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WEST HOATHLY PARISH COUNCIL 

representing Highbrook, Selsfield, Sharpthorne, Tyes Cross and West Hoathly 
 

 

 

West Hoathly Parish Council  
Clerks Report May 2020 

 

Actions Taken and points of information not on the agenda 

• Sewer survey for Pavilion Planning this was carried out on 27th April.  A broken 
joint was identified, and this has been reported to Southern Water  

• Portable Speed Indicator Device.  This has been picked up and is now in place 
on the downhill from the Vinols Cross.  It will hopefully be a reminder for drivers to 
reduce their speed.  If at a later date the data can be downloaded, then it will be 
of interest but at this stage collecting data is not going to be easy to do so will be 
a secondary focus.  

• New website.  The supplier has set up an initial discussion for the end of May.  
 
Schedule of meeting dates 
One change has been made to the initial draft circulated in February.  The meeting of 
the West Hoathly Village Hall Management Committee in June has been moved to 8th 
June.    
 
Documents for review 
No amendments have been made to Standing Orders, the Code of Conduct or the 
Scheme of Delegation.  These documents are reviewed annually as part of the 
Council’s Governance responsibilities. 
     
Financial Statements 
 
Monthly Receipts and Payments  
West Hoathly Parish Council  

• Receipts of £11.42 have been received during May. 

• Payments of £3,655.76 for May are attached for approval. 
 
Trustees of West Hoathly Village Hall  

• Receipts of £1,333.50 have been received during May (Hall hire for regular 
users January – March).  

• Payments of £690.79 for May are attached for approval. 
 
Correspondence received  
MSDC letter re Covid-19 Financial Impact.  
WSCC Submission of the Soft Sand Review of the West Sussex Joint Minerals 
Local Plan 
West Sussex County Council and the South Downs National Park Authority have now 
submitted the Soft Sand Review of the Joint Minerals Local Plan to Government to be 
tested for soundness and legal and procedural compliance. 

 
The SSR and supporting documents are being made available to view on our website: 
www.westsussex.gov.uk/mwdf . Once restrictions related to the Covid-19 pandemic 
are lifted, all documents will be available to view at a number of public locations. of 

http://www.westsussex.gov.uk/mwdf


 

 

documents. The SSR will be examined by an independent Planning Inspector.  As part 
of the examination, the Inspector will hold a public hearing, which is expected to take 
place during July and August 2020. A pre-hearing meeting may also be held, at which 
the Inspector will set out detailed arrangements for the public hearing. The venue and 
dates for the hearing and any pre-hearing meeting will be confirmed in due course. 
Wealden District Council Draft Statement of Community Involvement (SCI) 
Consultation 
Wealden District Council has prepared a draft Statement of Community Involvement 
(SCI). The SCI is a document that sets out what consultation will take place when the 
Council is developing and reviewing its planning policy documents (including the new 
Local Plan) and when determining planning applications. It also provides information 
as to how the Council will work with our partners and communities to facilitate 
proposals for neighbourhood plans and/or orders.  
 
The consultation will run for a period of six weeks and will take end on 15th June 2020. 
The draft SCI can be found on the Planning Policy consultation portal at the following 
web address: https://consult.wealden.gov.uk/portal/planning/sci/sci_2020 
 
 
 
 

         Helen Schofield 
18th May 2020 

 

https://consult.wealden.gov.uk/portal/planning/sci/sci_2020
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representing Highbrook, Selsfield, Sharpthorne, Tyes Cross and West Hoathly 
 

 

 

List of Meetings 2020/21 
Meetings are held on a Monday at 7:30pm, in West Hoathly Village Hall unless otherwise 
stated on the agenda. 

Please check agendas to confirm times and venues 

May 2020 
  4th May Bank Holiday 
11th No meeting 
18th Planning (7:15pm) 
18th Statutory Annual Parish Council 
(8:00pm) 
25th Spring Bank Holiday 

June 2020 
1st No meeting 
 8th West Hoathly Village Hall 
15th and 22nd No meeting  
29th Planning (7:15pm) 
29th Parish Council (8:00pm) 

July 2020 
  6th  No meeting 
13th No meeting 
20th Asset & Highways 
27th Planning 7:15pm  
27th Parish Council (8:00pm) 

August 2020 
No meetings 
 

September 2020 
  7th Planning 
14th No meeting 
21st Asset & Highways 
28th Planning (7:15pm) 
28th Parish Council (8:00pm) 

October 2020 
  5th No meeting 
12th No meeting 
19th West Hoathly Village Hall 
26th Planning (7:15pm) 
26th Parish Council (8:00pm) 

November 2020 
   2nd No meeting 
  9th No meeting 
 16th Asset & Highways (budget) 
23rd No meeting 
30th Planning (7:15pm) 
30th Parish Council (8:00pm) 

December 2020 
  7th Finance (budget) 
14th Planning (7:15pm) 
14th Parish Council (8:00pm) 
23rd No meeting 
30th No meeting 

January 2021 
  4th No meeting  
11th No meeting 
18th Asset & Highways 
25th Planning (7:15pm) 
25th Parish Council (8.00pm) 

February 2021 
  1st No meeting 
  8th No meeting 
 15th West Hoathly Village Hall 
22nd Planning (7:15pm) 
22nd Parish Council (8:00pm) 

March 2021 
  1st Parish Assembly 
 8th No meeting 
15th Asset & Highways 
22nd No meeting  
29th Planning (7:15pm) 
29th Parish Council (8:00pm) 

April 2021 
  5th Easter Monday  
12th No meeting  
19th Finance (end of year) 
26th Planning (7:15pm) 
26th Parish Council (8:00pm) 

May 2021 
 3rd No meeting  
11th No meeting 
17th No meeting 
24th Planning (7:15pm) 
24th Statutory Annual Parish Council 
(8:00pm) 

June 2021 
  7th No meeting 
14th No meeting 
21st West Hoathly Village Hall 
28th Planning (7:15pm) 
28th Parish Council (8:00pm) 
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1. RULES OF DEBATE AT MEETINGS 

a Motions on the agenda shall be considered in the order that they appear 

unless the order is changed at the discretion of the chairman of the 

meeting. 

b A motion (including an amendment) shall not be progressed unless it 

has been moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be 

treated by the chairman of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be 

withdrawn by the proposer only with the consent of the seconder and the 

meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall 

not negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further 

amendment(s) may be moved. 

g An amendment shall not be considered unless early verbal notice of it is 

given at the meeting and, if requested by the chairman of the meeting, is 

expressed in writing to the chairman.  

h A councillor may move an amendment to his own motion if agreed by the 

meeting. If a motion has already been seconded, the amendment shall 

be with the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive 

motion, the amendments shall be moved in the order directed by the 

chairman of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman 

of the meeting.  

k One or more amendments may be discussed together if the chairman of 

the meeting considers this expedient but each amendment shall be 

voted upon separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

m The mover of an amendment has no right of reply at the end of debate 

on it.  
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n Where a series of amendments to an original motion are carried, the 

mover of the original motion shall have a right of reply either at the end 

of debate on the first amendment or at the very end of debate on the 

final substantive motion immediately before it is put to the vote. 

o Unless permitted by the chairman of the meeting, a councillor may speak 

once in the debate on a motion except: 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been 

amended since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point 

of order or a personal explanation and the councillor who was 

interrupted shall stop speaking. A councillor raising a point of order shall 

identify the standing order which he considers has been breached or 

specify the other irregularity in the proceedings of the meeting he is 

concerned by.  

q A point of order shall be decided by the chairman of the meeting and his 

decision shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for 

consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which 

reflect mandatory statutory or legal requirements. 
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s Before an original or substantive motion is put to the vote, the chairman 

of the meeting shall be satisfied that the motion has been sufficiently 

debated and that the mover of the motion under debate has exercised or 

waived his right of reply.  

t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion 

and shall not exceed 5 minutes without the consent of the chairman of 

the meeting. 

 
2. DISORDERLY CONDUCT AT MEETINGS 

a No person shall obstruct the transaction of business at a meeting or 

behave offensively or improperly. If this standing order is ignored, the 

chairman of the meeting shall request such person(s) to moderate or 

improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to 

moderate or improve their conduct, any councillor or the chairman of the 

meeting may move that the person be no longer heard or be excluded 

from the meeting. The motion, if seconded, shall be put to the vote 

without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chairman 

of the meeting may take further reasonable steps to restore order or to 

progress the meeting. This may include temporarily suspending or 

closing the meeting. 

 

3. MEETINGS GENERALLY 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other 

premises are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not 

include the day on which notice was issued, the day of the 

meeting, a Sunday, a day of the Christmas break, a day of the 

Easter break or of a bank holiday or a day appointed for public 

thanksgiving or mourning. 



 

6 

● c The minimum three clear days’ public notice for a meeting does 

not include the day on which the notice was issued or the day of 

the meeting unless the meeting is convened at shorter notice.  

● 

● 

d Meetings shall be open to the public unless their presence is 

prejudicial to the public interest by reason of the confidential 

nature of the business to be transacted or for other special 

reasons. The public’s exclusion from part or all of a meeting shall 

be by a resolution which shall give reasons for the public’s 

exclusion. 

 e Members of the public may make representations, answer questions 

and give evidence at a meeting which they are entitled to attend in 

respect of the business on the agenda. 

 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed 15 minutes 

unless directed by the chairman of the meeting. 

 g Subject to standing order 3(f), a member of the public shall not speak 

for more than 5 minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

response at the meeting nor start a debate on the question. The 

chairman of the meeting may direct that a written or oral response be 

given. 

 i A person shall raise his hand when requesting to speak and stand 

when speaking (except when a person has a disability or is likely to 

suffer discomfort). The chairman of the meeting may at any time permit 

a person to be seated when speaking. 

 j A person who speaks at a meeting shall direct his comments to the 

chairman of the meeting. 

 k Only one person is permitted to speak at a time. If more than one 

person wants to speak, the chairman of the meeting shall direct the 

order of speaking. 

● 

● 

l Subject to standing order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to 

the public. To “report” means to film, photograph, make an audio 

recording of meeting proceedings, use any other means for 

enabling persons not present to see or hear the meeting as it 

takes place or later or to report or to provide oral or written 

commentary about the meeting so that the report or commentary 
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is available as the meeting takes place or later to persons not 

present. 

● 

● 

m A person present at a meeting may not provide an oral report or 

oral commentary about a meeting as it takes place without 

permission.    

● 

● 

n The press shall be provided with reasonable facilities for the 

taking of their report of all or part of a meeting at which they are 

entitled to be present.  

● o Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chairman of 

the Council may in his absence be done by, to or before the Vice-

Chairman of the Council (if there is one). 

● p The Chairman of the Council, if present, shall preside at a 

meeting. If the Chairman is absent from a meeting, the Vice-

Chairman of the Council (if there is one) if present, shall preside. 

If both the Chairman and the Vice-Chairman are absent from a 

meeting, a councillor as chosen by the councillors present at the 

meeting shall preside at the meeting. 

● 

● 

● 

q Subject to a meeting being quorate, all questions at a meeting 

shall be decided by a majority of the councillors and non-

councillors with voting rights present and voting.  

● 

● 

● 

r The chairman of a meeting may give an original vote on any 

matter put to the vote, and in the case of an equality of votes may 

exercise his casting vote whether or not he gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chairman of the Council at the annual meeting of the 

Council. 

● s Unless standing orders provide otherwise, voting on a question 

shall be by a show of hands. At the request of a councillor, the 

voting on any question shall be recorded so as to show whether 

each councillor present and voting gave his vote for or against 

that question. Such a request shall be made before moving on to the 

next item of business on the agenda. 

 t The minutes of a meeting shall include an accurate record of the 

following: 

i. the time and place of the meeting;  

ii. the names of councillors who are present and the names of 



 

8 

councillors who are absent;  

iii. interests that have been declared by councillors and non-

councillors with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-

councillors with voting rights; 

v. whether a councillor or non-councillor with voting rights left the 

meeting when matters that they held interests in were being 

considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

● 

● 

● 

 

 

u A councillor or a non-councillor with voting rights who has a 

disclosable pecuniary interest or another interest as set out in the 

Council’s code of conduct in a matter being considered at a 

meeting is subject to statutory limitations or restrictions under 

the code on his right to participate and vote on that matter. 

● 

 

 

v No business may be transacted at a meeting unless at least one-

third of the whole number of members of the Council are present 

and in no case shall the quorum of a meeting be less than three. 

See standing order 4d(viii)  for the quorum of a committee or sub-

committee meeting.  

 
● 

● 

● 

w If a meeting is or becomes inquorate no business shall be 

transacted and the meeting shall be closed. The business on the 

agenda for the meeting shall be adjourned to another meeting.  

  

4. COMMITTEES AND SUB-COMMITTEES 

a Unless the Council determines otherwise, a committee may appoint 

a sub-committee whose terms of reference and members shall be 

determined by the committee. 

b The members of a committee may include non-councillors unless it 

is a committee which regulates and controls the finances of the 

Council. 

c Unless the Council determines otherwise, all the members of an 

advisory committee and a sub-committee of the advisory 

committee may be non-councillors. 
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d The Council may appoint standing committees or other committees as 

may be necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of 

the Council; 

iii. shall permit a committee, other than in respect of the ordinary 

meetings of a committee, to determine the number and time of its 

meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and 

determine the terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine 

the terms of office of the substitute members to a committee whose 

role is to replace the ordinary members at a meeting of a 

committee if the ordinary members of the committee confirm to the 

Proper Officer 3 days before the meeting that they are unable to 

attend; if, due to unforeseen circumstances there is less than 3 

days’ notice every effort will be made to contact  the substitute; 

vi. shall, after it has appointed the members of a standing committee, 

appoint the chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to 

appoint its own chairman at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a 

meeting of a committee and a sub-committee which, in both cases, 

shall be no less than three; 

ix. shall determine if the public may participate at a meeting of a 

committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

xii. may dissolve a committee or a sub-committee. 
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5. ORDINARY COUNCIL MEETINGS  

a In an election year, the annual meeting of the Council shall be held 

on or within 14 days following the day on which the councillors 

elected take office. 

b In a year which is not an election year, the annual meeting of the 

Council shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall 

take place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 

ordinary meetings shall be held in each year on such dates and 

times as the Council decides. 

e The first business conducted at the annual meeting of the Council 

shall be the election of the Chairman and Vice-Chairman (if there is 

one) of the Council. 

f The Chairman of the Council, unless he has resigned or becomes 

disqualified, shall continue in office and preside at the annual 

meeting until his successor is elected at the next annual meeting of 

the Council.  

g The Vice-Chairman of the Council, if there is one, unless he resigns 

or becomes disqualified, shall hold office until immediately after 

the election of the Chairman of the Council at the next annual 

meeting of the Council. 

h In an election year, if the current Chairman of the Council has not 

been re-elected as a member of the Council, he shall preside at the 

annual meeting until a successor Chairman of the Council has been 

elected. The current Chairman of the Council shall not have an 

original vote in respect of the election of the new Chairman of the 

Council but shall give a casting vote in the case of an equality of 

votes. 

i In an election year, if the current Chairman of the Council has been 

re-elected as a member of the Council, he shall preside at the 

annual meeting until a new Chairman of the Council has been 

elected. He may exercise an original vote in respect of the election 

of the new Chairman of the Council and shall give a casting vote in 

the case of an equality of votes. 

j Following the election of the Chairman of the Council and Vice-Chairman 

(if there is one) of the Council at the annual meeting, the business shall 

include: 
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i. In an election year, delivery by the Chairman of the Council 

and councillors of their acceptance of office forms unless the 

Council resolves for this to be done at a later date. In a year 

which is not an election year, delivery by the Chairman of the 

Council of his acceptance of office form unless the Council 

resolves for this to be done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of 

the Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-

committees, staff and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing 

order 4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of arrangements (including legal agreements) with other 

local authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xii. In an election year, to make arrangements with a view to the 

Council becoming eligible to exercise the general power of 

competence in the future; 

xiii. Review of inventory of land and other assets including buildings 

and office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in 

respect of its obligations under freedom of information and data 

protection legislation (see also standing orders 11, 20 and 21); 
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xviii. Review of the Council’s policy for dealing with the press/media; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the 

Local Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council 

up to and including the next annual meeting of the Council.  

 

6. EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES 

AND SUB-COMMITTEES 

a The Chairman of the Council may convene an extraordinary 

meeting of the Council at any time.  

b If the Chairman of the Council does not call an extraordinary 

meeting of the Council within seven days of having been requested 

in writing to do so by two councillors, any two councillors may 

convene an extraordinary meeting of the Council. The public notice 

giving the time, place and agenda for such a meeting shall be 

signed by the two councillors. 

c The chairman of a committee [or a sub-committee] may convene an 

extraordinary meeting of the committee [or the sub-committee] at any 

time.  

d If the chairman of a committee [or a sub-committee] does not call an 

extraordinary meeting within 7 days of having been requested to do so 

by 2 members of the committee [or the sub-committee], any 2 members 

of the committee [or the sub-committee] may convene an extraordinary 

meeting of the committee [or a sub-committee].  

 

7. PREVIOUS RESOLUTIONS 

a A resolution shall not be reversed within six months except either by a 

special motion, which requires written notice by at least 6 councillors to 

be given to the Proper Officer in accordance with standing order 9, or by 

a motion moved in pursuance of the recommendation of a committee or 

a sub-committee. 

b When a motion moved pursuant to standing order 7(a) has been 

disposed of, no similar motion may be moved for a further six months. 
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8. VOTING ON APPOINTMENTS 
a Where more than two persons have been nominated for a position to be 

filled by the Council and none of those persons has received an absolute 

majority of votes in their favour, the name of the person having the least 

number of votes shall be struck off the list and a fresh vote taken. This 

process shall continue until a majority of votes is given in favour of one 

person. A tie in votes may be settled by the casting vote exercisable by 

the chairman of the meeting. 

 

9. MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE 

TO BE GIVEN TO THE PROPER OFFICER  

a A motion shall relate to the responsibilities of the meeting for which it is 

tabled and in any event shall relate to the performance of the Council’s 

statutory functions, powers and obligations or an issue which specifically 

affects the Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and 

the mover has given written notice of its wording to the Proper Officer at 

least 4 clear days before the meeting. Clear days do not include the day 

of the notice or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda 

received in accordance with standing order 9(b), correct obvious 

grammatical or typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in 

accordance with standing order 9(b) is not clear in meaning, the motion 

shall be rejected until the mover of the motion resubmits it, so that it can 

be understood, in writing, to the Proper Officer at least 3 clear days 

before the meeting.  

e If the wording or subject of a proposed motion is considered improper, 

the Proper Officer shall consult with the chairman of the forthcoming 

meeting or, as the case may be, the councillors who have convened the 

meeting, to consider whether the motion shall be included in the agenda 

or rejected.  

f The decision of the Proper Officer as to whether or not to include the 

motion on the agenda shall be final.  

g Motions received shall be recorded and numbered in the order that they 

are received. 

h Motions rejected shall be recorded with an explanation by the Proper 

Officer of the reason for rejection.  
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10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN 

NOTICE  

a The following motions may be moved at a meeting without written notice 

to the Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of 

confidential or other information which is prejudicial to the public 

interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly 

conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 

statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

11. MANAGEMENT OF INFORMATION  

See also standing order 20. 

a The Council shall have in place and keep under review, technical 
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and organisational measures to keep secure information (including 

personal data) which it holds in paper and electronic form. Such 

arrangements shall include deciding who has access to personal 

data and encryption of personal data.  

b The Council shall have in place, and keep under review, policies for 

the retention and safe destruction of all information (including 

personal data) which it holds in paper and electronic form. The 

Council’s retention policy shall confirm the period for which 

information (including personal data) shall be retained or if this is 

not possible the criteria used to determine that period (e.g. the 

Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a 

meeting shall not disclose or otherwise undermine confidential 

information or personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not 

disclose confidential information or personal data without legal 

justification. 

 

12. DRAFT MINUTES  

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on 

councillors with the agenda to attend the meeting at which they are 

due to be approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding 

meeting except in relation to their accuracy. A motion to correct an 

inaccuracy in the draft minutes shall be moved in accordance with 

standing order 10(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to 

them, shall be confirmed by resolution and shall be signed by the 

chairman of the meeting and stand as an accurate record of the 

meeting to which the minutes relate.  

 d If the chairman of the meeting does not consider the minutes to be an 

accurate record of the meeting to which they relate, he shall sign the 

minutes and include a paragraph in the following terms or to the same 
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effect: 

“The chairman of this meeting does not believe that the 

minutes of the meeting of the (   ) held on [date] in respect of (   

) were a correct record but his view was not upheld by the 

meeting and the minutes are confirmed as an accurate record 

of the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever 

is higher) does not exceed £25,000, it shall publish draft minutes 

on a website which is publicly accessible and free of charge not 

later than one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing 

order 12(e) and standing order 20(a) and following a resolution which 

confirms the accuracy of the minutes of a meeting, the draft minutes 

or recordings of the meeting for which approved minutes exist shall be 

destroyed. 

 

13. CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

a All councillors and non-councillors with voting rights shall observe the 

code of conduct adopted by the Council. 

b Unless he has been granted a dispensation, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is 

considering a matter in which he has a disclosable pecuniary interest. 

He may return to the meeting after it has considered the matter in which 

he had the interest. 

c Unless he has been granted a dispensation, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is 

considering a matter in which he has another interest if so required by 

the Council’s code of conduct. He may return to the meeting after it has 

considered the matter in which he had the interest. 

d Dispensation requests shall be in writing and submitted to the 

Proper Officer as soon as possible before the meeting, or failing that, at 

the start of the meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made by the 

Proper Officer following consultation with the monitoring officer of Mid 

Sussex District Council and that decision is final. 

f A dispensation request shall confirm: 
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i. the description and the nature of the disclosable pecuniary interest 

or other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for 

which the dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be 

considered [by the Proper Officer before the meeting or, if this is not 

possible, at the start of the meeting for which the dispensation is required] 

OR [at the beginning of the meeting of the Council, or committee or sub-

committee for which the dispensation is required]. 

h A dispensation may be granted in accordance with standing order 

13(e) if having regard to all relevant circumstances any of the 

following apply: 

i. without the dispensation the number of persons prohibited 

from participating in the particular business would be so great 

a proportion of the meeting transacting the business as to 

impede the transaction of the business;  

ii. granting the dispensation is in the interests of persons living in 

the Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

14. CODE OF CONDUCT COMPLAINTS  

a Upon notification by the District or Unitary Council that it is dealing with a 

complaint that a councillor or non-councillor with voting rights has 

breached the Council’s code of conduct, the Proper Officer shall, subject 

to standing order 11, report this to the Council. 

b Where the notification in standing order 14(a) relates to a complaint 

made by the Proper Officer, the Proper Officer shall notify the Chairman 

of Council of this fact, and the Chairman shall nominate another staff 

member to assume the duties of the Proper Officer in relation to the 

complaint until it has been determined and the Council has agreed what 

action, if any, to take in accordance with standing order 14(d). 

c The Council may: 
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i. provide information or evidence where such disclosure is 

necessary to investigate the complaint or is a legal requirement; 

ii. seek information relevant to the complaint from the person or body 

with statutory responsibility for investigation of the matter; 

d Upon notification by the District or Unitary Council that a councillor 

or non-councillor with voting rights has breached the Council’s 

code of conduct, the Council shall consider what, if any, action to 

take against him. Such action excludes disqualification or 

suspension from office. 

 

15. PROPER OFFICER  

a The Proper Officer shall be either (i) the clerk or (ii) other staff 

member(s) nominated by the Council to undertake the work of the 

Proper Officer when the Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a 

committee or a sub-committee, 

• serve on councillors by delivery or post at their residences 

or by email authenticated in such manner as the Proper 

Officer thinks fit, a signed summons confirming the time, 

place and the agenda (provided the councillor has 

consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, 

place and agenda (provided that the public notice with 

agenda of an extraordinary meeting of the Council 

convened by councillors is signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting 

of a full council and standing order 3(c) for the meaning of clear 

days for a meeting of a committee; 

ii. subject to standing order 9, include on the agenda all motions in 

the order received unless a councillor has given written notice at 

least (  ) days before the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council for the election of a new 

Chairman of the Council, occasioned by a casual vacancy in 

his office; 

iv. facilitate inspection of the minute book by local government 



 

19 

electors; 

v. receive and retain copies of byelaws made by other local 

authorities; 

vi.  hold acceptance of office forms from councillors; 

vii. hold a copy of every councillor’s register of interests; 

viii. assist with responding to requests made under freedom of 

information legislation and rights exercisable under data protection 

legislation, in accordance with the Council’s relevant policies and 

procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer; 

x. receive and send general correspondence and notices on behalf of 

the Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and 

electronic form subject to the requirements of data protection and 

freedom of information legislation and other legitimate 

requirements (e.g. the Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and 

instruction regarding any payments to be made by the Council in 

accordance with its financial regulations; 

xiv. record every planning application notified to the Council and the 

Council’s response to the local planning authority in a book for 

such purpose; 

xv. refer a planning application received by the Council to the 

Chairman or in his absence the Vice-Chairman (if there is one) of 

the planning Committee to facilitate an extraordinary meeting if the 

nature of a planning application requires consideration before the 

next ordinary meeting of Planning committee; 

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall 

not be used without a resolution to that effect. 

(see also standing order 23). 
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16. RESPONSIBLE FINANCIAL OFFICER  

a The Council shall appoint appropriate staff member(s) to undertake the 

work of the Responsible Financial Officer when the Responsible 

Financial Officer is absent. 

 

17. ACCOUNTS AND ACCOUNTING STATEMENTS 

a “Proper practices” in standing orders refer to the most recent version of 

“Governance and Accountability for Local Councils – a Practitioners’ 

Guide”. 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

c The Responsible Financial Officer shall supply to each councillor as 

soon as practicable after 30 June, 30 September and 31 December in 

each year a statement which includes a comparison with the budget for 

the financial year and highlights any actual or potential overspends and  

summarises: 

i. the Council’s receipts and payments (or income and expenditure) 

for each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

iii. the balances held at the end of the quarter being reported and 

d As soon as possible after the financial year end at 31 March, the 

Responsible Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s 

receipts and payments (or income and expenditure) for the last 

quarter and the year to date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 1 of the annual governance and accountability return, as 

required by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance 

with proper practices and apply the form of accounts determined by the 

Council (receipts and payments, or income and expenditure) for the year 

to 31 March. A completed draft annual governance and accountability 
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return shall be presented to all councillors at least 14 days prior to 

anticipated approval by the Council. The annual governance and 

accountability return of the Council, which is subject to external audit, 

including the annual governance statement, shall be presented to the 

Council for consideration and formal approval before 30 June. 

 

18. FINANCIAL CONTROLS AND PROCUREMENT 

a. The Council shall consider and approve financial regulations drawn up 

by the Responsible Financial Officer, which shall include detailed 

arrangements in respect of the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the 

Council; 

iii. the work of the independent internal auditor in accordance with 

proper practices and the receipt of regular reports from the internal 

auditor, which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 

Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below £25,000 due to 

special circumstances are exempt from a tendering process or 

procurement exercise.  

b. Financial regulations shall be reviewed regularly and at least annually for 

fitness of purpose. 

c. A public contract regulated by the Public Contracts Regulations 

2015 with an estimated value in excess of £25,000 but less than the 

relevant thresholds in standing order 18(f) is subject to Regulations 

109-114 of the Public Contracts Regulations 2015 which include a 

requirement on the Council to advertise the contract opportunity on 

the Contracts Finder website regardless of what other means it 

uses to advertise the opportunity. 

d. Subject to additional requirements in the financial regulations of the 

Council, the tender process for contracts for the supply of goods, 

materials, services or the execution of works with an estimated value of 

more than £25,000 shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 

works shall be drawn up; 
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ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 

specification (ii) the time, date and address for the submission of 

tenders (iii) the date of the Council’s written response to the tender 

and (iv) the prohibition on prospective contractors contacting 

councillors or staff to encourage or support their tender outside the 

prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and 

in any other manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at 

least one councillor after the deadline for submission of tenders 

has passed;  

vi. tenders are to be reported to and considered by the appropriate 

meeting of the Council or a committee or sub-committee with 

delegated responsibility. 

e. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest 

value tender. 

f. A public contract  regulated by the Public Contracts Regulations 

2015 with an estimated value in excess of £181,302 for a public 

service or supply contract or in excess of £4,551,413 for a public 

works contract (or other thresholds determined by the European 

Commission every two years and published in the Official Journal 

of the European Union (OJEU)) shall comply with the relevant 

procurement procedures and other requirements in the Public 

Contracts Regulations 2015 which include advertising the contract 

opportunity on the Contracts Finder website and in OJEU. 

g. A public contract in connection with the supply of gas, heat, 

electricity, drinking water, transport services, or postal services to 

the public; or the provision of a port or airport; or the exploration 

for or extraction of gas, oil or solid fuel with an estimated value in 

excess of £363,424 for a supply, services or design contract; or in 

excess of £4,551,413 for a works contract; or £820,370 for a social 

and other specific services contract (or other thresholds 

determined by the European Commission every two years and 

published in OJEU) shall comply with the relevant procurement 

procedures and other requirements in the Utilities Contracts 

Regulations 2016. 
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19. HANDLING STAFF MATTERS 

a A matter personal to a member of staff that is being considered by a 

meeting of Council is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the 

Council’s most senior member of staff shall notify the chairman of 

Councillor, if he is not available, the vice-chairman (if there is one) of the 

Councilof absence occasioned by illness or other reason and that person 

shall report such absence to Council at its next meeting. 

c Two members of the Council shall upon a resolution conduct a review of 

the performance and annual appraisal of the work of the Proper Officer. 

The reviews and appraisal shall be reported in writing and are subject to 

approval by resolution by the Council.  

d Subject to the Council’s policy regarding the handling of grievance 

matters, the Council’s most senior member of staff (or other members of 

staff) shall contact the chairman of Council or in his absence, the vice-

chairman of the Council in respect of an informal or formal grievance 

matter, and this matter shall be reported back and progressed by 

resolution of the Council. 

e Subject to the Council’s policy regarding the handling of grievance 

matters, if an informal or formal grievance matter raised by the Proper 

Officer relates to the chairman or vice-chairman of Council this shall be 

communicated to another member of Council, which shall be reported 

back and progressed by resolution of the Council.  

f Any persons responsible for all or part of the management of staff shall 

treat as confidential the written records of all meetings relating to their 

performance, capabilities, grievance or disciplinary matters. 

g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing 

order 19(f).  

 

20. RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

a In accordance with freedom of information legislation, the Council 

shall publish information in accordance with its publication scheme 

and respond to requests for information held by the Council.   
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b.  [If gross annual income or expenditure (whichever is higher) does not 

exceed £25,000] The Council shall publish information in 

accordance with the requirements of the Smaller Authorities 

(Transparency Requirements) (England) Regulations 2015. 

 

21. RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 11. 

a The Council shall appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond 

to an individual exercising statutory rights concerning his personal 

data.  

c The Council shall have a written policy in place for responding to 

and managing a personal data breach. 

d The Council shall keep a record of all personal data breaches 

comprising the facts relating to the personal data breach, its effects 

and the remedial action taken. 

e The Council shall ensure that information communicated in its 

privacy notice(s) is in an easily accessible and available form and 

kept up to date. 

f The Council shall maintain a written record of its processing 

activities. 

 

22. RELATIONS WITH THE PRESS/MEDIA 

a Requests from the press or other media for an oral or written comment 

or statement from the Council, its councillors or staff shall be handled in 

accordance with the Council’s policy in respect of dealing with the press 

and/or other media. 

 

23. EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii). 

a A legal deed shall not be executed on behalf of the Council unless 

authorised by a resolution. 
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b Subject to standing order 23(a), any two councillors may sign, on 

behalf of the Council, any deed required by law and the Proper 

Officer shall witness their signatures.  

The above is applicable to a Council without a common seal. 

 

24. COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY 

COUNCILLORS 

a An invitation to attend a meeting of the Council shall be sent, together 

with the agenda, to the ward councillor(s) of the District and County 

Council representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to 

the District and County Council shall be sent to the ward councillor(s) 

representing the area of the Council. 

 
25. RESTRICTIONS ON COUNCILLOR ACTIVITIES 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or 

duty to inspect; or 

ii. issue orders, instructions or directions. 

 

26. STANDING ORDERS GENERALLY 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in 

relation to the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s 

standing orders, except one that incorporates mandatory statutory or 

legal requirements, shall be proposed by a special motion, the written 

notice by at least 2 councillors to be given to the Proper Officer in 

accordance with standing order 9. 

c The Proper Officer shall provide a copy of the Council’s standing orders 

to a councillor as soon as possible. 

d The decision of the chairman of a meeting as to the application of 

standing orders at the meeting shall be final. 
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Part 1 – General provisions 
 
Introduction and interpretation 
 
1. (1) This Code applies to you as a member of the Council (‘the authority’). It is 

your personal responsibility to comply with it. You should read this Code 
together with the general principles of public life on which it is based and 
which are set out at in Part 4 of the Code. 

 
 (2) In this Code: 
 

‘meeting’ means any meeting of: 
 

(a) the authority, , any committees, sub-committee, joint  committee, 
area or local committee; 

(b) members in formal or informal meetings with other members and/or 
with officers relating to the business of the authority; 

 
 ‘member’ includes a co-opted member and an appointed member. 

 
(3) If you need guidance on any aspect of this Code you should seek it from 

the Clerk. 
 
Scope and offences 
 
2. (1)  You must comply with this Code whenever you act or appear to act in your 

official capacity, namely when you: 
 

(a) conduct the business of the authority (including the business of the 
office to which you are elected or appointed);  
or 

(b) act, claim to act or give the impression you are acting as a 
representative of the authority, 

 
 (2) Where you act as a representative of the authority: 
 

(a) on another authority, you must, when acting for that other authority, 
comply with that other authority’s code of conduct; or 

(b) on any other body, you must, when acting for that other body, 
comply with your authority’s code of conduct, except and insofar as 
it conflicts with any other lawful obligations to which that other body 
may be subject. 

 
 (3) It is a criminal offence to fail, without reasonable excuse, to notify the 

authority’s Monitoring Officer of a disclosable pecuniary interest (as 
defined in paragraph 4(1), to fail to disclose such an interest at a relevant 
meeting (where it is not registered or notified), to take part in discussions 
or votes at meetings, or to take a decision where you have a disclosable 
pecuniary interest. It is also an offence knowingly or recklessly to provide 
false or misleading information about pecuniary interests to the authority’s 
Monitoring Officer of Mid Sussex District Council.  

 



 

Page 3 of 10 

 

General obligations 
 
3. (1) You must treat others with respect. 
 
 (2) You must not do anything which may cause your authority to breach any of 

the equality duties (as set out in the Equality Act 2010); 
 

(3) You must not bully any person; 
 

(4) You must not intimidate or attempt to intimidate any person who is or is 
likely to be a complainant or a witness, or involved in any investigation or 
proceedings about a complaint that a member (including yourself) has 
failed to comply with his or her authority’s code of conduct; 

 
(5) You must not do anything which compromises or is likely to compromise 

the impartiality of those who work for, or on behalf of, your authority. 
 
 (6) You must not: 
 

(a) disclose information given to you in confidence by anyone, or 
information acquired by you which you believe, or ought reasonably 
to be aware, is of a confidential nature, unless: 

 
 (i) you have the consent of a person authorised to give it; 
 (ii) you are required by law to do so; 
 (iii) the disclosure is made for the purpose of obtaining 

professional advice  and the recipient agrees not to disclose 
the information to any other person; or 

 (iv) the disclosure is in the public interest, made in good faith and 
in compliance with the reasonable requirements of the 
authority; 

 
 (b) prevent another person from gaining access to information to which 

that person is entitled by law. 
 
 (7) You must not conduct yourself in a manner which could reasonably be 

regarded as bringing your office or authority into disrepute. 
 
 (8) You must not use or attempt to use your position as a member improperly 

to confer on or secure for yourself or any other person, an advantage or 
disadvantage; and 

 
(9) You must, when using or authorising the use by others of the resources of 

your authority: 
 
 (a) act in accordance with your authority’s reasonable requirements; 
 
 (b) ensure that such resources are not used improperly for political 

purposes (including party political purposes). 
 

(10) You must have regard to any applicable Local Authority Code of Publicity 
made under the Local Government Act 1986. 



 

Page 4 of 10 

 

 
(11) When reaching decisions on any matter you must have regard to any 

relevant advice provided to you by the Clerk 
 

(12) You must give reasons for all decisions in accordance with any statutory 
requirements and any reasonable additional requirements imposed by 
your authority. 

 
 

Part 2 – Interests 
 
Disclosable pecuniary interests  
 
4. (1) You have a disclosable pecuniary interest in any business of the authority 

where it relates to or is likely to affect, in relation to you, your spouse, civil 
partner or a person living with you as if spouse or civil partner (‘the 
relevant person’)  

 
(a) any employment, office, trade, profession or vocation carried on for 

profit or gain; 
 
(b) any payment or provision of any other financial benefit (other than 

from the authority) made or provided within the preceding 12 
months in respect of any expenses incurred by you in carrying out 
duties as a member, or towards your election expenses.  This 
includes any payment or financial benefit from a trade union within 
the meaning of the Trade Union and Labour Relations 
(Consolidation) Act 1992(a); 

 
(c) any contract which is made between the relevant person (or a body 

in which the relevant person has a beneficial interest) and the 
authority under which goods or services are to be provided or works 
are to be executed and which has not been fully discharged. 

(d) any beneficial interest in land which is within the area of the 
authority; 

 
(e) any licence (alone or jointly with others) to occupy land in the area 

of the authority for a month or longer; 
 
(f) any tenancy where (to your knowledge) the landlord is the authority 

and the tenant is a body in which the relevant person has a 
beneficial interest; 

 
(g) any beneficial interest in securities of a body where that body (to 

your knowledge) has a place of business or land in the area of the 
relevant authority;  

 
and either: 

 
(i)  the total nominal value of the securities exceeds £25,000 or 

one hundredth of the total issued share capital of that body;  
Or 
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(ii) if the share capital of that body is of more than one class, the 
total nominal value of the shares of any one class in which the 
relevant person has a beneficial interest exceeds one 
hundredth of the total issued share capital of that class. 

 
(certain words and expressions used in this list are defined in Regulations) 

 
 (2) You have an interest which is a disclosable pecuniary interest as defined 

by section 30 of the Localism Act 2011 in any business of your authority 
where it relates to or is likely to affect anything listed in paragraph 4(1) but 
any interest which your spouse or partner may have is only treated as your 
interest if you are aware that your spouse or partner has the interest. 

 
 (3) Any such interest must be disclosed at the start of any meeting at which 

business relevant to the interest may be discussed or considered.  When 
such an interest arises you must not, unless you have received a 
dispensation from the Monitoring Officer, take part in any discussion or 
vote in relation to such business and you must leave the room whilst the 
business is discussed. 

 
Effect of disclosable pecuniary interests on participation 
 
5. (1) Where you have a disclosable pecuniary interest in any matter in relation 

to the business of your authority-  
 

(a) you must not participate, or participate further, in any discussion of the 
matter at any meeting, or participate in any vote, or further vote, taken 
on the matter at the meeting and must withdraw from the room or   
chamber where the meeting considering the matter is being held.  

 
(b) you must not exercise functions in relation to that matter, and  

 
(c) you must not seek improperly to influence a decision about that 

matter. 
 

Personal interests 
 
6. (1) You have a personal interest in any business of your authority where 

   
  (a) it relates to or is likely to affect: 

 
(i) any body of which you are a member or in a position of 

general control or management and to which you are 
appointed or nominated by your authority; 

(ii) any body of which you are a member or in a position of 
general control or management: 
(aa) exercising functions of a public nature; 
(bb) directed to charitable purposes; or 
(cc) one of whose principal purposes includes the influence of 

public opinion or policy (including any political party or 
trade union); 

 (iii) the interests of any person from whom you have received a 
gift or hospitality with an estimated value of at least £50; 
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  or 
(b) a decision in relation to that business might reasonably be regarded 

as affecting your well-being or financial position or the well-being or 
financial position of a person described in sub-paragraph (2) to a 
greater extent than the majority of other council tax payers, 
ratepayers or inhabitants of your electoral division; 

 
(2) In sub-paragraph (1)(b), a relevant person is: 

 
(a) a member of your family or any person with whom you have a close 

association; 
 

(b) any person or body who employs or has appointed such persons, 
any firm in which they are a partner, or any company of which they 
are directors; 

 
(c) any person or body in whom such persons have a beneficial 

interest in a class of securities exceeding the nominal value of 
£25,000; or 

 
(d) any body of a type described in sub-paragraph (1)(a)(i) or (ii). 

 
 
Disclosure of personal interests 
 
7. (1) Subject to sub-paragraphs (2) to (5), where you have a personal interest in 

any business of your authority and you attend a meeting of your authority 
at which the business is considered, you must disclose to that meeting the 
existence and nature of that interest at the commencement of that 
consideration, or when the interest becomes apparent, but only where you 
are aware or ought reasonably to be aware of the interest. 

 
 (2) Where you have a personal interest in any business of your authority 

which relates to or is likely to affect a person described in paragraph 
6(1)(a)(i) or 6(1)(a)(ii)(aa), you need only disclose that interest when you 
address the meeting on that business. 

 
 (3) Where you have a personal interest in any business of the authority of the 

type mentioned in paragraph 6(1)(a)(iii), you need not disclose that interest 
if it was registered more than three years before the date of the meeting. 

 
 (4) Where you have a personal interest but, by virtue of paragraph 13, 

sensitive information relating to it is not registered in your authority’s 
register of members’ interests, you must indicate to the meeting that you 
have a personal interest, but need not disclose the sensitive information to 
the meeting. 

 
 (5) Where you have a personal interest in any business of your authority and 

you have made an executive decision (as defined in regulations made 
under the Local Government Act 2000) in relation to that business, you 
must ensure that any written statement of that decision records the 
existence and nature of that interest. 
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Prejudicial interests  
 
8. (1) Subject to sub-paragraph (2), where you have a personal interest in any 

business of the authority you also have a prejudicial interest in that 
business where the interest is one which a member of the public with 
knowledge of the relevant facts would reasonably regard as so significant 
that it is likely to prejudice your judgement of the public interest. 

 
 (2) You do not have a prejudicial interest in any business of the authority 

where that business: 
 

(a) does not affect your financial position or the financial position of a 
person or body described in paragraph 6; 

 
(b) does not relate to the determining of any approval, consent, licence, 

permission or registration in relation to you or any person or body 
describe 

(c) ed in paragraph 4; or 
 

(c) relates to the functions of the authority in respect of: 
 

(i) housing, where you are a tenant of the authority provided that 
those functions do not relate particularly to your tenancy or 
lease; 

(ii) school meals or school transport and travelling expenses, 
where you are a parent or guardian of a child in full time 
education, or are a parent governor of a school, unless it 
relates particularly to the school which the child attends; 

(iii) statutory sick pay under Part XI of the Social Security 
Contributions and Benefits Act 1992, where you are in receipt 
of, or are entitled to, such pay; 

(iv) an allowance, payment or indemnity given to members; 
(v) any ceremonial honour given to members; or 
(vi) setting council tax or a precept. 

 
(3) The determining of any approval, consent, licence, permission or 

registration as referred to in paragraph 8(2)(b) shall include the 
amendment, modification, or variation of any such approval, consent, 
licence, permission or registration or any condition, limitation or term to 
which it is subject or the revoking of any approval, consent, licence, 
permission or registration. 

 
Effect of prejudicial interests on participation 
 
10. (1) Subject to sub-paragraph (2), where you have a prejudicial interest in any 

business of the authority: 
 

(a) you must, unless you have obtained a dispensation from the Clerk, 
withdraw from the room or chamber where a meeting considering 
the business is being held: 

 



 

Page 8 of 10 

 

(i) in a case where sub-paragraph (2) applies, immediately after 
making representations, answering questions or giving 
evidence; 

(ii) in any other case, whenever it becomes apparent that the 
business is being considered at that meeting; 

 
(b) you must not exercise executive functions in relation to that 

business; and 
 

(c) you must not seek improperly to influence a decision about that 
business. 

 
(2) Where you have a prejudicial interest in any business of your authority, 

you may attend a meeting (including a meeting of the overview and 
scrutiny committee of your authority or of a sub-committee of such a 
committee) but only for the purpose of making representations, answering 
questions or giving evidence relating to the business, provided that the 
public are also allowed to attend the meeting for the same purpose. 

 
Dispensations 

 
11 (1) The Clerk, on a written request made to the Clerk of the authority by a 

member, grant a dispensation relieving the member from either both of the 
restrictions in paragraph 5(1)(a) and 10(1)(a) (restrictions on participating 
in discussions and in voting), in cases described in the dispensation. 

 
 (2) A dispensation may be granted only if, after having had regard to all 

relevant circumstances, the Clerk 
 

(a) considers that without the dispensation the number of persons 
prohibited by paragraphs 5 and/or 10 from participating in any 
particular business would be so great a proportion of the body 
transacting of the business as to impede the transaction of the 
business,  

 
(b) considers that without the dispensation the representation of 

different political groups on the body transacting any particular 
business would be so upset as to alter the likely outcome of any 
vote relating to the business, 

 
(c) considers that granting the dispensation is in the interests of 

persons living in the authority’s area,  
 

(d) if it is an authority to which Part 1A of the Local Government Act 
2000 applies and is operating executive arrangements, considers 
that without the dispensation each member of the authority’s 
executive would be prohibited by paragraphs 5 and/or 10 from 
participating in any particular business to be transacted by the 
authority’s executive, or  

 
(e) considers that it is otherwise appropriate to grant a dispensation. 
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 3) Paragraph 5 and/or 10 do not apply in relation to anything done for the 
purpose of deciding whether to grant a dispensation under this paragraph. 

 
  

Part 3 – Registration of Members’ Interests 
 
Registration of members’ interests 
 
12. (1) Subject to paragraph 13, you must, within 28 days of: 
 

(a) this Code coming into force after being approved by the authority; 
or 

 
(b) your election or appointment to office (where that is later), register 

in the authority’s register of members’ interests 
 

(i) details of your personal interests where they fall within a 
category mentioned in paragraph 6(1)(a), by providing written 
notification to the authority’s Monitoring Officer; and 

(ii) disclosable pecuniary interests as defined in paragraph 4. 
 

(2) You must, within 28 days of becoming aware of any new personal or 
pecuniary interest or a change to any such interest registered under 
paragraph (1), register details of that new interest or change by written 
notification to the authority’s Monitoring Officer. 

 
 
Sensitive information 
 
13. (1) Where you consider that the information relating to any of your personal or 

pecuniary interests is sensitive information, and your authority’s Monitoring 
Officer agrees, you need not include that information when registering that 
interest, or a change to that interest. 

 
 (2) You must, within 28 days of becoming aware of circumstances which 

mean that information excluded under paragraph (1) is no longer sensitive, 
notify the Monitoring Officer so that the information is included in your 
authority’s register of members’ interests. 

 
 (3) In this Code, ‘sensitive information’ means information whose availability 

for inspection by the public creates, or is likely to create, a serious risk that 
you or any person may be subjected to violence or intimidation. 
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Part 4 – The General Principles of Public Life 

 
Selflessness 
 
1. Members should serve only the public interest and should never improperly 

confer an advantage or disadvantage on any person. 
 
Integrity 
 
2. Members should not place themselves in situations where their integrity may 

be questioned, should not behave improperly and should on all occasions 
avoid the appearance of such behaviour. 

 
Objectivity 
 
3. Members should make decisions on merit, including when making 

appointments, awarding contracts, or recommending individuals for rewards or 
benefits. 

 
Accountability 
 
4. Members should be accountable to the public for their actions and the manner 

in which they carry out their responsibilities, and should co-operate fully and 
honestly with any scrutiny appropriate to their particular office. 

 
Openness 
 
5. Members should be as open as possible about their actions and those of their 

authority, and should be prepared to give reasons for those actions. 
 
Honesty 
 
6. Members should not place themselves in situations where their honesty may 

be questioned, should not behave dishonestly and should on all occasions 
avoid the appearance of such behaviour. 

 
Leadership 
 
7. Members should promote and support these principles by leadership, and by 

example, and should act in a way that secures or preserves public confidence. 
 
 



 

WEST HOATHLY PARISH COUNCIL 

representing Highbrook, Selsfield, Sharpthorne, Tyes Cross and West Hoathly 
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Scheme of Delegation 
 
This Scheme of Delegation authorises the Proper Officer and Responsible 
Financial Officer (which may be one and the same person), and Committees of 
the Council to act with delegated authority in the specific circumstances 
detailed. 
 
1. Responsible Financial Officer Duties & Powers 
 

The Clerk shall be the Responsible Financial Officer to the Council and shall be 
responsible for the Council’s accounting procedures, in accordance with the 
Accounts and Audit Regulations in force at any given time. 
 

2. Proper Officer Duties & Powers 
 

2.1 The Clerk shall be the Proper Officer of the Council and as such is 
specifically authorised to: 
2.1.1 Receive declarations of acceptance of office; 
2.1.2 Receive and record notices disclosing interests at meetings; 
2.1.3 Receive and retain plans and documents; 
2.1.4 Sign notices, agreements, licences or other documents on behalf of 

the Council; 
2.1.5 Receive copies of By-laws made by another local authority; 
2.1.6 Certify copies of By-laws made by the Council; 
2.1.7 Sign and issue summonses to attend meetings of the Council. 
2.1.8 Keep proper records for all Council Meeting 
2.1.9 Notify the Returning Officer of any casual vacancies and liaise with 

him regarding the conduct of elections 
 

2.2 In addition, the Clerk has the delegated authority to undertake the following 
matters on behalf of the Council: 
2.2.1 The day to day administration of services, together with routine 

inspection and control. 
2.2.2 Authorisation of routine expenditure up to £1,000 within agreed 

budgets. 
2.2.3 Emergency or necessary expenditure up to £500 outside of the agreed 

budget (see 7 - Urgent matters below). 
2.2.4 Dealing with all press and public relations on behalf of the Council in 

consultation with the Chairman or Vice-Chairman. 
 

2.3 Delegated actions of the Clerk shall be in accordance with Standing Orders, 
Financial Regulations and this Scheme of Delegation and with directions 
given by the Council from time to time. 
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3. Standing Committees of the Council 

The Council may at the Annual Meeting appoint Standing Committees, and may 
at any other time, appoint such other Committees as are necessary, but subject to 
any statutory provision in that behalf:-  

3.1 Shall not appoint any Member of a Committee so as to hold office later than 
the next Annual Meeting, and may at any time dissolve or alter the 
Membership of a Committee  

3.2 The Chairman of the Council shall be an Ex Officio member of every 
Committee 

3.3 Every Committee shall propose a Chairman and Vice Chairman, at the Annual 
Meeting of the Committee. That Chairman and Vice Chairman then preside 
until the next Annual Meeting of the Committee.  

3.4 Committees shall meet within the timetable approved by the Council at its 
Annual meeting or on appointment of the Committee 

3.5 Meetings shall be open to the public, although the Committee may resolve to 
exclude the press and public under s1 Public Bodies (Admission to Meetings) 
Act 1960 only when there are confidential matters to be discussed 

3.6 The Chairman of a Committee or the Chairman of the Council may summon a 
special meeting of that Committee at any time.  A special meeting shall also 
be summoned on the requisition in writing of not less than a quarter of the 
Members of the Committee.  The summons shall set out the business to be 
considered at the special meeting and no other business shall be transacted at 
that meeting  

3.7 The quorum of all Committees will be one third of the membership but no less 
than 3. 

3.8 Committees shall, at all times, act in accordance with the Council's Standing 
Orders and Financial Regulations.  The Committees must operate within the 
statutory framework of powers and duties granted by way of rules, regulations, 
schemes, statutes, by-laws or orders made and with any directions given by 
Council from time to time. 

3.9 The Minutes of any Committee Meetings shall be presented to the next 
meeting of the Council. 

3.10 All members of the Council shall receive agendas and supporting papers of 
Council and all Committees by email, except where this is not possible.  

3.11 Members of Committees shall vote by show of hands.  Chairmen of 
Committees shall have a second or casting vote. 

 
4. Standing Committees of the Council  

A Member who has proposed a motion which has been referred to any 
Committee of which they are not a Member, may explain his motion to the 
Committee but shall not vote.  
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Any Council Member may attend, and with the permission of the Committee 
Chairman, speak on particular matters at a meeting of a Committee or Sub-
Committee of which they are not a member, but may not vote.  

 
5. Delegation to Committees  

Except as mentioned below, each Committee shall exercise on behalf of the 
Council the functions assigned to it as set out below.  

Committees are not bound to exercise delegated powers and may at their 
discretion refer matters to the Council for decisions.  

Each Committee is required to propose that its minutes and any 
recommendations therein should be approved and answer any queries and 
requests for clarifications.  

 
6. Delegation - Exceptions  
 

6.1 The borrowing of money  
6.2 The setting of the budget and levying of the precept 
6.3  The disposal of land, other than lettings for two years or less  
6.4 The introduction of new major policy or a change in the Council's established 

policy  
6.5 The making, amending or revoking of Standing Orders, Financial Regulations 

or this Scheme of Delegation  
6.6 The making, amending or revoking of bye-laws  
6.7 The purchase of land not provided for, or at a cost in excess of a sum 

allowed thereof, in any approved capital works. 
6.8 Confirming the appointment of a Clerk. 
 

7. Urgent Matters  
 
7.1 In the event of any matter arising which requires an urgent decision 

notwithstanding delegated powers granted by paragraph 2.2.4 above, the Clerk 
shall consult with the Chairman of the delegated Committee and/or the Chairman 
of the Parish Council and those Members so consulted together with the Clerk 
shall have delegated power to act on behalf of the Council in respect of the 
particular matter then under consideration.  

7.2 Before exercising the delegated powers granted by paragraph 7.1 above, those 
Members consulted shall consider whether the matter is of sufficient interest to 
justify the summoning of a Special Meeting of a Committee and, where a meeting 
is so summoned, the Committee concerned shall have delegated power to act on 
behalf of the Council in respect of the particular matter then under consideration.  

7.3 Before exercising the delegated powers granted by paragraph 7.1 above, the 
Committee shall consider whether the matter is of sufficient importance to justify 
recommending to the Chairman that an Extraordinary Meeting of the full Parish 
Council should be called. 

7.4 Whenever any action is taken under this Standing Order, full details of the 
circumstances justifying the urgency and of the action taken shall be submitted in 
writing to the next available meetings of the Committee and of the Council.  
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8. Standing Committees of the Council 
 

8.1 Terms of Reference for Planning Committee (to meet monthly) 
 

On behalf of the Parish Council the Planning Committee: 
 

• Examines planning applications 

• Agrees on applications not requiring further consideration by the full 
Council. 

• Responds to Mid Sussex District Council on behalf of the Parish Council.  

• Deals with any planning issues referred to it by the Parish Council.  

• Reports back to the next full Parish Council meeting.  

• Refers back for full discussion by the Parish Council any applications which 
may be controversial or have significant impact on the Parish. 

8.2 Terms of Reference for Asset and Highways Committee (to meet 4 
times a year) 

 
On behalf of the Parish Council the Asset and Highways Committee: 
 

Assets 

• Develops and maintains Finche Field, North Lane Recreation Ground and 
Sharpthorne Old Playground for the benefit and enjoyment of parishioners. 

• Manages and maintains the North Lane Public Toilets 

• Manages and maintains the North Lane Recreation Ground Sports Pavilion 

• Maintains and develops the children’s play spaces at North Lane 
Recreation Ground and Sharpthorne Old Playground. 

• Manages the allotments at Finche Field. 

• Liaises with Mid Sussex District Council to ensure Sharpthorne New 
Playground and Hook Lane Cricket Ground are developed and maintained 
for the benefit and enjoyment of parishioners. 

• Manages the maintenance of Selsfield Common on behalf of the National 
Trust. 

• Develops and updates a management plan for Finche Field. 

• Develops and updates a management plan for the trees within the parish 

• Works with Mid Sussex District Council to ensure litter bins and dog bins 
are sited appropriately, maintained and emptied. 

Highways 

• Identifies the key Highways issues. 

• Reports issues, where necessary, to West Sussex County Council, the 
police and other authorities. 

• Lobbies West Sussex County Council and other authorities on behalf of 
the Parish.  

• Leads on the Parish Council’s Local Winter Management Plan. 

• Works with West Sussex County Council to ensure salt/grit bins are sited 
appropriately, maintained and replenished through the winter months. 

• Works with West Sussex County Council to ensure the directional 
fingerposts are kept well maintained. 

• Works with West Sussex County Council to maintain the public 
footpaths/bridleways within the Parish. 
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• Is responsible for the maintenance of the bus shelters in North Lane and 
Top Road, Sharpthorne. 

• Liaises with West Sussex County Council with respect to public transport 
issues. 

• Disseminates views on highways and transport issues.  

• Prepares and manages a draft budget in relation to its responsibilities on 
behalf of the Parish Council. 

• Refers recommendations to the full Parish Council. 
 

Lay members can be appointed to this committee (subject to the make-up of 
the committee being 2/3 councillors to 1/3 non councillors) but will not have 
voting rights. 

 
8.3 Finance Committee Terms of Reference (to meet twice a year) 

 
On behalf of the Parish Council the Finance Committee: 

• Supervises the management of financial matters including the  
o Preparation and monitoring of budgets  
o Cash flow analysis 
o Production of annual accounts 

• Ensures compliance with the council’s financial regulations 

• Arranges internal and external audits 

• Makes recommendations for the setting of the precept 

• Maintains records of the Parish’s assets and ensures their proper 
protection 

• Leads the evaluation and management of risk including health and safety 

• Arranges appropriate insurance against normally insured risks and of the 
council’s assets against loss and damage 

• Considers policy issues referred to it by the Parish Council 

• Manages the council’s policies and procedures 

• Makes policy decisions regarding the HoathlyHub on behalf of the Parish 
Council   

• Fulfils the personnel role 
 
As at June 2017 much of the work of this committee is fulfilled by the full Parish 
Council.   
 
The Finance Committee  

• Meets in December to set a General Administration Budget and make 
recommendations for the setting of the precept 

• Meets in April to review the end of year statement of accounts and make 
recommendations to the full Parish Council on the Annual Governance 
Statement and Statement of Accounts.  

 
 

8.4 West Hoathly Village Hall Committee Terms of Reference (to meet 3 
times a year) 

 
On behalf of the Parish Council (as Sole Managing Trustee of West Hoathly 
Village Hall) the West Hoathly Village Hall Committee manages West Hoathly 
Village Hall: 

• Sets hiring fees and charges and conditions of hire 
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• Has responsibility for the maintenance and upkeep of the building and 
outside areas. 

• Manages the letting of the Village Hall Flat 

• Has responsibility for its Financial Management 

• Prepares and manages a budget in relation to its responsibilities on behalf 
of the Parish Council. 

• Abides by both Parish Council and Charity Commission law 
 

Lay members can be appointed to this committee (subject to the make-up of the 
committee being 2/3 councillors to 1/3 non councillors) and can vote on matters 
such as design or improvements/replacements to property and choice of 
equipment of fittings, choice of contractors for small tasks, licensing, staffing 
arrangements, etc. However they should not vote on the annual budget, setting 
of hire charges or overall expenditure/choice of contractor for significant 
improvements. 

 



 

WEST HOATHLY PARISH COUNCIL 

representing Highbrook, Selsfield, Sharpthorne, Tyes Cross and West Hoathly 
 

 

 

Annual Governance Statement 2019-20  
 

 Statement   Evidence  

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

Financial Regulations and Standing 
Orders are reviewed each year at the 
Annual Parish Council meeting held in 
May.  Last reviewed May 2019.  
  
Financial Risk Processes and 
Procedures reviewed November 2019  

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

Regulations and Procedures in place as 
above.  

We took all reasonable steps to assure 
ourselves that there are no matters of actual or 
potential noncompliance with laws, regulations 
and proper practices that could have a 
significant financial effect on the ability of this 
smaller authority to conduct its business or 
manage its finances  

CiLCA qualified clerk attends regular 
training including finance and legal 
update days.  

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

Notice given as provided by Accounting 
timetable.  All documents accessible on 
Parish Council website.  

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

Risk assessment reviewed November 
2019  
Financial Risk Processes and 
Procedures and Internal Controls for 
Self-Managed Risks reviewed at the 
same time 
Insurance requirements regularly 
reviewed.  
 

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

Monthly Bank Reconciliations are carried 
out by East Grinstead Town Council on 
behalf of the Parish Council   
Independent Internal Auditor visits twice 
yearly (December and May).  

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

Receipt of audit reports noted in minutes 
and any matters raised by auditors 
considered by Parish Council or Finance 
committee as appropriate.  

We considered whether any litigation, liabilities 
or commitments, events or transactions, 

Reviewed by clerk and brought to Parish 
Council attention if relevant  



 

 

 Statement   Evidence  

occurring either during or after year-end, have a 
financial impact on this smaller authority and, 
where appropriate have included them in the 
accounting statements  

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 and audit  

Processes and procedures followed are 
the same as the Parish Council 
processes and procedures  

 

 



Annual Governance and Accountability Return 2019/20 Part 3

To be completed by Local Councils, Internal Drainage Boards and 
other Smaller Authorities*:
•	 where the higher of gross income or gross expenditure exceeded £25,000 

but did not exceed £6.5 million; or
•	 where the higher of gross income or gross expenditure was £25,000  

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

Guidance notes on completing Part 3 of the Annual Governance and  
Accountability Return 2019/20  
1.	Every smaller authority in England that either received gross income or incurred gross expenditure  

exceeding £25,000 must complete Part 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 is completed by the authority’s internal auditor. 
• Sections 1 and 2 are to 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 before 1 July 2020.

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 2020. 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 2020 
• 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 2019/20

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 Section1, 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  
a publicly accessible website:
Before 1 July 2020 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 2019/20, approved and signed, page 4
•	 Section 2 - Accounting Statements 2019/20, approved and signed, page 5
Not later than 30 September 2020 authorities must publish:
•	 Notice of conclusion of audit
•	 Section 3 - External Auditor Report and Certificate
•	 Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.
It is recommended as best practice, to avoid any potential confusion by local electors and interested  
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2019/20 Part 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

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

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Part 3 of the Annual Governance and  
Accountability Return 2019/20 
•	 The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance and  

Accountability Return. 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 Annual Governance and Accountability Return is complete (no highlighted boxes left empty), 
and is properly signed and dated. Where amendments are made by the authority to the AGAR after it has 
been approved by the authority and before it has been reviewed by the external auditor, the Chairman and 
RFO should initial the amendments and if necessary republish the amended AGAR and recommence the  
period for the exercise of public rights. If the AGAR contains unapproved or unexplained amendments, it may  
be returned and additional costs will be incurred. 

•	 The authority should receive and note the annual internal audit report if possible before approving the annual  
governance statement and the accounts.

•	 Use the checklist provided below to review the Annual Governance and Accountability Return for completeness 
before returning it to the external auditor by email or post (not both) no later than 30 June 2020.

•	 Do not send the external auditor any information not specifically requested. However, you must inform your  
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide  
relevant email addresses and telephone numbers.

•	 Make sure that the copy of the bank reconciliation to be sent to your external auditor with the Annual Governance 
and Accountability Return covers all the bank accounts. If the authority holds any short-term investments, note their 
value on the bank reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the 
accounting statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and 
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

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

•	 If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or  
variances are not fully explained, additional costs may be incurred. 

•	 Make sure that the accounting statements add up and that the balance carried forward from the previous year  
(Box 7 of 2019) equals the balance brought forward in the current year (Box 1 of 2020).

•	 The Responsible Financial Officer (RFO), on behalf of the authority, must set the period for the exercise of public 
rights. From the commencement date for a single period of 30 consecutive working days, the approved accounts 
and accounting records can be inspected. Whatever period the RFO sets it must include a common inspection 
period – during which the accounts and accounting records of all smaller authorities must be available for public 
inspection – of the first ten working days of July. 

•	 The authority must publish 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 2020.
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Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

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

Has an explanation of significant variations from last year to this year been published?

Has the bank reconciliation as at 31 March 2020 been reconciled to Box 8?

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

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

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

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

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

Yes No

*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



This authority’s internal auditor, acting independently and on the basis of an assessment of risk, 
carried out a selective assessment of compliance with relevant procedures and controls to be in 
operation during the financial year ended 31 March 2020.

The internal audit for 2019/20 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.

Annual Internal Audit Report 2019/20

ENTER NAME OF AUTHORITY
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*If the response is ‘no’ you must include a note to state the implications and action being taken to address any weakness in control 
identified (add separate sheets if needed).

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

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

DD/MM/YYSIGNATURE REQUIRED
Date

Signature of person who 
carried out the internal audit

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

ENTER NAME OF INTERNAL AUDITOR

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

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

of arrangements to manage these.

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

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

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

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

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

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

K.	IF the authority certified itself as exempt from a limited assurance review in 2018/19, it met the 
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance 
review of its 2018/19 AGAR tick “not covered”)

Yes No*

Agreed? Please choose 
one of the following

Internal control objective

Not
covered**

L.	 The authority has demonstrated that during summer 2019 it correctly provided for the exercise 
of public rights as required by the Accounts and Audit Regulations.

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

Yes No Not applicable



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

Section 1 – Annual Governance Statement 2019/20

We acknowledge as the members of:

ENTER NAME OF AUTHORITY
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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 2020, that:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Yes No N/A

AUTHORITY WEBSITE ADDRESS
Authority web address
Other information required by the Transparency Codes (not part of Annual Governance Statement)

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

Chairman

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

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

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YY



I certify that for the year ended 31 March 2020 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.

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

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

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

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YY

DD/MM/YY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

8. Total value of cash and 
short term investments

9. Total fixed assets plus 
long term investments  
and assets

10. Total borrowings

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

11. (For Local Councils Only) Disclosure note 
re Trust funds (including charitable)

The Council, as a body corporate, acts as sole trustee for 
and is responsible for managing Trust funds or assets.
N.B. The figures in the accounting statements above do 
not include any Trust transactions.

Yes No

1. Balances brought  
forward

2. (+) Precept or Rates and 
Levies

4. (-) Staff costs

5. (-) Loan interest/capital 
repayments

6.  (-) All other payments

7. (=) Balances carried 
forward

3. (+) Total other receipts

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

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

Notes and guidanceYear ending
31 March 

2019 
£

31 March 
2020 

£

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

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

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

Section 2 – Accounting Statements 2019/20 for

ENTER NAME OF AUTHORITY

Page 5 of 6Annual Governance and Accountability Return 2019/20 Part 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*



Page 6 of 6

Section 3 – External Auditor Report and Certificate 2019/20

ENTER NAME OF AUTHORITY

ENTER NAME OF EXTERNAL AUDITOR

1	 Respective responsibilities of the body and the auditor
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 2020; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as

external auditors.
Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance 
with guidance issued by the National Audit Office (NAO) on behalf of the Comptroller and Auditor General 
(see note below). Our work does not constitute an audit carried out in accordance with International Standards 
on Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit would do.

2	 External auditor report 2019/20

*Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews in Auditor
Guidance Note AGN/02. The AGN is available from the NAO website (www.nao.org.uk)

DD/MM/YYSIGNATURE REQUIRED
Date

External Auditor Name

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

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

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3	 External auditor certificate 2019/20
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 2020.

External Auditor Signature
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In respect of



West Hoathly Parish Council 
Statement of Accounts 

For the year ending 31st March 2020 
Explanation of Principal Variances 

Receipts – increase of £4,640 (+7%)  

 2018/19 (£) 2019/20 (£) Variance (£) Variance (%) 

Total Receipts 
 

£71,322 £75,971 £4,640 +7% 

Precept 
 

£60,345 £66,120 £5,775 +10% 

Other Receipts 
 

£10,977 £9,851 -£1,126 -10% 

 

The increase in precept for 2019/20 includes money to build up reserve funds for future 

projects including 2 large expenditure projects: the replacement of a community sports 

pavilion (£4,000) and a review of the local Neighbourhood Plan (£3,000).  

 

The reduction in other receipts can be accounted for by a reduction of £1,182 in the amount 

reclaimed due to VAT (£3,139 in 2019/20 and £4,321 in 2018/19)  

 

Expenditure 

 2018/19 (£) 2019/20 (£) Variance (£) Variance (%) 

Total 
Expenditure 
 

£59,827 £65,047 £5,220 9% 

Staff Costs  
 

£19,450 £21,938 £2,488 13% 

Other 
Expenditure 
 

£40,377 £43,109 £2,732 7% 

 

In the last quarter of the year the Parish Council reviewed the salary of the clerk and agreed 

to increase the hourly rate by 25% which accounts for the increase in staff costs  

During the year the Parish Council has begun work on the initial project stages to replace the 

community sports pavilion and also contributed to improvements to another local 

playground.  This money has come from ear marked reserves but accounts for the increase 

in expenditure this year. 

   

Fixed Assets – increase of £1,823 

 2019/20 (£) 2019/20 (£) Variance (£) Variance (%) 

Fixed Assets 
 

£131,735 £133,558 £1,823  

 

The majority of the increase in the Fixed Assets is accounted for by the acquisition of a 

portable speed indicator device which is shared with other local parishes.  



West Hoathly Parish Council

List of Payments made between 01/05/2020 and 31/05/2020

14/05/2020
11:37

Date:
Time: Current Bank A/c

Page 1

Date Paid Payee Name Reference Amount Paid Transaction DetailAuthorized Ref
09/05/2020 British Telecom DD 66.48 Phone and BroadbandInv M014 JS
18/05/2020 Peter Frost 721817399 97.50 FInal Internal Audit 201920Invoice 994
18/05/2020 Hydro Descaling Ltd 125373557 510.00 NLR Public sewer surveyInv 887515
18/05/2020 Open Spaces Society 500634002 45.00 Annual MembershipMemeber ref 12639
18/05/2020 Monitor Cleaning 338983712 217.54 Public Toilet CleaningInv 23043
18/05/2020 Gary Coxall 867346889 90.00 Vinols Cross and GeneralInv 007
18/05/2020 Dorian Fretwell 885568231 192.00 Hall Cleaning May
18/05/2020 Colin Gibbs 63564169 32.94 Handyman Costs May
18/05/2020 Rachel Whitlam 352611058 179.77 Asst Clerk Salary May
18/05/2020 Helen Schofield 49313898 1,181.46 Clerk May Salary and exps
18/05/2020 HMRC 514903838 250.92 PAYE May
18/05/2020 WSCC Local Govt Pension Scheme374203007 372.15 Pensions May
18/05/2020 Derek Shurvall 791790144 420.00 Grass Maintenance

Total Payments 3,655.76



Trustees of West Hoathly Village Hall

List of Payments made between 01/05/2020 and 31/05/2020

18/05/2020
10:37

Date:
Time: Current Bank A/c

Page 1

Date Paid Payee Name Reference Amount Paid Transaction DetailAuthorized Ref
18/05/2020 Gary Coxall 619529623 60.00 Hall Garden Tidy UpInvoice 007
18/05/2020 West Hoathly Parish Council 651892544 246.25 Hall employee costs
18/05/2020 Gemma Dean 416973167 28.00 Hall Hire Refund Covid 19
26/05/2020 Business Stream DD 356.54 Waste Water2739067/9

Total Payments 690.79
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