WEST WITTERING PARISH COUNCIL

To: All Members

You are hereby summoned to attend the following meeting for the transaction of the business
stated in the agenda below.

Meeting: Full Council
Date & Time: Thursday 25" June 2026 at 7pm
Location: The Pavilion, Rookwood Road, West Wittering PO20 8LT

Members of the public and press are welcome to attend this meeting and may speak during the
public adjournment at the discretion of the Chairman and in accordance with Standing Orders.

The law allows the public proceedings of council meetings to be recorded, which includes filming
as well as audio recording. Photography is also permitted, by attending this meeting, you are
consenting to be recorded. As a matter of courtesy, please advise the Clerkif you intend to record
any part of the proceedings.

Celia Frice

Celia Price BA (Hons) Community Governance, FSLCC
Locum Clerk to the Council
19" June 2026

West Wittering Parish Council operates under the General Power of Competence since adopted on 4th June
2026.Minute reference 09/26

AGENDA

032/26 Apologies for Absence
To receive apologies for absence

033/26 Declarations of Interest
To note that existing declarations of interest remain on record, and to receive any
new or amended declarations in accordance with the Localism Act 2011.

034/26 County and District Councillor Reports
Toreceive updates from the County and District Councillors on matters affecting
the Parish.

035/26 Public Session & Questions

Members of the public are reminded that only questions and statements relating
to items on this agenda will be allowed. Public participation shallnot exceed 15



036/26

037/26

038/26

039/26

040/26

041/26

042/26

043/26

044/26

045/26

046/26

047/26

048/26

minutes, and a member of the public shall not speak for more than 3 minutes.
During discussions of sensitive or confidential matters, the public will be
excluded.

Minutes of the Parish Council meeting held on 4" June 2026
To approve the minutes of the Parish Council meeting held on 4" June 2026 as a
true and accurate record of the meeting.

Reports

To receive the following reports and agree recommendations:
i Chair’s report

ii. Action updates

iii. Any other outside Body Representative Reports

Finance
To receive and agree the payment list up to 25" June 2026

Internal Audit Report
To receive the Internal Audit Report and Summary

Governance Working Group
To discuss and establish a working group, agree membership and terms of
reference.

Annual Governance and Accountability Return (AGAR) 2025/26 Section 1
To review and agree section 1 of the AGAR

Annual Governance and Accountability Return (AGAR) 2025/26 Section 2
To review and agree section 2 of the AGAR

Notice of Public Rights
To receive and note the Notice of Public Rights

Banking Arrangements
To review current and agree future banking arrangements

Governance
To review and agree the following policies
i Scheme of Delegation

ii. Training

iii. TOIL

iv. Absence and Leave
Staffing

i To discuss Locum Clerk hours
ii. To note summer staffing arrangements

Governance Working Group
To discuss and establish a working group, agree membership and terms of

reference.

Items for information or future agenda items
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049/26 Date of Next Meeting
The date of the next Parish Council meeting is Thursday 23™ July 2026

Copies of agendas and supporting papers will be posted on the council’s website and noticeboards or can be
requested in advance by emailing info@westwitteringparishcouncil.gov.uk
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Mrs C Price

West Wittering Parish Council
Rookwood Road

West Wittering

Chichester

West Sussex

PO20 8LT

18 June 2026

Dear Celia

Re: West Wittering Parish Council
Internal Audit Report for Financial Year Ended 31 March 2026

Executive summary

Following completion of our internal audit on 18 June 2026, we are pleased to enclose our report for your

review and presentation to the council. The audit was conducted in accordance with current professional
standards and guidelines, employing a risk-based approach to our testing. While not all transaction were

examined, our sample testing, where appropriate, covered the financial year to date.

The structure of this report aligns with the assertions set out in the Annual Internal Auditor Report section of the
published Annual Governance and Accountability Return (AGAR). Each section begins with a summary of the
assertion being assessed, followed by details of the testing undertaken, which was guided by the audit plan
previously shared with the council. A copy of the audit plan is available upon request. The report concludes
with our opinion on whether each assertion has been met as of the date of the audit. Any recommendations
for action are highlighted in bold and summarised in the table at the end of the report.

Our testing did identify weaknesses in internal controls and examples of the council failing to follow its
owhn adopted processes and procedures.

In some instances, work has begun in 2026/27 to improve these controls, but this report covers the
financial year ending on 31 March 2026 and the comments relate to that period.

The systems and procedures currently in place need review and updating and then rely on the collective
efforts of all councillors and officers to ensure that they are followed. This report includes
recommendations forimprovement which are intended to support the continued development of the
council towards a well-managed and robust governance framework.

| have completed the Annual Internal Audit Report page of the AGAR and provided this to the council for onward
submission to the External Auditor.

Company Number 15566682. Company Directors: Mark L Mulberry BA (Hons) FCCA CTA, Nicky Mulberry, Andy Beams CiLCA, Anna Beams CiLCA
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Regulation

The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to conduct a review
of the effectiveness of the system of internal control and prepare an annual governance statement in
accordance with proper practices in relation to accounts. In addition to this, a smaller authority is required by
Regulation 5(1) of the Accounts and Audit Regulations 2015 to “undertake an effective internal audit to
evaluate the effectiveness of its risk management, control and governance processes, taking into account
public sector internal auditing standards or guidance.”

Internal auditing is an independent, objective assurance activity designed to improve an organisation’s
operations. It helps an organisation accomplish its objectives by bringing a systematic, disciplined approach to
evaluate and improve the effectiveness of risk management, control and governance processes.

The primary purpose of internal audit is to assess and report to the authority on the effectiveness of its financial
systems and other internal controls, including the operational procedures that support its activities.

The internal audit function involves testing and evaluating whether the authority’s internal control framework is
both adequate and functioning effectively. Internal audit reports should be made available to all Members,
providing a basis for informed decision making when considering the authority’s approval of the Annual
Governance Statement.

Independence and competence
Your audit was conducted by Andy Beams of Mulberry Local Authority Services Ltd, who has over 36 years’
experience in the financial sector with the last 16 years specialising in local government.

Your auditor is independent from the management of the financial controls and procedures of the council and
has no conflicts of interest with the audit client, nor do they provide any management or financial assistance to
the client.

Engagement Letter and inherent risk assessment

An engagement letter was previously issued to the council covering the 2025/26 internal audit assignment,
which includes the scope and plan of works and fee structure. Copies of this document are available on
request from anna@mulberrylas.co.uk

In summary, our work will address each of the internal control objectives as stated on the Annual Internal Audit
Report of the AGAR.

Itis our opinion that the inherent risk of error or misstatement within the council’s financial systems is low. The
internal control environment is considered reliable, and as such, substantive testing of individual transactions
is not deemed necessary at this stage.

Audit testing will therefore consist of walk-through testing on a selection of sample data, covering the period

under review within the current council year. This approach is designed to confirm that key controls
are operating effectively throughout the financial period.
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INTRODUCTION

This Is the first internal audit conducted by Mulberry Local Authority Services, having recently been appointed
by the council.

The audit was conducted on site with the Locum Clerk, who also acts as the council’s Responsible Financial
Officer (RFO). The Locum Clerk was appointed in May 2026 and has already identified some of the areas for
developmentincluded in my report below.

The information advised in advance of the visit had been prepared and made available, and the Chair of the
Council was present for part of the governance review, along with the bookkeeper for a review of the financial
figures for inclusion on the Accounting Statements.

Other information was reviewed through discussion with the Locum Clerk, Chair and bookkeeper and a review
of the council website www.westwitteringparishcouncil.gov.uk

A. BOOKS OF ACCOUNT
Internal audit requirement
Appropriate accounting records have been kept properly during the year.

Audit findings
The council uses an external provider for maintaining the accounting records, and he uses Excel spreadsheets
for compiling this information.

The spreadsheets include a record of income and expenditure items against budget codes, a monthly bank
reconciliation, a budget summary and details of debtors and creditors.

I note the council is moving to the Scribe accounting package for 2026/27, which is an accounting package
widely used in the local government sector.

The council submits its VAT return on a six-monthly basis with the information recorded by the bookkeeper and
provided to the council to complete the VAT submission.

As detailed elsewhere in this report, the council’s accounting records include balances for trusts, which is not
in accordance with the SAPPP Practitioner’s Guide. This matter was raised by the External Auditor in 2024/25,
yet no corrective action has taken place.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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B. FINANCE REGULATIONS, GOVERNANCE AND PAYMENTS
Internal audit requirement
This authority complied with its Finance Regulations, payments were supported by invoices, all expenditure
was approved, and VAT was appropriately accounted for.

Audit findings

Confirm by sample testing that councillors sign statutory office forms

| confirmed by sample testing that councillors sign “Acceptance of Office” forms together with a formal
acceptance to receive information by electronic means in the form “As per Schedule 12 of the Local
Government Act 1972, | consent to the receipt of all council meeting papers by electronic methods. |
understand | may withdraw this consent at any time”

The council website includes a councillor page, but the Register of Members Interest Forms are not
published, and there is no link to the District Council website either.

I remind the council that the Localism Act 2011 (7) states ‘A parish council must, if it has a website,
secure that its register is published on its website’ and these should be added as soon as possible.

Confirm that the council meets regularly throughout the year
The council meets regularly during the year, with details of future meeting dates and historic agendas and
minutes for meetings published on the council website.

Check that agendas for meetings are published giving 3 clear days’ notice

| was able to confirm that at least 3 clear days’ notice is given on agendas. Whilst we have not tested every
single committee and council meeting there was no evidence of non-compliance in giving three clear days’
notice of the meeting.

I remind councilit is required to also post any supporting documentation with the agendas as outlined by
the Information Commissioner’s Office (page 3 of this link) www.ico.org.uk/minutesandagendas and note
that since the Locum Clerk was appointed, this is now being done.

Check the draft minutes of the last meeting(s) are on the council’s website
Minutes are uploaded to the council website, although the design of the website makes locating some older
minutes challenging.

Confirm that the Parish Council’s Standing Orders have been reviewed within the last 12 months
The Standing Orders are based on the current NALC model and were most recently reviewed and adopted by
council on 9 May 2025 (minute ref 55/25).

Confirm that the Parish Council has adopted and recently reviewed Financial Regulations

The published Financial Regulations are based on an older version of the NALC model and were last reviewed
and adopted by council on 9 May 2025 (minute ref 55/25). The regulations contain provisions for the approval of
spending, setting of budgets, reconciliation of the bank and reporting to council.

The Locum Clerk confirmed that the Financial Regulations have now been updated using the current NALC
model and personalised for the council.
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Check that the council’s Financial Regulations are being routinely followed

Authorisation

The council’s adopted Financial Regulations include thresholds at which authorisations to spend must be
obtained as below:

FR4.1 Expenditure on revenue items may be authorised up to the amounts included for that class of
expenditure in the approved budget. This authority is to be determined by:

ethe council for all items over [£5,000];
e a duly delegated committee of the council for items over [£500]; or

ethe Clerk, in conjunction with Chairman of Council or Chairman of the appropriate
committee, for any items below [£500].

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the
Clerk, and where necessary also by the appropriate Chairman.

Contracts may not be disaggregated to avoid controls imposed by these regulations.

FR4.5 In cases of extreme risk to the delivery of council services, the clerk may authorise revenue
expenditure on behalf of the council which in the clerk’s judgement it is necessary to carry out.
Such expenditure includes repair, replacement or other work, whether or not there is any
budgetary provision for the expenditure, subject to a limit of [£500]. The Clerk shall report such
action to the chairman as soon as possible and to the council as soon as practicable thereafter.

The adopted Financial Regulations still contain the square brackets from the NALC template,
suggesting that they had not been personalised for the council, although | note that the version drafted
by the Locum Clerk has been correctly updated.

I have been informed that regular breaches of the Financial Regulations occurred during the year under
review, and that individual councillors are authorising expenditure without approval from council.

I remind the council that no individual councillor has any authority to seek quotes, appoint contractors
or agree expenditure and that all council expenditure must follow the council’s Financial Regulations
covering procurement, authorisation and payment.

Payment
The council’s Financial Regulations include a section covering the making of payments via online banking and

state:

FR5.2 The RFO shall prepare a schedule of payments requiring authorisation, forming part of the
Agenda for the Meeting and, together with the relevant invoices, present the schedule to council
[or finance committee]. The council / committee shall review the schedule for compliance and,
having satisfied itself shall authorise payment by a resolution of the council [or finance
committee]. The approved schedule shall be ruled off and initialled by the Chairman of the
Meeting. A detailed list of all payments shall be disclosed within or as an attachment to the
minutes of the meeting at which payment was authorised. Personal payments (including
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salaries, wages, expenses and any payment made in relation to the termination of a contract of
employment) may be summarised to remove public access to any personal information.

FR6.9 If thought appropriate by the council, payment for certain items may be made by BACS or
CHAPS methods provided that the instructions for each payment are signed, or otherwise
evidenced, by two authorised bank signatories, are retained and any payments are reported to
council as made. The approval of the use of BACS or CHAPS shall be renewed by resolution of
the council at least every two years.

While the minutes indicate that payment lists are approved by council, and there is evidence that these
are appended to the minutes, the Chair of Council confirmed that invoices are not presented, and the
schedule is not signed as required by the council’s adopted Financial Regulations.

The council must ensure that the newly updated Financial Regulations are understood by all councillors
and followed.

Confirm the council has adopted the General Power of Competence (GPC) and met the eligibility criteria at the
time of adoption, or if GPC not adopted, confirm all section 137 expenditure meets the guidelines and does not
exceed the annual per elector limit of £11.10 per elector

The council has expenditure for the financial year within the section 137 allowable threshold.

Confirm that checks of the accounts are made by a councillor
The system noted above confirms that detailed internal review by councillors does not take place and |
am not satisfied that council properly approves expenditure.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

C. RISK MANAGEMENT AND INSURANCE
Internal audit requirement
This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of
arrangements to manage these.

Audit findings
The council’s adopted Financial Regulations include a section covering Risk Management and include:

FR17.1 The councilis responsible for putting in place arrangements for the management of risk. The
Clerk [with the RFO] shall prepare, for approval by the council, risk management policy
statements in respect of all activities of the council. Risk policy statements and consequential
risk management arrangements shall be reviewed by the council at least annually.

The council had a risk register in place for the year, which was approved by the council on 9 May 2025 (minute
ref 55/25). However, the only risk register document available for review for the 2025/26 financial year is a
generic version, clearly extracted from another council’s website as it refers to a different Borough Council in
terms of receiving the precept.
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The council needs to adopt a personalised and relevant risk assessment, ideally including a risk matrix,
and then ensure that the relevant risk management practices are putin place.

| confirmed that the council has a valid insurance policy in place with Zurich which covers the year under
review.

The insurance policy includes Public Liability cover of £15 million, Employers Liability cover of £10 million and
a Fidelity Guarantee level of £250,000 which is sufficient for a council of this size, although the councilis
advised to keep this figure under review to ensure it covers the maximum balance held.

We discussed assertion 8 on the Annual Governance Statement and whether this had any impact on the
council.

“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.”

The Locum Clerk confirmed that they were not aware of any event having a financial impact that was not
included in the accounting statements.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

D. BUDGET, PRECEPT AND RESERVES
Internal audit requirement
The precept or rates requirement resulted from an adequate budgetary process; progress against the budget
was regularly monitored; and reserves were appropriate.

Audit findings

Budget

The bookkeeper maintains the accounting records and provides information to the council for review at
meetings. There is evidence within the minutes of meetings that councillors regularly receive budget
reports, but no indication that any scrutiny is applied or any discussions taking place over any budget
variances.

Through discussion with the Locum Clerk and Chair of Council, concerns have been raised over the

adequacy of the budget setting process, and | remind all councillors that they have equal responsibility
for setting the budget and accounting for the spending of the public’s money.
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Precept
The council set a precept of £168,595 for 2025/26. With a tax base of 2,194.6, this equates to a band D
equivalent of £76.82 (compared to the average in England of £92.92).

| was able to confirm that the precept amount recorded in the accounts is correct, and equals the amount
recorded in box 2 of the Accounting Statements.

The minutes confirmed that the 2026/27 budget and precept were approved by the council at the meeting held
on 15 January 2026 (minute ref 145/26).

Reserves
The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on the
appropriate level of general reserves that councils should retain as below:

5.33 The general reserve of an authority comprises its cash flow and contingency funds to cover unexpected
inflation, unforeseen events and unusual circumstances.

5.34 The generally accepted recommendation with regard to the appropriate minimum level of a smaller
authority’s general reserve is that this should be maintained at between three and twelve months of net
revenue expenditure.

5.35 The reason for the wide range is to cater for the large variation in activity level between individual
authorities. The smaller the authority, the closer the figure may be to 12 months expenditure, the larger the
authority, the nearer to 3 months. In practice, any authority with income and expenditure in excess of £200,000
should plan towards 3 months equivalent general reserve.

5.36 Inallof this it is important that each authority adopt, as a general reserve policy, the level appropriate to
their size, situation, risks and plan their budget so as to ensure that the adopted level is maintained.
Consideration of the minimum level of reserves requires not only consideration of level of income and
expenditure but also the risks to that income.

5.37 Authorities with significant self-generated income (other than the precept or levy) should take into
account situations that may lead to a loss in revenue as well as increased costs and adapt their general reserve
accordingly.

At the year-end, the council held circa £299,776 in reserves. These were presented as being split between

categories as below:

e Earmarked EMR £232,778
e General Reserves £66,998

I checked the purpose of these earmarked reserves and discovered that included within the general
reserve balance is a capital receipt of £47,500 which must be reported as an earmarked reserve, as the

use of the funds is restricted.

The true position in terms of year-end reserves is therefore as below:

e Capital Receipts EMR £47,500
e FEarmarked EMR £232,778
e General Reserves £19,498
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The general reserve balance is lower the recommended range as detailed in the Practitioner’s Guide and
the council should keep this level under careful review.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

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

Audit findings
Apart from the precept, the council receives income from a range of sources.

From a review of the accounting records, income appears to be recorded with sufficient narrative detail to
identify the source and allocated to the most appropriate budget code. Through discussion with the
bookkeeper, there was a lack of cohesion between the issuing of invoices and the receipting of payments
during the year, which should now be resolved with the move to Scribe for 2026/27.

FR 9.3 states ‘The council will review all fees and charges at least annually, following a report of the Clerk.’
I discussed with the Locum Clerk the allotment fees and was informed that the agreement includes an
annual RPl increase, although this does not appear to have been consistently applied, and the council’s

records are not clear on which allotment tenants may not have been invoiced yet.

The Locum Clerk reported that a cash sum had been found in the office, which apparently relates to a key
deposit, but there appears to be no record of who the deposit belongs to.

The councilis reminded that any cash sums received must be properly recorded, a receipt provided and
promptly banked.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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F. CASH
Internal audit requirement
Cash payments were properly supported by receipts; all cash expenditure was approved and VAT appropriately
accounted for.

CONCLUSION
The council has no cash expenditure and the testing for this internal control objective is not applicable.

G. PAYROLL
Internal audit requirement
Salaries to employees and allowances to members were paid in accordance with the authority’s approvals,
and PAYE and NI requirements were properly applied.

Audit findings

The council had two employees on the payroll during the year under review. Both staff members have a
contract of employment, although one of these remains unsigned and this must be addressed. The councilis
a member of the Local Government Pension Scheme (LGPS).

Payrollis processed is outsourced to a third party, who complete all the PAYE calculations and provides the
information to the council. The bookkeeper was able to provide copies of the payroll summaries, and the
payroll deductions appear correct.

I note that during the year, pension contributions went unpaid for a three-month period, and the council
must ensure that all HMRC and pension liabilities are accurately calculated and paid promptly.

| reviewed the figure included in box 4 (staff costs) on the Accounting Statements and was able to confirm
from the accounting software that in accordance with the guidance contained in the Smaller Authorities
Proper Practices Panel (SAPPP) Practitioner’s guide this includes only salary payments, HMRC payments and
pension contributions.

I note the Locum Clerk provides an invoice to the council for agreed work, and that these amounts will be
correctly recorded in box 6 (rather than box 4) of the 2026/27 AGAR.

There are no councillor allowances, although the Locum Clerk is aware that if paid to eligible (elected)
members, these must be processed through payroll and assessed for tax and national insurance.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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H. ASSETS AND INVESTMENTS
Internal audit requirement
Asset and investments registers were complete and accurate and properly maintained.

Audit findings
The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on
assets and asset registers as below:

5.58 The asset register should contain in its most simple form the date of acquisition, cost of acquisition,
useful life estimate and location along with value held for investments; however, it is desirable for the register
to contain other such supplementary information to enable the user to better understand the nature and
scope of the use of the fixed asset. It is therefore recommended to show insurance value, replacement value,
custodian, date last physically vouched.

5.59 Each authority may choose an appropriate minimum value for deciding between fixed assets and
general consumables. The limit chosen will relate to expected useful life, whether the item would be included
on an insurance claim and whether it is included in the risk assessment of the authority in any way. This
minimum level is to be minuted and reviewed at least annually. The rationale and methodology should be
recorded in the minutes.

5.60 One item or group of similar items shall be regarded for inclusion in the fixed asset register.
5.61 Assets should be first recorded in the asset register at their actual purchase cost.

5.62 Assets that are either under construction or have not been brought into use should be included on the
asset register only once complete and they benefit the community.

5.63 Obsolete assets that are no longer in use or are awaiting disposal should be clearly recorded as such.

5.64 Where an authority receives an asset as a gift at zero cost, for example by community asset transfer, it
should be included with a nominal one-pound (£1) value as a proxy for the zero cost.

5.65 Assets that do not have a functional purpose or any intrinsic resale value (for example, a village pond or
war memorial) are often referred to as ‘community assets’. Authorities should record community assets in the
asset register in the same way as gifted assets.

5.66 The particular method of asset valuation is not specified in proper practices so authorities may use any
reasonable approach to be applied consistently from year to year. The method of asset valuation adopted
should be set outin a policy approved by the authority and recorded in the authority’s minutes and in the
asset register.

5.67 Forauthorities covered by this guide, the most appropriate and commonly used method of fixed asset
valuation for first registration on the asset register is at acquisition cost. This means that the recorded value of

the asset will not change from year to year, unless it is materially enhanced.

5.68 Commercial concepts of depreciation, impairment adjustments, and revaluation are not required nor
appropriate for this method of asset valuation.
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5.69 The total value of an authority’s assets recorded on the asset register as at 31 March each year is
reported at Line 9 on the authority’s AGAR. Authorities should be able to track and explain fully any changes in
the asset register from year to year.

The council has a simple fixed asset register in place, which includes a description of each asset, its location,
valuation and basis for the valuation figure.

The register is updated annually with any additions and/or deletions, and assets identified as belonging to the
two trusts (see section P of this report) have been correctly removed over the years.

| confirmed the asset register total matches that included in box 9 (total fixed assets plus long term
investments and assets) on the Accounting Statements and was able to trace the changes to the previous
year’s total against the asset register.

The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on
investments, and defines a long-term investment as below:

1.11 Arrangements need to be in place to ensure that the authority’s funds are managed properly and that
any amounts surplus to requirements is invested appropriately, in accordance with an approved strategy
which needs to have regard to the government’s Statutory Guidance on Local Government Investments. If
total investments are to exceed the threshold specified in the statutory guidance at any time during a financial
year, the authority needs to produce and approve an annual Investment Strategy in accordance with the
guidance.

2.23 Short-term investments, which mainly include deposit and savings accounts typically provided by
banks, are those that display the following characteristics:
a. are denominated in pounds Sterling;
b. be realisable at full value on demand or have a maturity end date of not more than 12 months;
c. the whole of the original sum invested can, from the time that the investment is made, be accessed
for use by the authority without any reduction; and
d. the authority has assessed the counterparty and is satisfied that the original sum invested is not
subject to unreasonable risk.

2.26 Along-term investment arises where the authority invests money in anything other than a short-term
investment.

The council has bank balances exceeding £100,000. | recommend the council adopts an Investment
Strategy to support its future decision making on placement of funds in accordance with the statutory

guide.

The council had borrowing through the Public Works Loan Board (PWLB) during the year although this has
been fully repaid and | was able to confirm this.
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CONCLUSION
| am satisfied this control objective has been met.

. BANKAND CASH

Internal audit requirement
Periodic bank account reconciliations were properly carried out during the year.

Audit findings

Financial Regulation 2.2 states ‘On a regular basis, at least once in each quarter, and at each financial year
end, a member other than the Chairman [or a cheque signatory] shall be appointed to verify bank
reconciliations (for all accounts) produced by the RFO. The member shall sign the reconciliations and the
original bank statements (or similar document) as evidence of verification. This activity shall on conclusion be
reported, including any exceptions, to and noted by the council [Finance Committee].’

| was able to confirm the balances on 31 March 2026 to the bank statements and found no errors. | was able to
confirm the total bank balances to the figure included in the Accountings Statements on the AGAR.

There is no evidence that the bank reconciliations have been verified in accordance with Financial
Regulations, and the council must put in place a system to ensure that this essential internal control
mechanism takes place.

As the council’s annual budget is below the €500,000 (£430,950 as of 3 July comparative date) threshold, itis
protected by the Financial Services Compensation Scheme (FSCS).

The council holds two accounts with Barclays Bank, with year-end balances exceeding the £120,000
protection limit per financial institution, and the council should consider opening an account with an
alternate provider to maximise the protection available to it.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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J. YEAR END ACCOUNTS
Internal audit requirement
Accounting statements prepared during the year were prepared on the correct accounting basis (receipts and
payments orincome and expenditure), supported by an adequate audit trail from underlying records and,
where appropriate, debtors and creditors were properly recorded.

Audit findings
The council is reminded that at its meeting to sign the Annual Governance and Accountability Return (AGAR),
it should complete the steps in the following order:

e Review and consider the Annual Internal Audit Report
e Complete Section 1 - Annual Governance Statement
e Complete Section 2 - Accounting Statements

Section 1 - Annual Governance Statement

Based on the internal audit findings, | recommend using the table below as the basis for that discussion.

Annual Governance Statement

‘Yes’, means that this
authority

Suggested response
based on evidence

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

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

NO - accounts did not
follow latest Accounts
and Audit Regulations
and practitioners
guide
recommendations.

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

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

NO - while there is
regular reporting of
financial summaries,
there is no evidence of
proper scrutiny of
these.

We have assured 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.

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

NO -there are
examples of
councillors acting
independently and
without authority.

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

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

YES - the
requirements and
timescales for
2024/25 year-end
were followed.

We carried out an assessment of
the risks facing this authority and
took appropriate steps to manage
those risks, including the

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

properly.

NO -the council does
not have an
appropriate risk
management scheme
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introduction of internal controls
and/or external insurance cover
where required.

6 We maintained throughout the arranged for a competent YES - the council has
year an adequate and effective person, independent of the appointed an
system of internal audit of the financial controls and independent and
accounting records and control procedures, to give an competent internal
systems. objective view on whether auditor.

internal controls meet the
needs of this smaller
authority.

7 We took appropriate action on all responded to matters brought NO - matters raised in
matters raised in reports from to its attention by internal and external audit reports
internal and external audit. external audit. have not been

addressed.

8 We considered whether any disclosed everything it should YES - no matters were
litigation, liabilities or have about its business raised during the
commitments, events or activity during the year internal audit visits.
transactions, occurring either including events taking place
during or after the year-end, have after the year end if relevant.

a financial impact on this
authority and. Where appropriate,
have included them in the
accounting statements.

9 Trust funds including charitable - has met all its responsibilities NO - the council has
In our capacity as the sole where, as a body corporate, it not met its
managing trustee we discharged is a sole managing trustee of a responsibilities as a
our accountability responsibilities local trust or trusts. trustee
for the fund(s)/asset(s), including
financial reporting and, if
required, independent
examination or audit.

10 We have put in place has made suitable NO -the council has

arrangements for effective IT and
data management in accordance
with proper practices during the
year under review.

arrangements for its IT and
data management and has
complied with proper
practices in doing so

not met the
requirements of
Governance Assertion
10
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accounting
statements above
exclude any trust
transactions

AGAR box number 2024/25 2025/26 Internal Auditor notes
1 Balances brought 67,573 79,781 Agrees to 2024/25 carry forward (box 7)
forward
2 Precept or rates and 135,038 168,595 Figure confirmed to central precept
levies record
3 Total other receipts 16,207 236,137 Agrees to underlying accounting records
4 Staff costs 42,052 51,607 Agrees to underlying accounting records.
Includes only expenditure allowed as
staff costs (see section G)
5 Loan interest/capital 3,173 3,173 Agrees to PWLB remittance advices
repayments
6 All other payments 90,812 129,957 Agrees to underlying accounting records
7 Balances carried 79,781 299,776 Casts correctly and agrees to balance
forward sheet
8 Total value of cash 97,281 353,708 Agrees to bank reconciliation for all
and short- term accounts
investments
9 Total fixed assets 609,690 614,974 Matches asset register total and changes
plus long- term from previous year have been traced
investments and
assets
10 Total borrowings 3,058 0 Agrees to PWLB statement - loan repaid
in full
11 Do the figures in the No No No -trust transactions are included in

the stated figures

Audit findings
The year-end accounts have been correctly prepared on an income and expenditure basis with the box 7 and

8 reconciliation completed. This shows year-end debtors of £10,245 and year-end creditors of £64,177, with a
full breakdown of the individual debtors and creditors provided.

The AGAR correctly casts and cross casts and last year’s comparatives match the figures submitted for
2024/25 and published on the council website.

The bank balances reported in box 8 include trust funds, and these are recorded as creditors within the
council’s accounting records. Section 1.45 of the SAPPP Practitioner’s Guide states ‘the financial
transactions of the trust do not form part of the authority’s accounts and are therefore not included in
the figures reported on Section 2 of its Annual Governance and Accountability Return.’
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The council has therefore not met the requirements of this internal control objective.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

K. LIMITED ASSURANCE REVIEW
Internal audit requirement
IF the authority certified itself as exempt from a limited assurance review in the previous year, it met the
exemption criteria and correctly declared itself exempt.

CONCLUSION
The council did not certify itself exempt from a limited assurance review in the previous year and the testing for
this internal control objective is not applicable.

L: PUBLICATION OF INFORMATION
Internal audit requirement

The authority publishes information on a free to access website/webpage, up to date at the time of the internal
audit in accordance with relevant legislation

Audit findings
All councils are required to follow The Accounts and Audit Regulations which include the following
requirements:

13(1) An authority must publish (which must include publication on that authority’s website)
(a) the Statement of Accounts together with any certificate or opinion entered by the local
auditor in accordance with section 20(2) of the Act; and
(b) the Annual Governance Statement approved in accordance with regulation 6(3)

13(2) Where documents are published under paragraph (1), the authority must
(a) keep copies of those documents for purchase by any person on payment of a reasonable
sum; and
(b) ensure that those documents remain available for public access for a period of not less
than five years beginning with the date on which those documents were first published in
accordance with that paragraph.
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| was unable to confirm that pages 4 (Annual Governance Statement), 5 (Accounting Statements) and 6
(External Auditor’s Report and Certificate) of the AGARs are available for review on the council website
for the previous five financial years, with the External Auditors Report for 2024/25 missing, and the
council has therefore not met the requirements of this internal control objective.

Confirm that the council is compliant with the relevant transparency code

For councils with a turnover over £25,000, it is recommended best practice to follow the Local Government
Transparency Code 2015, but not a statutory requirement and therefore not subject to verification during the
internal audit.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

M: EXERCISE OF PUBLIC RIGHTS - INSPECTION OF ACCOUNTS

Internal audit requirement
The authority, during the previous year, correctly provided for the exercise of public rights as required by the
Accounts and Audit Regulations.

Audit findings

Inspection - key dates 2024/25 Actual 2025/26 Proposed
Date AGAR signed by council 5June 2025 25 June 20206
Date inspection notice issued 9 June 2025 26 June 2026
Inspection period begins 10 June 2025 29 June 2026
Inspection period ends 21 July 2025 7 August 2026
Correct length (30 working Yes Yes

days)

Common period included (first Yes Yes

10 working days of July)

| am satisfied the requirements of this control objective were met for 2024/25, and assertion 4 on the
Annual Governance Statement can therefore be signed yes by the council.

| reviewed the proposed dates for the Exercise of Public Rights for the 2025/26 AGAR and confirm that
these are in accordance with the requirements of the Accounts and Audit Regulations.

CONCLUSION
| am satisfied this control objective has been met.
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N: PUBLICATION REQUIREMENTS
Internal audit requirement
The authority complied with the publication requirements for the prior year AGAR.

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on the
authority website / webpage.

Before 1 July 2025 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 2024/25, approved and signed, page 4

e Section 2 - Accounting Statements 2024/25, approved and signed, page 5

Not later than 30 September 2025 authorities must publish:

eNotice of conclusion of audit

eSection 3 - External Auditor Report and Certificate

eSections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.

Itis 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.

Audit findings
| was able to confirm that the Notice of the Period of Public Rights and Section 1 (Annual Governance
Statement) and Section 2 (Accounting Statement) were published on the council’s website before 1 July 2025.

The External Auditor’s Report for 2024/25 was not qualified, although under other matters the External Auditor
commented ‘We note that the council has included transactions within boxes 1-6 on its AGAR in relation to the
two charities that it acts as sole trustee for Snow Hill and Sports Field. Whilst this is incorrect treatment as
these transactions should be excluded, the council have correctly responded no to Assertion 9 of Section 1 and
box 11b of Section 2. We note that the council should have separate bank accounts for these charities
imminently and therefore we don’t feel this should be an issue moving forwards.’

The Notice of Conclusion of Audit was published on the council website before the 30 September 2025,
but the External Auditor’s report has not been published and must be added as soon as possible.

There is no evidence of the External Audit Report being presented to the council.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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O. DIGITAL AND DATA COMPLIANCE
Internal audit requirement
The authority has complied with laws, regulations and proper practices relating to digital and data compliance.

Audit findings

The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s Guide (March 2025) contains guidance
on the new Governance Assertion included on the 2025/26 AGAR which relates to this internal control
objective.

| was able to confirm that the council website contains a Privacy Notice, but there is no evidence of a
Website Accessibility Statement being published on the council website and this must be added as
soon as possible.

The council has not adopted an IT Policy by 31 March 2026 as required by Governance Assertion 10 and
has therefore failed to meet the requirements of this internal control objective. An IT Policy must be
adopted and published on the council website as soon as possible.

I recommend the council ensures that a data audit is completed during 2026/27 to comply with GDPR
regulations. This may be an audit test within Governance Assertion 10 in future years.

CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.

P. TRUSTEESHIP
Internal audit requirement
Trust funds (including charitable) — The council met its responsibilities as a trustee.

Audit findings

The council is the trustee of Sports Field (charity number 305441) and Snow Hill (charity number). | reviewed
the information available on the Charity Commission website and was able to confirm that all reporting is now
up to date, having previously been late in completion, and that the council is correctly listed as the sole
trustee.

However, despite the council’s assurances to the External Auditor in 2024/25, the charity funds are still
held in the council’s bank accounts, and the council has therefore not met the requirements of this
internal audit objective.

The council must ensure that the trust funds are separated from the council’s funds, ensure proper

accounting records are maintained for each trust, and that trust meetings are held separate to council
meetings.
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CONCLUSION
| am not satisfied this control object has been met. Please see the comments above and our recommended
course of action in the table at the end of this report.
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Achievement of control assertions at final internal audit date

Based on the tests conducted during the interim audit, our conclusions on the achievement of the internal
control objectives to date are summarised in the table below.

INTERNAL CONTROL OBJECTIVE YES NO NOT
COVERED
A | Appropriate accounting records have been properly kept throughout v
the financial year
B | This authority complied with its Finance Regulations, payments were v

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

C | This authority assesses the significant risks to achieving its objectives v
and reviewed the adequacy of arrangements to manage these
D | The precept or rates requirement resulted from an adequate budgetary v

process; progress against the budget was regularly monitored; and
reserves were appropriate.

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

F | Cash payments were properly supported by receipts, all cash expenditure v
was approved, and VAT appropriately accounted for

G | Salaries to employees and allowances to members were paid in v

accordance with the authority’s approvals, and PAYE and NI
requirements were properly applied.

H | Asset and investments registers were complete and accurate and properly v
maintained.

| | Periodic bank account reconciliations were properly carried out during v
the year.

J | Accounting statements prepared during the year were prepared on the v

correct accounting basis (receipts and payments orincome and
expenditure), supported by an adequate audit trail from underlying
records and, where appropriate, debtors and creditors were properly

recorded.

K | If the authority certified itself as exempt from a limited assurance review in
the previous year, it met the exemption criteria and correctly declared itself v
exempt.

L | The authority publishes information on a free to access v

website/webpage up to date at the time of the internal audit in
accordance with the relevant legislation.

M | The authority, during the previous year correctly provided for the period for
the exercise of public rights as required by the Accounts and Audit v
Regulations.
N | The authority complied with the publication requirements for prior year v
AGAR.
O | The authority has complied with laws, regulations and proper practices v
relating to digital and data compliance.
P | Trust funds (including charitable) - The council met its responsibilities v
as a trustee.
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Should you have any queries please contact me directly on andy@mulberrylas.co.uk

Yours sincerely
i/f“:v’;‘ 7!‘ A ‘,/‘

Andy Beams

Director, Mulberry Local Authority Services Ltd

Internal Audit - Summary of recommendations

I remind the council that the Localism Act
2011 (7) states ‘A parish council must, if it
has a website, secure that its register is
published on its website’ and these should
be added as soon as possible.

I remind councilitis required to also post
any supporting documentation with the
agendas as outlined by the Information
Commissioner’s Office.

The adopted Financial Regulations still
contain the square brackets from the NALC
template, suggesting that they had not
been personalised for the council, although
I note that the version drafted by the Locum
Clerk has been correctly updated.

| have been informed that regular breaches
of the Financial Regulations occurred
during the year under review, and that
individual councillors are authorising
expenditure without approval from council.

| remind the council that no individual
councillor has any authority to seek
quotes, appoint contractors or agree
expenditure and that all council
expenditure must follow the council’s
Financial Regulations covering
procurement, authorisation and payment.

Audit Point Internal Audit Findings Council comments
B. FINANCIAL The council website includes a councillor
REGULATIONS, page, but the Register of Members Interest
GOVERNANCE AND Forms are not published, and there is no link
PAYMENTS to the District Council website either.
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While the minutes indicate that payment
lists are approved by council, and there is
evidence that these are appended to the
minutes, the Chair of Council confirmed that
invoices are not presented, and the schedule
is not signed as required by the council’s
adopted Financial Regulations.

The council must ensure that the newly
updated Financial Regulations are
understood by all councillors and followed.

The system noted above confirms that
detailed internal review by councillors does
not take place and | am not satisfied that
council properly approves expenditure.

C. RISK MANAGEMENT | The council needs to adopt a personalised
AND INSURANCE and relevant risk assessment, ideally
including a risk matrix, and then ensure that
the relevant risk management practices are
putin place.

D. BUDGET, PRECEPT There is evidence within the minutes of
AND RESERVES meetings that councillors regularly receive
budget reports, but no indication that any
scrutiny is applied or any discussions taking
place over any budget variances.

Through discussion with the Locum Clerk
and Chair of Council, concerns have been
raised over the adequacy of the budget
setting process, and | remind all councillors
that they have equal responsibility for setting
the budget and accounting for the spending
of the public’s money.

| checked the purpose of these earmarked
reserves and discovered that included within
the general reserve balance is a capital
receipt of £47,500 which must be reported
as an earmarked reserve, as the use of the
funds is restricted.

The general reserve balance is lower the
recommended range as detailed in the
Practitioner’s Guide and the council should
keep this level under careful review.
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E. INCOME Through discussion with the bookkeeper,
there was a lack of cohesion between the
issuing of invoices and the receipting of
payments during the year, which should now
be resolved with the move to Scribe for
2026/27.

| discussed with the Locum Clerk the
allotment fees and was informed that the
agreement includes an annual RPl increase,
although this does not appear to have been
consistently applied, and the council’s
records are not clear on which allotment
tenants may not have been invoiced yet.

The Locum Clerk reported that a cash sum
had been found in the office, which
apparently relates to a key deposit, but there
appears to be no record of who the deposit
belongs to.

The council is reminded that any cash sums
received must be properly recorded, a
receipt provided and promptly banked.

G. PAYROLL | note that during the year, pension
contributions went unpaid for a three-month
period, and the council must ensure that all
HMRC and pension liabilities are accurately
calculated and paid promptly.

H. ASSETS AND The council has bank balances exceeding
INVESTMENTS £100,000. | recommend the council adopts
an Investment Strategy to support its future
decision making on placement of funds in
accordance with the statutory guide.

I. BANK AND CASH There is no evidence that the bank
reconciliations have been verified in
accordance with Financial Regulations, and
the council must put in place a system to
ensure that this essential internal control
mechanism takes place.

The council holds two accounts with
Barclays Bank, with year-end balances
exceeding the £120,000 protection limit per
financial institution, and the council should
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consider opening an account with an
alternate provider to maximise the
protection available to it.

J.YEAREND
ACCOUNTS

The bank balances reported in box 8 include
trust funds, and these are recorded as
creditors within the council’s accounting
records. Section 1.45 of the SAPPP
Practitioner’s Guide states ‘the financial
transactions of the trust do not form part of
the authority’s accounts and are therefore
notincluded in the figures reported on
Section 2 of its Annual Governance and
Accountability Return.’

L. PUBLICATION OF
INFORMATION

| was unable to confirm that pages 4 (Annual
Governance Statement), 5 (Accounting
Statements) and 6 (External Auditor’s Report
and Certificate) of the AGARs are available
for review on the council website for the
previous five financial years, with the
External Auditors Report for 2024/25
missing, and the council has therefore not
met the requirements of this internal control
objective.

N. PUBLICATION
REQUIREMENTS

The Notice of Conclusion of Audit was
published on the council website before the
30 September 2025, but the External
Auditor’s report has not been published and
must be added as soon as possible.

There is no evidence of the External Audit
Report being presented to the council.

O. DIGITAL AND DATA
COMPLIANCE

There is no evidence of a Website
Accessibility Statement being published on
the council website and this must be added
as soon as possible.

The council has not adopted an IT Policy by
31 March 2026 as required by Governance
Assertion 10 and has therefore failed to meet
the requirements of this internal control
objective. An IT Policy must be adopted and
published on the council website as soon as
possible.
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| recommend the council ensures that a data
audit is completed during 2026/27 to comply
with GDPR regulations. This may be an audit
test within Governance Assertion 10 in future
years.

P. TRUSTEESHIP

Despite the council’s assurances to the
External Auditor in 2024/25, the charity funds
are still held in the council’s bank accounts,
and the council has therefore not met the
requirements of this internal audit objective.

The council must ensure that the trust funds
are separated from the council’s funds,
ensure proper accounting records are
maintained for each trust, and that trust
meetings are held separate to council
meetings.
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Internal Audit Report 2025/26 - Summary Report to
Council

Report Author: Celia Price - Clerk / Responsible Financial Officer
Date: 22" June 2026
Subject: Internal Audit Report for year ended 31 March 2026

The internal audit was carried out on 18 June 2026 by Mulberry Local Authority Services Ltd, in
accordance with the Accounts and Audit Regulations 2015 and proper practices

Overall Audit Opinion

The Internal Auditor concluded that:
o The majority of internal control objectives were NOT met

e There are significant weaknesses in governance and compliance
¢ The Council has not consistently followed its own procedures

Summary of Key Findings

Governance and Financial Controls

e Financial Regulations were not consistently followed

o Evidence of unauthorised decision-making by individual councillors
e Payments approved without full supporting documentation

e Lack of detailed member scrutiny of financial reports

Risk Management

e Riskregister not tailored to the Council
e No effective framework for managing strategic or operational risks



Budget and Financial Management
e Weak budget-setting process
e Limited challenge or monitoring of budget performance

e Misclassification of reserves, including restricted funds
e Generalreserves below recommended levels

Income and Financial Administration
e Weak processes linking invoicing and receipts

e Incomplete or inconsistent charging (e.g. allotments)
e Cashidentified with no audit trail or ownership record

Banking and Internal Controls

e Bankreconciliations not independently verified by councillors
e Funds exceed FSCS protection limits with one provider

Payroll

e Pension contributions unpaid for a three-month period
e One employment contract unsigned

Compliance and Reporting (AGAR)

e AGAR prepared incorrectly (trust funds included)
e Prior external audit actions not implemented
e Required documents missing from the Council website

Digital and Data Compliance

e NoIT Policyin place
e No Website Accessibility Statement
e Further work required to ensure GDPR compliance



Trust Responsibilities

e Trustfunds remain incorrectly held within Council accounts
e Governance and accounting requirements for trusts not met

Positive Findings
The audit confirmed good practice in the following areas:
e Asset register maintained and reconciled

e Publicrights requirements complied with
e Independentinternal audit arrangements in place

Implications for the Annual Governance Statement

Based on the audit findings, several AGAR assertions are likely to require a “NO” response,
including:

e Internal control effectiveness

e Compliance with laws and proper practices
¢ Risk management

e Response to audit findings

e Trustgovernance

e |T and data compliance

This reflects the seriousness of the governance issues raised.

Actions

A Governance working party would facilitate prompt action, reporting progress to full council



Annual Governance and Accountability Return 2025/26 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

£15 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 2025/26

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 2026.

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 2026 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 2026

* 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 2025/26
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 Return 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 2026 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 2025/26 approved and signed, page 4

» Section 2 - Accounting Statements 2025/26 approved and signed, page 5

Not later than 30 September 2026 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.

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.

Annual Governance and Accountability Return 2025/26 Form 3 Page 1 of 6
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Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return (AGAR) 2025/26

* 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 2026

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

* 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 which must be a single period of 30 working days for
inspection ( this excludes weekends and public holidays) which must include the first 10 working days of July.

* 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.

« Additional costs may be incurred if additional audit work is required.
* Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2025) equals the balance brought forward in the current year (Box 1 of 2026).

* The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights which must be a single period of 30 working days for inspection (this excludes
weekends and public holidays) which must include the first 10 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 2026

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

All sections Have all highlighted boxes have been completed?

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

Internal Audit Report | Have allhighlighted boxes been completed by the internal auditorand explanations provided?

Section 1 For any statement to which the response is ‘no’, has an explanation been published?

Section 2 Has the Responsible Financial Officer signed the accounting statements before
presentation to the authority for approval?

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

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2026 been reconciled to Box 8?

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

Sections 1 and 2 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.

*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

Annual Governance and Accountability Return 2025/26 Form 3 Page 2 of 6
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Annual Internal Audit Report 2025/26

West Wittering Parish Council

www.westwitteringparishcouncil.gov.uk

During the financial year ended 31 March 2026, 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 2025/26 has been carried out in accordance with this authority’s needs and planned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meet the needs of this authority.

Internal control objective | Not
Yes No* | covered™**
A. Appropriate accounting records have been properly kept throughout the financial year.
B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.
C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.
D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.
E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.
F. Cash payments were properly supported by receipts, all 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.
H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic bank account reconciliations were properly carried out during the year.
J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors were properly recorded.
K. If the authority certified itself as exempt from a limited assurance review in 2024/25, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance
review of its 2024/25 AGAR tick “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.
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 2025/26 AGAR period,
were public rights in relation to the 2024-25 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).
N. The authority has complied with the publication requirements for 2024/25 AGAR
(see AGAR Page 1 Guidance Notes).
0. The authority has complied with laws, regulations & proper practices relating to digital and data
compliance.
P. (For local councils only) Yes __No__Notapplicable
Trust funds (including charitable) — The council met its responsibilities as a trustee. | |

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).
Date(s) internal audit undertaken Name of person who carried out the internal audit

Signature of person who

carried outthe internal audit Date
*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).
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Section 1 — Annual Governance Statement 2025/26

We acknowledge as the members of:

West Wittering Parish Council

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2026, that:

Agreed

Yes ‘Yes’ means that this authority:

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

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

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

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

3. We have assured 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.

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

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.

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

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.

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

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

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.

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

responded to matters brought to its attention by 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.

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.

10. We have put in place arrangements for the effective IT
and data management in accordance with proper
practices during the year under review.

has made suitable arrangements for its IT and data
management and has complied with proper practices in
doing so.

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

Governance Statement.

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

and recorded as minute reference:

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

Chair

Clerk

www.westwitteringparishcouncil.gov.uk
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Section 2 — Accounting Statements 2025/26 for

West Wittering Parish Council

Year ending Notes and guidance
31 March 31 March Please round all figures to nearest £1. Do not leave any
2025 2026 boxes blank and report £0 or Nil balances. All figures
£ £ must agree to underlying financial records.

1. Balances brought Total balances and reserves at the beginning of the year
forward 67,573 79,781 | as recorded in the financial records. Value must agree

to Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 132,038 168,595| received or receivable in the year. Exclude any grants

received.

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

16,207 236,137 the precept or rates/levies received (line 2). Include any
grants received.

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

of all employees. Include gross salaries and wages,
42,052 51,607 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interest/capital Total expenditure or payments of capital and interest
repayments 3,173 3,17 3| made during the year on the authority’s borrowings (if any).

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

90,812 129,957 | book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year.
forward 79,781 299,776| must equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 97,281 353,708| holdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 609,690 614,974 up of all its fixed assets and long term investments as at
and assets 31 March.

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

3,058 O| from third parties (including PWLB).

For Local Councils Only

11 Do the figures in the
accounting  statements  above 0

exclude any trust transactions?

For guidance refer to the Practitioners' Guide sections 2.31 to 2.33.

| certify that for the year ended 31 March 2026 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.

Date

| confirm that these Accounting Statements were
approved by this authority on this date:

as recorded in minute reference:

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

Annual Governance and Accountability Return 2025/26 Form 3
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Section 3 — External Auditor’s Report and Certificate 2025/26

In respect of West Wittering Parish Council

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:

* summarises the accounting records for the year ended 31 March 2026 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 2025/26

(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).

(continue on a separate sheet if required)

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

(continue on a separate sheet if required)

3 External auditor certificate 2025/26

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 2026

*We do not certify completion because:

External Auditor Name

External Auditor Signature Date
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Smaller authority name: West Wlttering Parish Council
NOTICE OF PUBLIC RIGHTS AND PUBLICATION OF
UNAUDITED ANNUAL GOVERNANCE & ACCOUNTABILITY
RETURN
ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2026

Local Audit and Accountability Act 2014 Sections 26 and 27
The Accounts and Audit Regulations 2015 (Sl 2015/234)

NOTICE NOTES

1. Date of announcement Friday 26™ June 2026 (a)
(a) Insert date of placing of the nofice
2. Each year the smaller authority’s Annual Governance and Accountability | Whichmustbenotlessthan 1 daybefore
Return (AGAR) needs to be reviewed by an external auditor appointed by | thedatein (c)below

Smaller Authorities’ Audit Appointments Ltd. The unaudited AGAR has been
published with this notice. As it has yetto be reviewed by the appointed auditor,
it is subject to change as a result of that review.

Any person interested has the right to inspect and make copies of the
accounting records for the financial year to which the audit relates and all
books, deeds, contracts, bills, vouchers, receipts and other documents relating
to those records must be made available for inspection by any person
interested. For the year ended 31 March 2026, these documents will be available
on reasonable notice by application to:

(b) Celia Price (Locum Clerk & RFO)_ (b) Insert name, positon and
T - e address/telephone number/  email

e Pavillion, Rookwood Road, West Wittering address, as appropriate, of the Clerk or
Email: clerk@westwitteringparishcouncil.gov.uk other pérson to which a'ny person may

apply to inspect the accounts

commencing on (c) Monday 29" June 2026
(c) Insert date, which must be at least 1

and ending on (d) Friday 7t" August 2026 day after the date of announcementin (a)
above and extends for a single period of
30 working days (inclusive) ending on the

3. Local government electors and their representatives also have: date appointed in (d) below

(d) The inspection period between (c)
e The opportunity to question the appointed auditor about the accounting | and (d) must also include the first 10
records; and working days of July.

e The rightto make an objection which concerns a matterin respectof which
the appointed auditor could either make a public interest report or apply to
the court fora declaration thatan item of accountis unlawful . Written notice
of an objection must first be given to the auditor and a copy sent to the
smaller authority.

The appointed auditor can be contacted at the address in paragraph 4 below for
this purpose between the above dates only.

4. The smaller authority’s AGAR is subject to review by the appointed auditor
under the provisions of the Local Audit and Accountability Act 2014, the
Accounts and Audit Regulations 2015 and the NAO’s Code of Audit Practice

2015. The appointed auditor is:
bl MOORE

Moore East Midlands (Ref AP/HD)
Rutland House
Minerva Business Park

Lynch Wood
Peterborough
PE2 6PZ (e) Insert name and position of person
placing the notice — this person must be
5. This announcement is made by (e) the responsible financial officer for the
Celia Price BA(Hons) Community Governance, FSLCC smaller authority

Responsible Finance Officer




LOCAL AUTHORITY ACCOUNTS: A SUMMARY OF YOUR RIGHTS

Please note that this summary applies to all relevant smaller authorities, including local councils, internal
drainage boards and ‘other’ smaller authorities.

The basic position

By law, any interested person has the right to inspect the accounting records of smaller authorities. If you are a local
government elector or registered to vote in the local councils’ elections, then you are able to ask questions about the
accounts and object to them.

The right to inspect the accounting records

When your council has finalised its accounts for the previous financial year, they must advertise that they are available
for people to inspect. You must then provide the council with reasonable notice of your intentions. Following this, by
arrangement you will then have 30 working days to inspect and make copies of the accounting records and supporting
documents. You may be required to pay a copying charge.

The right to ask the auditor questions about the accounting records

If you have any questions regarding the accounting records, you should first ask your smaller authority. This must be
done during the 30-day period for the exercise of public rights. You may also ask the appointed auditor questions about
an item in the accounting records. However, the auditor can only answer ‘what’ questions, not ‘why’ questions so is
limited with their response. To avoid any confusion, it is advised that you put your questions in writing.

The right to make objections

Should you view something as unlawful or believe there are matters of wider concern in the accounts, you may wish to
object. If you are a local government elector, you have the right to ask the external auditor to apply to the courts fora
declaration that an item is contrary to the law and should be reported as a matter of public interest. This must be done
by telling the appointed auditor which specific item in the accounts you object to and why you believe it to be unlawful
or think a public interest report should be made about it. You must provide clear evidence to support your objection, and
this should be done in writing and the copied to the council.

You should not use the ‘right to object’ to make a personal complaint or claim against your smaller authority. Complaints
of this nature should be taken to your local Citizens’ Advice Bureau, local Law Centre or to your solicitor.

A final word

Smaller authorities, and so localtaxpayers, meet the costs of dealing with questions and objections. In deciding whether
to take your objection forward, the auditor must consider the cost that will be involved . They will only continue with the
objection if it is in the public interest to do so. If you appeal to the courts against an auditor's decision, you may have to
pay for the action yourself.
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Training Policy

Purpose: To establish a clear and consistent framework for the identification, approval, funding
and management of training and development for employees and Councillors.

Adopted: Minute Reference:

Review: Summer 2029

Introduction

This policy applies to all employees and councillors of West Wittering Parish Council (WWPC).
The council is committed to ensuring employees are competent and supported to carry out their
roles to effectively deliver high quality services to the community whilst meeting statutory and
regulatory obligations. WWPC support continuous professional development and will ensure
public funds are spent responsibly and transparently.

Legal and Policy Framework

This policy will be applied in accordance with relevant employment legislation, including the
Working Time Regulations 1998, The Employment Rights Act 1996, the National Minimum Wage
Act 1998, the Health and Safety at Work etc. Act 1974, Management of Health and Safety Work
Regulations 1999, Equality Act 2010 and UK General Data Protection Regulon (UK GDPR).

The Council will also have regard to best practice guidance issued by the National Association of
Local Councils (NALC), the Society of Local Council Clerks (SLCC) and other relevant
professional bodies

Principles
Training will be identified through a structured process and will provide access to appropriate

learning opportunities where resources allow.

Employees are expected to engage fully with approved training and apply learning to improve
performance.

Training needs may be identified through inductions and probation procedures, 1:1 meetings,
appraisals, legislative or regulatory changes, service delivery requirements, strategic planning
and workforce development.

Eligibility
Employees must normally have successfully completed their probation period before accessing
funded training, unless the training is mandatory.

Councillors will be supported with training relevant to their role.
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Approval Process

All training must be approved in advance by the Clerk (or in the case of the Clerk, the HR
committee or full council) and must be supported by a clear business justification outlining the
relevance, cost, time commitment and expected outcomes.

WWPC reserves the right to decline requests, defer training or apply funding limits.

Training Budget

An annual budget will be approved as part of the Council’s budget setting process and all training
must be delivered within that budget unless otherwise agreed by the Council.

Funding and Financial Limits

WWPC may fund course and enrolment fees, examination fees, learning materials and travel
expenses.

The council reserves the right to set a maximum funding limit per employee or course and refuse
funding where value to the Council is not demonstrated.

Time Commitment and Study Leave

Attendance at a mandatory or approved role-related training is regarded as working time and
employees must attend all sessions.

Employees undertaking Council funded training are expected to commit sufficient time outside
normal working hours for study and complete coursework and assignments independently.

Study Leave must be approved in advance and will be granted at the Council’s discretion. It is
unlikely to be granted for optional training.

Employee Responsibilities

Employees must attend all training session and complete coursework and assessments. Inthe
event of any issues the employee must inform the Clerk as soon as possible.

Confirmation of attendance and results must be provided to the Clerk and the employee is
expected to apply their learning within their role.

Where an employee fails to attend training without good reason, withdraws without good reason
or fails to complete the course the Council may require repayment of costs, refuse future training
requests and/or address the matter through performance management procedures.
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Payback Clause

Employees undertaking Council funded training are expected to remain in employment for a
reasonable period following completion to demonstrate value to the Council.

An employee will be required to repay training costs if they

e leave employment during the course

e leave within 12 months of completing the course
e Fail to complete the course; or

e Fail to attend without reasonable cause

Time of Leaving Repayment
During Course 100%
Within 6 months of completion 100%

6-12 months after completion 50%

After 12 months 0%

All repayment arrangements will comply with the Employment Rights Act 1996, be reasonable
and proportionate and be agreed in writing prior to the commencement of training.

Repayment may be recovered through salary deduction (where authorised), final salary
payment or direct invoicing.

Recording and Data Management
WWPC will
e maintain accurate records of all training undertaken

e Monitor completion and outcomes
e Manage records in accordance with data protection legislation

Employees will

e Complete a training agreement
e Provide certificates or evidence of completion
e Provide feedback to demonstrate value for money



Review

This policy will be reviewed every 3 years by West Wittering Parish Council, or earlier if there are
changes in legislation or employment guidance.
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Time Off in Lieu (TOIL) Policy

Purpose: To set out how West Wittering Parish Council authorises, records and compensates
additional hours worked through Time Off in Lieu (TOIL) fairly, consistently and transparently,
while supporting Council business needs and protecting employee wellbeing.

Adopted: Minute Reference:

Review: Summer 2029

Introduction

This policy applies to all employees of West Wittering Parish Council (WWPC), unless an
employee’s contract of employment provides otherwise.

This policy does not create an automatic entitlement to work additional hours. Additional hours
must normally be agreed in advance and must be necessary for Council business.

Legal and Policy Framework

This policy will be applied in accordance with relevant employment legislation, including the
Working Time Regulations 1998, The Employment Rights Act 1996, the National Minimum Wage
Act 1998, the Health and Safety at Work etc. Act 1974 and the Equality Act 2010.

TOIL arrangements must not result in employees working excessive hours, missing statutory rest
periods, or being paid below the National Minimum Wage. TOIL must not be used as a substitute
for annual leave.

Working Additional Hours

WWPC does not expect employees to work additional hours routinely in order to complete their
normal duties. Where workload regularly cannot be completed within contracted hours, this
should be raised with the Clerk, or in the case of the Clerk with the Chair of the Council so that
workload, priorities and resources can be reviewed.

Additional hours may be required from time to time for evening Council or committee meetings,
training, community events or urgent operational matters agreed by the Clerk or in the case of the
Clerk, the Chair or Council.

Authorisation

Additional hours must normally be authorised in advance by the Clerk. In exceptional
circumstances, where prior authorisation is not possible because of a genuine emergency or
urgent matter, the employee must notify the Clerk s soon as reasonably practicable.
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Accrual and Use of TOIL

Where additional hours are authorised, TOIL will normally accrue on an hour-for-hour basis. For
example, one additional hour worked will normally result in one hour of TOIL.

There will normally be no enhanced TOIL rate for evenings, Saturdays, Sundays or Bank Holidays
unless the Council has agreed a different arrangement in advance for a specific event, emergency
or contractual reason.

TOIL should normally be taken as soon as practicable, preferably within the same calendar month
or the following calendar month. Employees should agree when TOIL will be taken with the Clerk,
taking account of workload, service needs and office cover. TOIL will not normally be approved if
office cover is compromised.

Limits on TOIL balances

TOIL should normally be taken within the month in which it is accrued and should not be carried
forward. In exceptional circumstances, employees may carry forward up to one normal working
day of TOIL to the following month, pro-rated for part-time employees. For administrative
purposes, this is ordinarily treated as 7.5 hours for a full-time employee unless their normal
working day differs.

Any balance above this level must be approved by the Clerk, or in the case of the Clerk, by the
Chair of the Council or Staffing Committee. Arecurring or excessive TOIL balance should trigger
a review of workload, priorities, working arrangements and staffing capacity.

Recording TOIL and Overtime

All additional hours must be recorded accurately and authorised using the Council’s timesheet.

Timesheets should be submitted weekly. TOIL will not normally be approved retrospectively
unless there are exceptional circumstances, such as sickness absence or an urgent incident that
prevented prior approval.

Rest, Wellbeing and Working Time

Employees and managers must ensure that additional hours do not compromise health, safety
or wellbeing. Employees should take appropriate rest breaks and should not regularly work
excessive hours. Where an employee works a late evening meeting, consideration should be
given to a later start or adjusted hours the following day where practical.

The Council will monitor working time to support compliance with statutory requirements,
including the maximum average weekly working time and minimum rest provisions under the
Working Time Regulations 1998.



"ﬂ%*

[ WEST WITTERING |

s >

Sickness, Leave and Employment Ending

Where an employee is unable to take authorised TOIL because of sickness absence, maternity
leave, adoption leave, shared parental leave, parental leave or other approved absence, the
Council will consider a reasonable extension for taking that TOIL.

On leaving employment, employees should normally take any authorised TOIL during their notice
period. Where authorised TOIL cannot reasonably be taken during the notice period because of

Council requirements, sickness absence or other exceptional circumstances, the Council may
make a payment in lieu, subject to normal deductions.

Fairness, Equality and Misuse

This policy will be applied fairly, consistently and without discrimination. Requests and decisions
should take account of operational needs, individual circumstances and any reasonable
adjustments that may be required.

Any misuse of this policy, including claiming TOIL or overtime for unauthorised or inaccurate
hours, may be addressed under the Council’s disciplinary procedure.

Review

This policy will be reviewed periodically by West Wittering Parish Council, or earlier if there are
changes in legislation, employment guidance, Council staffing arrangements or operational
requirements.
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Absence from Work Policy

Purpose: To set out how West Wittering Parish Council authorises, records and manages alltypes
of absence from work fairly, consistently and transparently.

Adopted: Minute Reference:

Review: Summer 2029

Introduction

This policy applies to all employees of West Wittering Parish Council (WWPC), unless an
employee’s contract of employment provides otherwise.

This policy does not create an automatic entitlement to work additional hours. Additional hours
must normally be agreed in advance and must be necessary for Council business.

Legal and Policy Framework

This policy will be applied in accordance with relevant employment legislation, including the
Working Time Regulations 1998, The Employment Rights Act 1996, the National Minimum Wage
Act 1998, the Health and Safety at Work etc. Act 1974 and the Equality Act 2010.

TOIL arrangements must not result in employees working excessive hours, missing statutory rest
periods, or being paid below the National Minimum Wage. TOIL must not be used as a substitute
for annual leave.

Working Additional Hours

WWPC does not expect employees to work additional hours routinely in order to complete their
normal duties. Where workload regularly cannot be completed within contracted hours, this
should be raised with the Clerk, or in the case of the Clerk with the Chair of the Council so that
workload, priorities and resources can be reviewed.

Additional hours may be required from time to time for evening Council or committee meetings,
training, community events or urgent operational matters agreed by the Clerk or in the case of the
Clerk, the Chair or Council.

Authorisation

Additional hours must normally be authorised in advance by the Clerk. In exceptional
circumstances, where prior authorisation is not possible because of a genuine emergency or
urgent matter, the employee must notify the Clerk s soon as reasonably practicable.

Accrual and Use of TOIL

Where additional hours are authorised, TOIL will normally accrue on an hour-for-hour basis. For
example, one additional hour worked will normally result in one hour of TOIL.
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There will normally be no enhanced TOIL rate for evenings, Saturdays, Sundays or Bank Holidays

unless the Council has agreed a different arrangement in advance for a specific event, emergency
or contractual reason.

TOIL should normally be taken as soon as practicable, preferably within the same calendar month
or the following calendar month. Employees should agree when TOIL will be taken with the Clerk,
taking account of workload, service needs and office cover.

Limits on TOIL balances

Employees may normally carry forward up to one normal working day of TOIL from one month to
the next, pro-rated for part-time employees. For administrative purposes, this will normally be
treated as 7.5 hours for a full-time employee unless the employee’s normal working day is
different.

Any balance above this level must be approved by the Clerk, or in the case of the Clerk by the
Chair of the Council or Staffing Committee. Arecurring or excessive TOIL balance should trigger
a review of workload, priorities, working arrangements and staffing capacity.

Recording TOIL and Overtime

All additional hours must be recorded accurately and authorised using the Council’s timesheet.

Timesheets should be submitted weekly. TOIL will not normally be approved retrospectively
unless there are exceptional circumstances, such as sickness absence or an urgent incident that
prevented prior approval.

Rest, Wellbeing and Working Time

Employees and managers must ensure that additional hours do not compromise health, safety
or wellbeing. Employees should take appropriate rest breaks and should not regularly work
excessive hours. Where an employee works a late evening meeting, consideration should be
given to a later start or adjusted hours the following day where practical.

The Council will monitor working time to support compliance with statutory requirements,
including the maximum average weekly working time and minimum rest provisions under the
Working Time Regulations 1998.

Sickness, Leave and Employment Ending

Where an employee is unable to take authorised TOIL because of sickness absence, maternity
leave, adoption leave, shared parental leave, parental leave or other approved absence, the
Council will consider a reasonable extension for taking that TOIL.

On leaving employment, employees should normally take any authorised TOIL during their notice
period. Where authorised TOIL cannot reasonably be taken during the notice period because of
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Council requirements, sickness absence or other exceptional circumstances, the Council may
make a payment in lieu, subject to normal deductions.

Fairness, Equality and Misuse

This policy will be applied fairly, consistently and without discrimination. Requests and decisions
should take account of operational needs, individual circumstances and any reasonable
adjustments that may be required.

Any misuse of this policy, including claiming TOIL or overtime for unauthorised or inaccurate
hours, may be addressed under the Council’s disciplinary procedure.

Review

This policy will be reviewed periodically by West Wittering Parish Council, or earlier if there are
changes in legislation, employment guidance, Council staffing arrangements or operational
requirements.



