght to vebs or to move o $econd a modion

= Three members or one-third of the Commites shall constitde a qusfur for
meetings whichevar is the greater

Frequency of Meetings
Monthly or as ofherwise determined by the Councl, to expedite the work of fhe
Commities.

Decizsion/Delegated Powers

1. Toconsider and respond o al applications for gfanning pemission and planning
appeals refemed 1o the Council by Local Planning Autharities

2. To consider all matiers relating to Highways and Parking. Usted Building
Consents. Buildings of Spacial Architectural Interest. Histarie Buildings, and tha
Conzeration Adesa

3. To identify, commen upon and refer 1o the ralevant aushesdties any matier
considerad 10 be in breach of planning permission

4. To consider and comment on all planning matters relsting to tha Parish of
Galeywood and advise the Council, as necessary,

5. Tocomment upon and manitar Tree Presarvation Crders and 1o sesk approval
far further TPO's if deemed necassany.

6  Toagree the Annual Open Space Plan of annual plan of maintenancs. To refer
all financial matters to the Finance and Resources Commitiee

f. To consider and commert on Winter Tree Flanting and any  other
plantingimantenance projects

8. T respond b & relevant consuffalion documents fefating o planning and
sasocisted matiers.

9. To review the Parish Plan, Planning Framewors perodically and at keast EVETY
fiwe yeare.

1. The Commitbes is authonsed 10 astabizh Working Groups and Sub-Committees
and fo appoint advisons as arsd whan necessary to assist in s work

11. Tha Comrmitbes & authoriead ta agres Extra-ordingry mestings.

12, ferking Groups and Bub-Committees shall be chaired by 3 Councilor and have | Commented WIE Suggest removing thi ]
agreed Terms of Reference set by the Committee. Wartlng azs oy Sub coimenitbees need TofR:

3 Whorki Faups are informal groups, tey fac
13, Advisors shall hawe no vating rights. iy ot i o Co B Pt

by a caindl. They cannat maks decsors and
Agendas and Mirutes wil be provided to all Parish Councillors, City Bnd County hawve N poverd bo ack
Councillors represanting Galleywsod Parish Counall,

| Daita effective fram: | May 2003
LISL seviows debe 18 May 2024
Next raview: . May 2025

| Commites: | ANNUAL COUNCIL |
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Galleywood Parish Council W

YOUTH CLUB SUB COMMITTEE

TERMS OF REFERENCE

Membership shall consist of four Council members who shall be appointed at the
Annual Council Meeting. in addition, an advizor from the YMCA may be appointad,
The Chairman and Vice Chairman of the Sub Committee shall be appointad at the
first meeting of the Sub Committee

Councillors may join in the year

Three members shall constitute a quorum for meetings

Frequency of Meetings
As required. Performance review meetings shall be held twice a year with the Youth Services

Manager.
Reporting
The Sub Committee shall report to the Finance and Resources Commitiee,
Delegated Powers
1. To ensure the proper managament of the Youth Club.
2. To consider and recommend to the Finance and Resources Committee proposals for
the Youth Club.
3.  To consider and recommend to the Finance and Resources Committes estimates of
expenditure for the Youth Club,
4.  To approve axpanditure within the limits previously agreed by the Council.
5.  Advisors shall have no vating rights

Date effective from: 2022 |
| Last review dale: 16 May 2024

Mext review: May 2025

Committee: ANNUAL COUNCIL |
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Municipal
Lines of Cover applying
Part A— Material Damage
Table Headings
Contents fa) Furniture, fixtures, fittings and tenants improvements
Contents (b) Other contents and consumable stock not specified below Including printed beoks and
unused stationery
Contents (c} Computer equipment, other office equipment and sports equipment
Contents (d) Teleyisions, audio-wisual and photographic equipment (excluding videos), beer, wine,
spirits, tools and gardening equipment
Contents [g) Tobaoco
Contents {f) Camcorders, videos and gaming machines
Contents {g} Civic Regalia
Sums Insured
Premizes Address Buildings | Lossof | Contents |Contents| Contents |Contents! Cantents | Contants Contents
Sum Insured |  Rent [a} (k) i) (d] ] U] lg) |
1. Public E183.515.08 N/A £0.00 | £0.00 | £0.00 | £0.00 | £0.00 | E£0.00 | £0.00
Canveniences, Address,
Watchouse Road,
Chelmsford, Essax,
Ch2 BRU
2. Council £0.00 N/A IES,160.000 £0.00 [E3,960.000 £419.00| £0.00 | £0.00 | E0.00
Offices, Address, Keene
Hall, Watchousa Road,
Chelmsford, Essex,
Ch2 BPT

For Premises: 1, 2
Insured Ferils applicable to Material Damage : 1-13, 15 & 16

Excessas Applicable to Premises 1
The follewing Excesses apply to each and every loss arising In respect of each and BVEY Separate pramises:

Accidental Damage £100
Theft £100
Riot civil commotion and Malicious Persons £250
Storm or Flood £250
Eseape of Water f254
Falling Trees or Branches E250

Excesses Applicable to Premises 2

The following Excesses apply to each and every loss arising In respaect of each and Bvery separabe premises:
Accidental Damage £100

Theft £100

Do, Ma FTS1EGHI0. Pagu 3 of 45
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‘Municipal

Part C— All Risks

Table Headings

Contents (a) Furniture, fixtures, fittings and tenants improvements

Contents (b) Other Contents and consumable stack not specified below including printed books and
unused stationery

Contents (c) Computer Equipment, other office equipment and sports equipment

Contents (d) Televisions, audio-visual and photographic equipment {excluding videos), beer, wing,
spirits, tools and gardening equipment

Contents [e) Tabacco

Contents (f) Camcorders, videos and gaming machines

Contents [g) Civic Regalia

Additional Items:

Where no premises address is shown, the item is not based at one location and cover is provided anywhere within

the territorial limits.

Ikem Description Surm fnsurad Excess

5 ¥ Noticeboards, Village map £7.350.00 C100
Wrowght Iron Seat and Village Seat £8,320.00 £100
War Memarial £14,784.26 E100

Badge Of Office £1,854.21 E10

seat - story telling chair £1,612.11 E1000

2 % Gatleywood Village Sign £11,411.40 £100

& ® Defibrillators valued at £1500 each £9,450,00 £100
2 x Laptops E1.470.00 ELDD

BT Telephone Kiosk £9,081.28 £100

Water pump (pipers tye) £1,816.40 £100

8 u Bus Shelters £49,769.36 £140

The excess stated applies to each and every loss,

Operative Endorsements: 1, 2, 3 & 7 (please refer to the Endorsement section of the praficy wording)

Doc. NoZTSIE0810.4

Fage % of 15
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Adequate and Effective Systems

Date Minute Amended
_ Reference

Adopted: May 2018 FR19-11 No

Reviewed Annually: May 2021 FR21-141 Mo =
May 2022 FR22-191 No
May 2023 FR23-271 MNo =
May 2024 FLC24-781 No

| Next Review May 2025 B

The Keene Hall, Watchouse Road. Galleywood, Essex CM2 8PT



Adequate and Effective Systems:
a. The Effectiveness of the System of Internal Audit

The Parish Council is required to carry out, at least annually, a review of the effectiveness of its

system of intemal audit. The system of internal audit at Galleywood Parish Council currently
consists of:

1. Appeintment of Internal Auditor,

2. One visit after the end of the financial year when the year-end accounts have been
completed:

3. Ensuring the work covered during the visits is wide-ranging and Includes the proper
treatment of receipts and payments, bank reconciliations; payroll; pefty cash; adherence
to statutory requirements; financial procedures; systems and regulations: insurance:
aesels, nsk management, budget setting and monitering and VAT

4. Receipt of a report from the Intermal Auditor after each visit, stating the areas covered and
the findings and making any necessary recommendations for change;

5. Sending all Members of the Parish Council a copy of the report;

6. Reporting any recommendations to the Finance and Resources Cammittas,

7. Acting upon any decisions made by the Committee in raspact of the recommeandations.

As detailed in the Intarnal Auditor's reports, the work carried out by them in the last twelve months
has included detailed reviews and inspections of

i, Accounting amangements and bank reconciliations:

i, Corporate Governance;

. Review of expenditura:;

iv. Assessment and management of risk:

V. Precapt determination and budgetary control.

b. The Effectivenass of the System of Internal Control
The Parigh Council is required to carry out. at least annually, a review of the effectiveness of ils

system of internal control. The system of internal conirols at Galleywood Parish Council currantly
cansists of:

Appointment of Clerk/Responsible Financial Officer:

Adoption of Code of Conduct for Members and employees:

Standing Orders and Financial Regulations:

Review of internal audit arrangements and reporting:

Safe and efficient arrangements to safeguard public monay:

Regular scrutiny of financial records and proper arrangements for the approval of
expenditurs;

Regular employer returns to HM Revenue and Customs:

Completion of annual vat return and training the Clerk/Responsible Financial in matiers of
VAT and othar taxation issues as necessary;

9. Regular budget menitoring statements:

10.  Procedures for dealing and monitoring the Parish Council's Grants Scheme;

11, Minutes properly numberad and paginated with a master copy kept in safekeaping;

12.  Documented procedures for document receipt, circulation, respanse, handling, and filing;

13, Procedures in place for recording and monitering Members' Interests and Gifts and
Hospitality received.

@ O



STATEMENT OF INTERNAL CONTROL

Scope and Responsibility

Gallaywood Parish Council is responsible for ensuring that its business is conducted in
accordance with the law and proper standards and that public money is safeguarded and
properly accounted for and used economically, efficiently, and effectively.

In discharging this overall responsibility, Galleywood Parish Council is also responsible for
ensuring that there is a sound system of internal control which facilitates the effective
exercise of the Parish Council's functions, and which includes amrangements for the
management of risk.

Purpose of the Systems of Internal Control

The system of internal control is designed to manage risk at a reasonable lavel rather than
to efiminate all risks of failure to achieve policies. aims and objectives: it can therefore anby
provide reasonable and not absolute assurance of effectiveness. The system of intemal
control is based on an on-going process designed to identify and prioritise the rigks to the
achievement of the Parish Council's policies, aime and objectives, to evaluate the likelihood
of those risks being realised and the impact should they be realised and to manage them
affectively and economically,

The Internal Control Environment
The system of internal control is based on a framework consisting of the Code of Conduct,
internal regulations (including but not limited to Financial Regulations) and administrative
procedures. |t is further enhanced by the regular provizion of management and financial
infermation as appropriate to fit the Parish Council's policy of delegation and responsibility.
The system is constantly monitored by members as well as officers within the Parish
Council. In particular, the system incorporates:
« Budgeting systems.
+ Regular reports of service dalivery,
» Preparation and dissemination of regular financial reports comparing actual
expendilure against forecasts.
= Regular review of such reports by officers, and by members in Committee and
Council.

Review of Effectiveness

The authorty has responsibllity for conducting, at least annually, a review of the
effectivenass of the system of intemal contral. The review is informed by the work of:

The Council and its Committeas,

The Clerk/Responsible Financial Officer,

The Internal Auditor.

The External Auditor.

- & ¥ &
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HEELIS&LODGE

Local Council Services * Internal Audit

The following Internal Audit was carried out on the adequacy of systems of control in accordance with the
requirements of the Audit and Accounts Regulations 2015 and the guidance and instruction in the
Practitioners Guide 2023. The following recommendations/comments have been made:

Income: £128,434.25 Expenditure: £133,330.39  Reserves: £135,529.27

AGAR Completion:

Section One:  Yes

Section Two:  Yes — draft figures

Annual Intermal Audit Report 2023/2024: Yes
Certificate of Exermption: No

Proper book-keeping Cash Book, regular reconciliation of books and bank statements. Supporting
vouchers, invoices and receipts

Al were found to be in arder. LGAs137 and VAT payments are tracked and
identifad within the year end accounts.

The cashbook is referenced providing a dlear audit trall.  Supporting paperwonk
& i1 place and well referenced,

Financial regulations Standing Orders and Financial Regulations
Tenders
Appropriate payment controls including acting within the legal framework with
reference to coundl minutes
Identifying VAT payments and reclamation
Cheque books, paying in books and other relevant documents

Standing Orders in place: Yes
Reviewed: 159/10/2023 (Ref: FC-673)
Finandal Requlations in place: Yes
Reviewed: 24/11/2022 (Ref: FR22-234)

VAT reclaimed during the year: Yes  Registered: No

General Power of Competence: Mo

There were no tenders during the year that exceeded the £25.000 Public
Contract Regudations threshald.

Contact details : 1 Hembling Terrace, Mill Lane, Suffolk, IP13 0PP |
Tal: 07732 6B1125
Emaii: heather@heelis.eu

Heather Heelis Dip HE Local Policy FILCM
Lynne Lodge Dip HE Local Policy



Risk Assessment

Committee Terms of Referance were reviewed and approved at the Annua!
Farish Councll meeting held on 16/5/2023 (Ref+ 23-603),

The Councll have a comprehensive suite of policies in place.
The following policies were reviewed and adopted on 15/2/2024 (Ref: AC24-28):

«  CCTV Policy
o  Environmental Policy

o Tree Management Policy
The followiing policies were reviewed and adopted on 18/1/2024 (Ref: FC24-18):

= Vevabious and Persistent Policy
®  Socal Madia Folicy
= Communily Engagemerni Strategy

The following policies were reviewed and adopted on 21/9/2023 (Ref* 23-655):

o  Flaxitle Working Policy
The following policles were reviewed and adopted on 16/5/2023 (Ref- 23-612);

»  Complaints Procedre
Fress and Medla Procedure

Appropriate procedures in place for the activities of the council
Complance with Data Protection regulations

Risk Assessment document in place:  Yes
Data Protection registration: Yes (Ref: 72719006)

Data Protection

The General Data Protection Regulations have changed and the new Regulations
came info force on 25 May 2018, It is lkely that this will affect the way in which
the Councll handles its data. Due to the financial risk associated with the

General Data Protection Reguilations, the Councll have included this in their Risk
Assessment.

Privacy Policy published: ¥es

Insurance was in place for the year of audit and reviewed at the Annual Parish
Counall rmeeling held on 16/5/2027 (Ref: 23-611). The Risk Assessment was
reviewed at @ meeting held on 25/5/2023 (Ref: FR23-273). Internal Controls
Were reviewed on 25/5/2023 (Ref: FR-271.h).

Contact detadls : 1 Hembling Terrace, Mill Lane, Suffalk, TF13 ORP 2

Tel: 07732 681125
Email: heatherfheslis,au

Heather Heelis Dip HE Local Policy FILCM
Lynne Lodge Dip HE Local Palicy



The Council have effective internal financial controfs in place.  The Clerk provides
financial reports to council meetings. Councilfors are provided with information
fo enalie them to make informed derisions,

Bank mandates were reviewed and confirmed st 3 meeting feld on 18/1/2024
(Ref: FC24-712),

Fidelity Cover:  £250,000

mmmmwmmrmmmmmwmmmm
balances plus 50% of the precept.

Transparency Under the Transparency code for smaller authorities, smaller councils with
income/expenditure under £25,000 should publish on their website from 1 April
2015;

Smaller Council: Mo
Website:  www.galleywoodparishcouncil.gov.uk

The Council is not subject to the requirements of the Transparency Code for
smaller Councils, The Transparercy Code for Counails with & furnaver excesaing
£200, 000 is mot covered as part of the Internal Audit.

Uncer The Accounts & Audit Regulations 2015 15 councils must publish on
their websita:

External audit report

L0237 Annual Return, Section One Fuliished — Yes
2023 Annual Refurn, Saction Two Publichad — Yes
2023 Annual Return, Saction Thrae Published - Ves

Unider The Accounts & Audit Regulations councils must publish an their
website:

Notice of peried for the exerdse of public rights
Pubfished — Yes

Period of Exercise of Public Rights
Publish Date: 23/6/2023 Start Date: 26/6/2023 End Date: 7/8/2023

Under the requirements of the Accounts and Audit Regulations 2015
13(2b) council are required to display AGARS for the five years 2018-19, 2019-
20, 2020-21, 2021-22 and 2022-23 on their website,

The Council have met the publication reguirements,

it is noted that there is a broken fink on the 2018-2019 Soction 3 (External
Auditor’s Opiion). It is recommended that this Is corrected,

Contact details @ 1 Hembling Terracs, Mill Lane, Suffolk, P12 0pp 3
Tel: 07732 681125
Email: heatherdiheslis eu
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Budgetary controls
supporting documents

Income controls

Petty Cash

Payroll controls

Contact details @ 1 Hembling Terrace, Mill Lane, Suffalk, [P13 OFP

Verifying the budgetary process with reference to councl minutes and

Precept:  £113,150 (2023-2024) Date: 15/12/2022 (Ref: 22-529)
Precept: E£124,332 {2024-2025) Date: 21/12/2023 (Ref: 23-706)

Effective budgetary procedures are in place. The precept was agread i il
councl and five precept decisfon and amount has been dlearly minuted. The
Clerk ensures the coundl are aware of responsibilities, commitments, forward
planning and the need for adequate reserves. Budget papers are prepared to
ensure counallors have sufficlent information o make informed decisions,
Budigate are monitored during the year.

Precept and other income, Induding credit control mechanisms

Alf were found o be in order. Income controls were checked and @ sample of
income received and Banked cross referenced with the Cach Book and bank
siatemants,

Fees were reviewed at @ meeling held on 16/5/2023 (Ref- RC23-612.8).

Associated books and established system in place

A satisfactory expenses system is in place with supporting paperwork. No Petty
Cash feld,

PAYE and NIC in place where necessary.
Compliance with Inland Revenue procedures
Records relating to contracts of employment

PAYE System in place: Yes
Employer's Reference: 083/CH2022
P60s issued: Yes

The Councl continue o aperate RTI in accordance with HMRC reguiations.,
Payrofl is outsaurcad. Supporting paperwork i in place and PE0s have boon
prodiiced as part of the year end process. Eligible employees have joinad the
monEnated pansion scheme,

It s noted that the Councll undertook a review of salaries at @ meeting beld on
1671172023 (Ref: 23 — 697).

A staff appraisal process 5 in place.

Tel: 07732 681125
Email: haather@heelis,ay
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Asset control

Bank Reconciliation

Year-end procedures

Sole Trustee

Internal Audit
Procedures

Inspection of asset register and checks on existence of assets
Cross chedking on insurance cover

A separate asset register iv in place. Values are recorded at cost value/insurance
value, The fotal valve of assets are recorged at £220,659. The flgure in the
assel register corresponds with the figure in Section 2. Bax 2 of the AGAR, The
asset register was reviewed on 16752023 (Ref: 23-310).

Regularly completed and cash books reconcile with bank statements
All were in order. Bank Reconciiations are carried out roguiarly. The bank

statements reconciled with the end of year accounts and bank reconcifiations for
aif acoounis,

Bank Balances at 31 March were confirmed as:

NatWest Business Resenve XXXNOE64 £98 37513
Barclays Active Saver Joexx6291 £85,000.00
NatiWest Current ood3d6 £ 15414

General Reserves are reasonable for the activities of the Coundil
Earmarked Reserves are identified

The Council have adeguate general reserves (£101,242.62) and have identified
earrmarked reserves of £34,286.65 In their year end accounts.

Appropriate accounting procedures are used and can be followed through from
working papers to final documents

Verifying sample paymeants and income
Checking creditors and debtors where appropriate,

Eind of year acoounts are prepared on a Receipts & Payments basis,
The Coundil has met its responsibilities as a trustee
The Councl 15 maf 3 sole fristos
The 2023 Internal Audit report was considered by the Councll at & meeting held
o 25:5/2023 (Ref: FR2¥-271.8).

A review of the effectiveness of the Internal Audlt was carried out on 25/5/2023
(Ref: FR23-270),

Heelis & Lodge were appointed as Internal Auditor at a meeting held on
141042021 (Ref: FRZ1-143).

Contact details : 1 Hembling Terrace, Mill Lane, Suffolk, IP13 OPP ]

Tal 07732 681125
Email: heatharfhesks ey
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External Audit ??mfamﬁﬁnndﬂ}fﬂmweﬁb&efﬂﬁﬂmnarameemvgmmmtm
held on 15/6/2023 (Ref: 23 - 625).

The External Auditor’s rneport was considered at a meeting held on 28/9/2023
(Ref: FR23-304).

There were no matters arising from the External Audit.

= The Annual Parish Council meeting was held on 16/5/2023, The first item of business was the
Election of Chairman, in accordance with Standing Orders,

# There are no additional comments/recommendations to make in relation to thic audit,

# I would like to record my appreciation to the Clerk to the Coundil for their assistance du ring the
course of the audit work and the quality of documentation presented for the audit,

N

Heather Heelis
Heelis & Lodge
22 April 2024

Contact details : 1 Hermnbling Terrace, Mill Lane, Suffolk, IP13 OPP
Ted: 07732 681175
Email: heather@hesdis.eu
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Section 1 - Annual Governance Statement 2023/24

Wea acknowledge as the members of:

Galleywood Parish Council

o respongibillty for ensuring fhat thare is a sound systam of intaral confral, including amangements for
the preparation of the Accounting Statements, W confirm, 1o the best of our knowledga and befief, with
respect o the Accounting Statements for the year ended 31 March 2024, that

1. Wz haws pol in glace arrangomants tor aflegiveg finaencial Arepaed K Aooanling Sieterments i asearants

manapment dunng e yaar, &%l (or the preparation of ey Wit M Accoanis snd Audi Reguletions,
e mcoounting dbibemends.

L. W maintaingd s adequate systom of il control PRI OICORT afANGamets and acoapdid mesponsiwity
nduding measurRs dasEgned to prevent and desct fraud W fex smivguastiog Ma ubke money and rescurcos in
and comalion and reviewsd 1s affacisrsss = changa

%. Wi 10k ol recsanatie slps 1o S Orselvs s ey chone Rl i bas the iegel power b do and has |
trat thars ane fo matsrs of actust o polanis compiod with Prayv Practioes Jn dodng 50,
ron-compllance wilh laws, reguiations and Progsy o

Fracices (hat could have A significan! mercial efoct
on the andly of s suthonty %o conduct ks
Bukinaes of manage is Ananoes.,

4. Wi prorichad propest opporursty during thi yiear for Hiiing B g gan all gareans idevesiion fa apnadunty o
i szercicn of slacioes’ Fighla B dcoondance with tha w dvapect and sk gowsbora abood s aulionly s seooomis
requirnmerds of the Accourds and Audit Reguaicns

B, W parriod oot an assassmen| ol S rmes Incing s COnsTasT and documenisd $ ancs g othar nekg 1
Aoty and ok Aooirriske Blngs In managa Diees e fmcne ano deal with thavs propenks
ek, imcludng the infreduciion. ol wisoml portrols ardiion
iEmal insWRNE Giner wihens requinog

£, 'W'e manlalees throuchout the yaer s adequms and arrangad for a compalent parsen, icependen! of th financia!
effociva system ol intomal sudt of e ecoewuniing » EOETVS And procedunes, o give @ olieolive W o whather
e and contiol syshEame sl Conils mod e neads of i smaler authodty

7. Wi todk apiropriste achon on aE mahess rased w rerspanded fe mafass baughd fo s sfenfon by i’ ang
n reports fram inlereal ad sxciemal sudi. AN Bl

#, W considorad whalhar any | gator, labittes o Oisciage Guaiinng & showd Rave sbou il hunnass acfly
COTrRll e, svents or IRnsactions, aasiring sthar aunng i pear oluokng @aunis fakimg place affer g per
during or ater tha year-ad, bave a inancds? impact on ¥ ond T redavant

Ihis authrity And, whirs aooenpnate, fase moudad T
I e aecnuntimg stntermanis.

8. |For s coumcis onby] Trust funds including
chartable. i our capacity oe e sole managing
Insfieed wa siEchamed cor aooountabilly
maeponebiilies Tor the funalcaisets, inclading
Enancal reporting and, F recuined. indescencent ¥

anmcalion or u._ﬂ:l:.
‘Flease provida explanations to the extarnal auditor on a saparata sheat for each "Ne' responsa and describe

haw the authority will address the weaknesses identified. These sheats must be published with the Annual
Governance Statement.

s miad el of iz reeponsitttes shon, a8 & Looy
comorate. &5 a sold Sy rustee of o oca!
st or fasra

Thiz &nnuel Govemanca Statement was approved at a Sigread by the Chasr and Clerk of the meefing whera
maaeling of the suthonty on; approval was given:
0B 2024
and facarded as minuts rafarence: Cnar
Clark

wiww_galleywoodparnshcouncil.gov.uk

Annual Governanca and Accountability Raturn 202324 Form 3 Page 4 ol &
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Section 2 - Accounting Statements 2023/24 for

Galleywood Pansh Council

1. Balorces brought Total balances and msenes 5t e baginniag af the vaer

faraand 145,323 140,434 aa recovded in the financie’ recarnds, Vakie must saree i
Bay 7 af provious Jear

£, (+} Precept or Rates and | Tarla! amawnt of preca for far (08s redes and faviag)
Lavias 109,812 113, 150f recarad or recaivable in the yase. Exvcluds ary grants

receied.

3. [+) Total othar recelpis Tals! ircome o recelnls as recorded o [Pa cashbook (Bes

11.767 15,284 the procapt or mtaslavivs recaivad [ine 2), fncuds any
- VENIE PecEed.
4. (-} Staf costs Tidst Gapendilure ar payments meds i amd on Bohal
o] of all empicyess. nclide gross saimies and wanas,
81288 BY.213 empinyors W cantibulions, emplopers peasicn
- contitulions, grelulies and severance pepmenls.

S {-y Loan ménresticapiial Trtal sxpanditing or paymenls of capitsd and inferes!
mnaymenls 0 DN made duning e wear an e silfandy's Aomowings (7 an).

B. [-1Allother paymants Todai experdifure ar paymants as (ecorded in the cash- |

4%,180 46, 126] book fnss sial costs fine 4) ond loan inferesbieeailsl
rapaptents fine 5

T. (=} Balances camed Talsd haigncas and meanes al the and of tha pear Wosd
foorward 140,434 135,529 mqual [1+343) - ptr54a),

8. Tolal vaiue af cash end TM?EI;HW afl curran! Srd depasit bank Acoounts, cash
shart tam Investmants 140,434 135,528 holdings ard short term nvestments hedd as af 37 March -

To agrae with bank reconciliation.

. Tolsl e assals plus The valie of all the cropedy the authovily owns — & is made
long term imeestments 221,631 220,659 up of a¥ #s fed assels and fong lerm imvestments g2 &t
and asssts 31 Mavch

10. Total oomowdngs The owtsandng camfal balarnce as at 37 March of Y loars

ﬂ'l (R treum thiret partias finclucing PWLE].

oAl Cauncds Omly

T1a Diecioaura norbe na Tresd Tusnds
{insiuding chantaibia) w

| 11b, Disclosure note re Trus! uncs
| {inciuding charitabin)

The Counel, as & body companmte, acls 85 sol (ises and
& responsiiia for mansging Trust funds or assefs,

The fgures in ihe pecoimbing dlatemants above
axclume sy Troal renssciiovis.

| cerify thai for ihe year ended 31 March 2024 1he Accouniing
Stataments in this Annual Geverrance and Accountability
Feluim hava bean precared on ailtar 2 racepls and paymants
of insoma and expendiiure basis following tha guidance in
Govarnance and Acceuntabdity far Smaller Ausharities — &
Pracitioners’ Guide to Proper Practices and prasant fairky
the financial position of this suthorisy,

Signed by Responsible Financial Officer before being
prazentad to the autharty fer approval

22Marz024

| sanfirm el thesa Accounling Statements ware
approved by this aulhorily on this date:

04/06/2024

a8 recoried in manube referance:
F24-

Sgried by Chair of fie meeding whera the Accounting
Enatemants wens approwved

Anfual Govemance and Accountability Return 202324 Form 3
Local Councls, Intemal Drainege Baards and ofher Smaller Authomtios®
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Report to Galleywood Parish Council
KWi16.05.2024

Internal Auditor
The Parish Council's current Internal Auditor is Heelis and Lodge. They were

appointed in October 2021, and for a further three years. The cost of their service is
£320.

Other providers can be sourced via Directory of internal Ayditars - Internal Audit Forum

Three companies that cover Essex are:

vale bruindeli@gmail.com — Has no availability as up to capacity at the moment,
Michelle@EBBBAssociaies,co.uk — Has not responded to quote request

iedbrown1 @yahoo.co.uk - Has not responded to quote request

Members are asked to note the previous information provided:

Council has the right to appoint their own Internal Auditor

Councils are required to have an effective Intemal Audit

The Internal Auditor must be independent from the Parish Council

There are no formal qualifications for Parish and Town Council Internal

Auditors

* The Internal Audit is a review of systems and processes of the Council, it is
not the checking of bank reconciliations.

» Itis good practice to review the Internal Auditor every three years

Clerk comments:
The clerk is very happy with the current services being received.

Members are asked to consider resolving an internal auditor for the next three years.



