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Little Braxted Parish Council

You are hereby summoned to attend the Meeting of Little Braxted Parish Council to be held in
The Braxted Bakery, Witham Lane, Little Braxted on Tuesday 11" June 2018 at 7.00 p.m.

Gordon Mussett
Parish Clerk
4" June 2019

AGENDA

1. Apologies for absence
To receive apologies for absence

2. Declarations of Interest
For Members to declare any interests in matters on the agenda

3. To Consider any requests from Members for Dispensations
To consider any requests from Members with pecuniary interests for dispensations
to enable them to participate on the item in which they have a pecuniary interest

4. To Agree and Approve the Minutes of the Meeting held 14™ May 2019
To agree and approve the minutes of the meeting held on 14™ May 2019 as a true
record

5. To Invite Members of the Public to speak on Matters Regarding and Affecting
the Parish

6. To Receive and Note the Internal Audit Report for 2018/2019 - attached
To receive and note the Internal Audit Report for 2018/2019

7. To Review the Effectiveness of the Internal Audit — attached
To review the effectiveness of the Internal Audit

8. To Re-Appoint the Suffolk Association of Local Councils as the Council’s
Internal Auditors — attached
To re-appoint the Suffolk Association of Local Councils as the Council’s Internal
Auditors

9. To Adopt a Separate Statement of Internal Controls - attached
To Adopt a Separate Statement of Internal Controls



10.To Appoint the Clerk as the Council’s Responsible Financial Officer — attached
To appoint the Clerk as the Council’s Responsible Financial Officer

11.To Adopt a Data Subject Access Procedure — attached
To adopt a Data Subject Access Procedure

12.To Adopt a Procedure for Dealing with Data Breaches — attached
To adopt a procedure for dealing with Data Breaches

13.To Adopt a Data Retention and Disposal Policy — attached
To adopt a Data Retention and Disposal Policy

14.To Agree the Governance Statement in the Annual Return — attached
To agree the Governance Statement in the Annual Return

15.To Receive, Agree and Sign the Annual Return to the External Auditor —
attached
To receive, agree and sign the Annual Return for 2018/2019

16.To Agree the Council’s Policy for Dealing with the Press/Media - attached
To agree the Council’s policy for dealing with the Press/Media

17.To Consider Re-Consulting on Housing Needs — attached
To consider re-consulting on Housing Needs

18.To Receive an Update on Further HGV Restriction Notices, Witham Road —
attached
To receive an update on further HGV restriction notices, Witham Road

19.To receive a financial statement as of 30™ April 2019 - attached
To receive a financial statement as of 30™ April 2019

20.To Approve the following payments:-
To approve the following payments:-

Document | Payable To In Respect of £
Reference

562 SALC Internal Audit Fee £270.00
563 G N Mussett Litterpicking Sacks £13.98
564 H Bendall Litterpicking

565 G N Mussett Clerk’s Salary




566

HM Revenue &
Customs

PAYE/NI

£127.40

21.Clerks Report — for Information
a) Highway Issues — bridge repairs

b) Hi-Speed Broadband

22.Closure




ITEM 6
To Receive and Note the Internal Audit Report for 2018/2019 - attached

Internal Audit Report
Year ending: 31* March 2019

Litthe Brawted Parsh Coundcil
Namie of Council:
E2T 47470
Incame:
£3,227.43
Expenditure:
£3274
Precept Figure:
£1333
General Reserve:
£16,276
Earmarked Reserves:




Suffolk

Association of local
Internal Audit Objectives and Responsibilities

The primary objective of internai Audit is to review, aporaise and report upon the acequacy of internal controd sy operating throughout the council, ancto
achieve this will adopt & predominantly systems-based spproach to audit.

The council's internal control system comprises the whole network of systems established within the council to provice reasonabie assurance that the council’s
objectives will be achieved, with reference to:

*  The effectivenes: of operations

* The economic and efficent use of resources

* Complisnce with applicadle policies, procedures, laws and regutations

*  The safeguarding of azsets and interests from iosz23 of all kindz, including those arising from fraud, irreguiarity and corruption
* The integrity and reliatéity of informstion, accounts and dats

Accordingly. in the conduct of planned audits Internal Audit may:

*  Carry out 3 selective t of compli with procedures and controls expected to de in operation duning the financial year in orcer to
be adle to complete the Annual intarnal Audit Report 2047/18 of the Annual Governance anc Accountsdility Return (AGAR]

* Review the reliability anc integnity of financisl informstion and the means used to icentify, measure, ciassify and report zuch information

*  Feview the mesn: of zafeguarding aszets and, as appropriate, verify the existence of such assets

e App the y anc efficiency with which rezources are employec, identify opportunities to imarove performance anc recommend s0Jutions to
problems

* Review the established systems to ensure compiiance with thoze podcies, pr , laws and reg which coutd have a significant impact on
operations, and determine whether the council iz in compliance

*  Raview the operations and activities to ascertain resuits are i with objectives and whether they are being carried out as planned




Subiject

Requirements

Comments/Recommendations

1. Proper Book-eeping

Type of cash book or ledger used

Expel spreadishest is used.

Cash book kept up to date and regularty werified against
oank statement

The mashbook is kept up to date and verified agminst bank
statements

Corect srithmetic snd balancing

Arithmetic ard balnong wers oomect.

Z. Financial Regulations &
Standing Orders

Evidence that standing orders have been adopted and
reviewed regulay

Up to date Standing Orders wene reviewsd st the Council
meeting om 22,318,

Ewidence that Financial Regulstions have be=n agopted and
rewiewed regulary

Finan<ial Regulations were reviewed st the Coundl mesting on
233718,

Ewidence that s Responsiole Financisl Officer has been
appointed with specific duties

Mo evidencs seen of the annual sppaintmient of a R=sponsiole
Finan<ial Cificer.

Comment: Coundl showld be mindful that 2l authorities mwest
annually appoint an officer to be responsible for the finanda
acministration of the authority in sccondsnce with Section 131
of the LGA 1572

Evidence that Financial Regulstions have bes=n tailored to
the Coundcil

Evidenoe seen that Financial Regulstions havwe been tailored to
the: Counci

3. Payment contros

Suppporting paperwork for payments, and approprists
authorisation

& selection of random payments was selected and cross
checked against chequeb ook, mzhbook, bank stabzments,
imices and minutes. Allwere found to be i order.

nternat Esnking transsctions properly recorded,/approved

Interniet banking is not used

WAT correctly igentified and reclaimed within tme limits

WAT was reclsimed for the period 1/4/18 to /3/19 and totallsd
£154.10.

Has Council asoptead the Genersl Power of Compatence snd
= it being correctly spolied?

The Genersl Power of Compatence has not oean sdopted




5137 separately reconded, minutsd and within statutory
imits

Mo payments were made under 5137,

Payments of interest and principal sums in respect of oans,
are paid in sccordanos with spresmenks

FJA

4. Risk Management

s there evicen oz of risk assessment doosm entation

Rizk assessment dooumentation identifies and asmesses 8
rumber of risks associabed with its actions and dedsions being
taken by the Council.

EvidiEnce that risks are being idemtfied and managesd.

Evidenoe seen that risis mre being identitied and mansged

Aporogriste Insurance cover in piace for employment, pubilic
linbility and fidelity puarntes.

The inzurnce schedule confirms Public and Em ployers Linbility
cower of £10 million esch, with fidelity cover of £2°50,000.

Evidence that insurance is sdequate and has been reviewed
an an annual basis

The inzurancs policy was reviewed on 22,5718,

The Coundl does not own playground or sports equipment.
These are included as stancard cover sutomistically by the
iNSUrsRcE company

Evigence that internal controls are documented and
regularty reviewsd

Although evidence seen of financial risk manag=ment
documentation, there iz not & separste document for inkernal
controls.

Commant : Im order that the Cowncil oan provide clesr evidenoe
of complisnce with the Accounts snd Audit Regulstions,
separate Statement of internal Controls should be constructed
and adopted oy the Coundil [medel dooument availole from
SALC)

Evidence that s review of the effectivensss of intermal ausdit
has be=n carried out during the year

Mo evidencs seen of a review of the effedivensss of inkemal
mwdit during this financial year.

Recommendation : Council showld inchade in their minutes
that they hawe reviewed the effectivensss of the inbernal
awdit during the yesr of sudit. Statutory guidsnce from

Accounts and Audit Reg 2045 reguintion 5.

5. Budgetary controls

eritying that the budget has been properly prepared, and
mgreed

Evidence seen of the annual budget to Support the precept

Werifying that the Frecept amount has besn agreed in ful
Council and clearly minuted

The precept of £3274 was agresd by the Council in their
minutes of 3071718




fegular reporting of expenditure and variances from buedget

Expenditure is reported at each mesting in the minutes.
The oomparison of expenditure against budget is noted at sach
Counol meeting in the Finandsl Report from the Cerk/RFO

Reseryes held

seneral and Earmiarked.

Details of reszrves are published on the weasite:
Ganeral : £1339
Enrmiarked [ £16,276

E. In<ome controds

s incame property recarded and promipely banksd?

Income is raconded iin the cashbook and in the Clerk/RFD's
finsncisl report and promatly Denked. Howewer, each item of
income is mok lisked in the minutes.

Comment: It is good practice to recond all ftems of income in
tha miinartes.

s incomie reparted to full Council?

Flzase sex note abowve.
Total income s recorded in the minutes.

Does the Precept recorded sgree to the Council Tax
sthority's notification®

Fracept recorded of £3274 agress to the Cownol Tax
Autharities notification.

I appropriate, are CIL Reporting Schedules in accorcance
with the Community Infrastruchune Levy Regulations 20407

FJ/A

7. Petty Cash

is & petty cazh in operstion®

If o, is there an sdeguate controd system in place

Cleric has confirmed that s petty msh system is not in
operation. There is one outstanding amount for £0.32 which is
carmed forwsrd each year.

&. Payroll controds

Do all employees have contracts of employment?

Mo evidence szen of the contract of employment for the
Cheri fRFD.

Are arrangements in plaoe for suthorising of the payroll and
pEyments by the Council®
Weritying the process for agreeing mtes of pay to be apolied

Irveaices for payroll sre suthorised by 2 Coundliors and
mpproved at the Council meeting.

Do salary payments indude deductions far PAYE/NIC?

Salsry payment included deductions.




5 PAYE/NIC paid promatly to HRMALCT

PAYE iz paid to HMAC in sccordance with the agresd
timescales,

s there eviden o thet the Coundl is aware of its pension
responsiniities? Ane pension payments in cperation®

Decisrstion of complanoe comipleted with regulator 31.9.17
with mo staff baing sutomatically enrolled

Are other payments to employess reasonabie and approved

oy the Council®

&l other payments are reasonabile and approved by Councl.
Expansas are supported by receipts.

9. Aszet controd

Weritying the Coundl maintains an Aszet Register in
BCrordance with proper practises

Up to date asset register seen, with assets to the value of
£4204.

Weritying that the Aszet Register is reviewed annually

Ht wais minwted on 22,518 that the asset register has besn
reviewed.

Cross checking of insurance cower

IRSUrance cover was cross dhecied against assets and found to
b in oreer.

10.Bank reconclistion

fie guiarty completed and reconciled with cash book

Clerk provides & regular financial report including bank
recondilistion which is proviged to Coun diiors.

Confirm bank Dalsnces agres with bank statements

The bank balsnoes agres with the Denk statements:
Earclays Commaunity Accownt £28431.75.

Repgular reporting of bank balances at councl meetings

Eank balamces ars reported st &sch Council mesting in the
miinutes.

11 Year-end procedures

Approgriste sccounting procsdunes ussd

The Receipts and Fayments procedure is used

Finandal trail fram records ko presartsd sccounts

The Councl demonstrates financisl conkrol by ensuring that
receipts and paymients are sted in the Coundl's minutes as
part of the smalier awthorities financial controd

Has the appropriste end of year AGAR documents besn
completsd?

The appropriate AGAR documents have besn comipleted:
Section 1 — Annusl Sovernance Statement
Section 2 — Accounting Statement




The Coundil has cormectly not certified itz exemat from an
external audit this year as their receipts ane in =ooess of
£73,000.

Where sn authority certiffed itself sxempt in 204718, did it
met khe &xemption criteria and correctly declared itself
ex=mpt?

Im 2047/18 the Council declared itsef exempt and met the
exemption riteria with gross expenditure and income not
excesding £13,000.

Was thers the cppartunity provided for the exercise of
electors’ rights?

The opportumity was provided for the axerdse of elector's
rights.

Have the publication requirements been met in accordanoe
with the Audit & Accounts Regulstions of 2045

The following information was published on & pualic website
Bz required by the Accounts ard Audit Regulstions 2015, the
Local Awsdit [Smslier Authontes) Regultions 2045 and the
Transparency Code for Smalier Authorities.

= Certificate of Exemption, page 3

= Anmual Intemal Audit Report 201718, pags 4

= Section 1 — Annual Sovernance Statement 2017718, page 3
= Section 2 — Accounting Statements 204715, page &

= Analysis of Wanances

= Bank reconciliation

= Natice of the period for the exercse of puslic rights and
other information required by Regulstion 15 {2], Accounts and
Audit Reguistions 2013

12 Internal audit for the
yeur ending 31 March
ZoiE

Weritying that the: previous intemal sudit reports heve been
consicered by the Council

It weas miinutesd on 5/6/18 that the int=mal sudit report had
be=n considersd by the Coundl

Weritying that appropriate action has been taksn regarcing
recommiendations raised in reports from Internal Audit

Mo ib=ms were raisec.

Confirmstion of appoantment of internal Suwditor

Mo evidencs seen of the appoinkment of &n internsl suditor for
thiz finandal year.

Comment: It is good practise to minute the appointment of the
Interminl Auditor ssch year




13. External sudit for the

year ending 31 March
ois

Weritying that the external awsdit report has besn considered
oy the Council

The Coundl declared itself ex=mpt in 201718 s its gross
income and expenditure did not exceed £23,000.

Weritying that appropriate action has been taksn regarcing
recommendations raised in reports from External Audit

LT

14. Addibionsl Comments

Aranusal mesting - beldd in accordance with legislstion

The Counal's annual mesting was held on 22,5718 with the
first item on the apenda being the alection of the chaimman

Comect identification of trustee responsibilties

MA

Werifimation that the applimble Transparency Code hiss besn
correctly applied and information is publizhed in accorgance
with curment kegisiation

Please sex note under fem 11 year end proosdures.
All ft=mz published.

Weritying that the counol is registersd with the 100

The Coundil is registered with the 100 under referance
Z3514041

Weritying that the: Counci is complant with the General Data
Frotection Regulation requiremsnts

The= Coundil is partially compiiant with the General Dats
Frotection Regulstion requirements having published
%  Privacy Notices and & data protection palioy
To be fully compliant the Coundil should publish the following
items on their website:
*  Procedures for desling with Subject Access Requests
v Procedure for dealing with Dats Bresches
* [Data Retention & Disposal Policies
*  Audit, Impact Assessment

signed... L bada Harley

Date of Internal Audit Visit

NiA

On behilf of Suffolk Associstion of Local Coumdls

Date of Internal Audit Report

23/5/18




The Independent Internal Auditor has raised a few issues to be addressed:-
a) Annual re-appointment of Responsible Financial Officer
b) The need to adopt a separate statement of internal controls
c) The need to minute the review of the effectiveness of the Internal Audit process,
and to re-appoint the Internal Auditor annually
d) The need to publish further documentation regarding the General Data Protection
Regulations.
These matters are contained further within this agenda.

Members are recommended to note and accept the Internal Audit Report and to
address the matters raised.

ITEM 7
To Review the Effectiveness of the Internal Audit

The Council, with usually a very small financial turnover, has an annual independently-
conducted Internal Audit. The scope and manner of the audit are contained in page 2 of
the Internal Audit Report above, which has in recent years been conducted by trained
auditors of the Suffolk Association of Local Councils. These auditors vary the elements
of the Council’s activities to be reviewed in detail each year based on feedback from the
appointed External Auditors as to issues found nationally during the audit process.

Members are required to assure themselves that the scope and manner of the
Internal Audit satisfy their requirements, and that no other measures are needed
at audit to ensure the Council’s assets are protected.

ITEM 8
To Re-Appoint the Suffolk Association of Local Councils as the Council’s Internal
Auditors

If Members are assured that the current level, scope and manner of Internal Audit is
sound, to re-appoint the Suffolk Association of Local Councils as their Internal Auditor
for 2019/20

ITEM9
To Adopt a Separate Statement of Internal Controls

A draft for consideration is shown below:-

Little Braxted Parish Council Statement of Internal Control

Scope of Responsibility

Little Braxted Parish Council (the Council) is a local authority funded by public money
and is responsible for ensuring its business is conducted in accordance with the law and
proper standards and that public money is safeguarded, properly accounted for, used
economically, efficiently and effectively.



In meeting this responsibility assurance is required that there is a sound system of
internal control and that the Council’s accountability framework is ‘risk’ based;
proportionate to that risk and to the amounts of public money involved and to the
stakeholders’ need for assurance.

The Purpose of the System of Internal Control.

The system of internal control is designed to ensure that risks are managed to a
reasonable and acceptable level forming part of an ongoing process designed to identify
and prioritise the risks to the authority’s policies, aims and objectives and to evaluate
and manage those risks accordingly.

The Internal Control Environment
The Council:

appoints a Chairman to be responsible for the smooth running of meetings and for
ensuring that all Council decisions are lawful with the clerk’s advice.

reviews its obligations and objectives and approves budgets for the following year at its
January meeting. This meeting also approves the level of precept for the following
financial year.

meets a minimum of 4 times each year and monitors progress against its aims and
objectives.

The Council Clerk to the Council/Responsible Financial Officer:

is appointed by the Council to act as the Council’s advisor and administrator

is the Council’'s Responsible Financial Officer and is responsible for administering the
council’s finances

is responsible for the day to day compliance with laws and regulations that the Council
is subject to and for managing risks

ensures that the council’s procedures, control system and policies are adhered to.

Payroll Controls:

the clerk has a contract of employment with clear terms and conditions.
Salary paid to agree with that approved by the Council.

PAYE is being properly operated by the Council as an employer and monthly
submission are made to HMRC under Real Time.

Payments:

are reported to the Council for approval

are made by cheque and signed by the clerk and 2 councillors (who also sign the
relevant invoice and the counterfoil.

Income
is banked in the Council’s name in a timely manner and reported to the Council



Risk Assessments (Risk Management)
assessments are carried out in respect of actions, systems and controls are regularly
reviewed.

The Internal Audit

is carried out by an independent Internal Auditor who reports to the Council on the
adequacy of its records, procedures, systems, internal controls, regulations and risk
management reviews.

Standing Orders
the Council has adopted the Model Standing Orders as recommended by N.A.L.C.

Financial Orders
the Council has adopted and reviews updates as necessary each year.

VAT
VAT payments are identified, recorded and reclaimed.

Petty Cash
The Council does not operate a Petty Cash system

Asset Register
the Council maintains a register of all material assets owned or in its care. The Clerk to
update as and when necessary and to be approved annually.

Insurance
The Council’s insurance provision is reviewed annually both in relation to its schedule of
cover and also its value for money.

Code of Conduct

Each members must sign Acceptance of the Code and complete a Register of Interest
form. Members to consider every items on the agenda and ensure that any interest is
declared at the beginning of the meeting or before the matter is discussed.

an item ‘Declarations of Interest’ will be placed on every agenda.

Paragraph 12 (2) of the revised Model Code of Conduct has been adopted.

Reviewed date June 2019
Review date May 2020

Members are recommended to agree this Statement of Internal Control



ITEM 10
To Appoint the Clerk as the Council’s Responsible Financial Officer

The Clerk has been the Council’'s Responsible Financial Officer since appointment but it
IS necessary to confirm the re-appointment on an annual basis.

Members are recommended to re-appoint the Clerk as the Council’s Responsible
Financial Officer

ITEM 11
To Adopt a Data Subject Access Procedure

A draft policy and procedure is shown below:-
SUBJECT ACCESS REQUEST (SAR) POLICY

1. UPON RECEIPT OF A SAR, LITTLE BRAXTED PARISH COUNCIL (LBPC) WILL.:
(a) Verify whether LBPC is the controller of the data subject’s personal data. If it is not a
controller, but merely a processor, LBPC will inform the data subject and refer them to
the actual controller.

(b) Verify the identity of the data subject; if needed, request any further evidence on the
identity of the data subject.

(c) Verity the access request; is it sufficiently substantiated? Is it clear to the data
controller what personal data is requested? If not: request additional information.

(d) Verify whether requests are unfounded or excessive (in particular because of their
repetitive character); if so, LBPC may refuse to act on the request or charge a
reasonable fee.

(e) Promptly acknowledge receipt of the SAR and inform the data subject of any costs
involved in the processing of the SAR.

(f) Verify whether LBPC processes the data requested. If it does not process any data,
inform the data subject accordingly. At all times make sure the internal SAR procedure
is followed and progress can be monitored.

(9) Ensure data will not be changed as a result of the SAR. Routine changes as part of
the processing activities concerned are permitted.

(h) Verify whether the data requested also involves data on other data subjects and
make sure this data is filtered before the requested data is supplied to the data subject;
if data cannot be filtered, ensure that other data subjects have consented to the supply
of their data as part of the SAR.

2. RESPONDING TO A SAR

(a) Little Braxted Parish Council will respond to a SAR within one month after receipt of

the request:
(i) If more time is needed to respond to complex requests, an extension of
another two months is permissible, provided this is communicated to the data
subject in a timely manner within the first month;



(ii) if the council cannot provide the information requested, it should inform the
data subject on this decision without delay and at the latest within one month of
receipt of the request.
(b) If a SAR is submitted in electronic form, any personal data should preferably be
provided by electronic means as well.
(c) If data on the data subject is processed, make sure to include as a minimum the
following information in the SAR response:
(i) the purposes of the processing;
(i) the categories of personal data concerned;
(iii) the recipients or categories of recipients to whom personal data has been or
will be disclosed, in particular in third countries or international organisations,
including any appropriate safeguards for transfer of data, such as Binding
Corporate Rules or EU model clauses ;
(iv) where possible, the envisaged period for which personal data will be stored
or, if not possible, the criteria used to determine that period,
(v) the existence of the right to request rectification or erasure of personal data or
restriction of processing of personal data concerning the data subject or to object
to such processing;
(vi) the right to lodge a complaint with the Information Commissioners Office
(“ICO7);
(vii) if the data has not been collected from the data subject: the source of such
data;
(viii) the existence of any automated decision-making, including profiling and any
meaningful information about the logic involved, as well as the significance and
the envisaged consequences of such processing for the data subject.
(d) Little Braxted Parish Council will provide a copy of the personal data undergoing
processing.

Members are recommended to adopt the above Policy/Procedure

ITEM 13
To Adopt a Procedure for Dealing with Data Breaches

A draft procedure is shown below:-

DATA SECURITY INCIDENT PROCEDURE

1. INTRODUCTION

1.1 We have a responsibility to ensure that personal information is kept and used
securely. If anything goes wrong and, for example, data is lost, stolen, misused, sent to
the wrong address or inappropriately accessed or released, we equally have a

responsibility to put things right.

1.2 All suspected information security incidents must be reported to the Data Protection
Officer (DPO). This enables the DPO to conduct a full investigation, and to identify



areas of weakness and improvements that need to be made. It also enables the DPO to
take a decision as to whether the incident should be reported to the Information
Commissioner’s Office as a data breach. The latter must be done within 72 hours of
discovery, therefore all suspected incidents must be reported to the DPO as soon as
they are discovered.

1.3 When sensitive information has been put at risk, but has not actually been lost,
stolen, misused or inappropriately accessed or released, it may not be an incident
requiring reporting to the Information Commissioner’s Office however it is not good
practice. The DPO will still put measures in place to prevent a reoccurrence.

1.4 All staff and Councillors must be made aware of this procedure.
2. PROCEDURE

2.1 All identified incidents must be reported to the DPO as soon as they are detected.
Even where there is some difference of opinion regarding breach, err on the side of
caution and report it.

2.2 Upon detecting a breach, it is important to act quickly. In particular it is important to
let the DPO know the following:

i) The extent of the breach

if) The amount of information involved

iii) The sensitivity of information involved

2.3 The DPO will investigate the incident and establish why it happened, whether or not
it constitutes a breach and what remedial action is necessary.

2.4 The DPO will use their initial assessment to report the breach if it meets the
necessary threshold for reporting to the Information Commissioner’s Office within 72
hours of the discovery of the breach. If this is done after 72 hours, the DPO will provide
an explanation for this.

2.5 The DPO will prepare an incident report containing the following:
i) A timeline of dates and times concerning the incident
il) The potential for loss or damage to individuals, the parish council or any other body
iii) What measures need to be taken and how quickly to address:-
a. Restoring any lost information to our custody or control
b. Whether to warn people about the loss, including who to warn and when.
This may require a risk assessment.
c. Factors taken into account for deciding to report the loss to the Information
Commissioner’s Office.
d. Whether to report the loss to the Police.

2.6 The DPO will consider taking statements from those involved, especially where the
quality of evidence may be lost through time or people may not be present for long.



2.7 The DPO will report any actions that need to be taken to prevent a reoccurance of
the breach and the parish council will ensure that these are implemented.

2.8 The DPO will write to any data subject(s) affected, if necessary dependant on the
outcome of a risk assessment, and deal with any subsequent complaint. A standard
letter template for this is in Appendix 1.

2.9 The DPO will also correspond as applicable with any member of the public reporting
a breach.

2.10 The DPO will deal with any correspondence from the Information Commissioner’s
Office, providing any further information requested and implementing any
recommendations.

APPENDIX 1

Letter to notify that personal data has been breached

| write to you to bring to your attention a breach of the Data Protection Act that
unfortunately involves your personal data.

As you would imagine we have taken this matter very seriously and are investigating the
matter / have concluded our investigation into it.

The facts in this matter are <give brief description of what has happened, eg a letter
intended for you was sent to another individual because of an administrative error. The
other individual immediately notified me on receipt and returned the letter.>.

| am unable for reasons of confidentiality to go into details of my investigation, however |
am able to tell you that you <state what remedial action(s) have been carried out / what
has been to prevent a reoccurrence, without breaching confidentiality>

If you have any questions or concerns regarding this letter, please get in touch with me
or alternatively speak to your social worker who is aware of the situation.

| would again like to apologise for the incident of which you were no doubt unaware.
Yours sincerely,
APPENDIX 2

Letter in response to notification by service user



Thank you for your letter / telephone call of <date> bringing the incident whereby <state
what has happened> to our attention. We are obliged to you for acting in such a
responsible way in contacting us.

As you would imagine we have taken this matter very seriously and | have concluded
our investigation into it.

The facts in this matter are <give brief description of what has happened, eg a letter
intended for another individual was sent to you because of an administrative error>.

| am unable for reasons of confidentiality to go into details of my investigation, however |
am able to tell you that you <state what remedial action(s) have been carried out / what
has been to prevent a reoccurrence, without breaching confidentiality>

| hope this letter has allayed your fears as to the integrity of your own information and
documents and can | again thank you for bringing this case to our attention enabling us
to take appropriate action.

Yours sincerely,
Members are recommended to adopt this procedure outlined above

ITEM 13
To Adopt a Data Retention and Disposal Policy

A dracft policy is shown below:-

Parish Council Data Retention Policy

The Parish Council recognises that the efficient management of its records is necessary
to comply with its legal and regulatory obligations and to contribute to the effective
overall management of the Parish Council.

This policy applies to all records created, received or maintained by the Parish Council
in the course of carrying out its functions. Records are defined as all those documents
which facilitate the business carried out by the Parish Council and which are thereafter
retained (for a set period) to provide evidence of its transactions or activities. These
records may be created, received or maintained in hard copy or electronically.

A small percentage of the Parish Council’s records will be selected for permanent
preservation as part of the Council’s archives and for historical research.

Responsibilities

The Parish Council has a corporate responsibility to maintain its records and record
management systems in accordance with the regulatory environment. The person with
the overall responsibility for the implementation of this policy is the Clerk to the Parish
Council, and the Clerk is required to manage the Council’s records in such a way as to
promote compliance with this policy so that information will be retrieved easily,
appropriately and in a timely manner.



Retention Schedule
Under the Freedom of Information Act 2000, the Parish Council is required to maintain a
retention schedule listing the record series which it creates in the course of its business.

The retention schedule lays down the length of time which the record needs to be
retained and the action which should be taken when it is of no further administrative

use.

The Clerk is expected to manage the current record keeping systems using the
retention schedule and to take account of the different retention periods when creating
new record keeping systems. This retention schedule refers to record series regardless
of the media in which they are stored.

Retention of Documents

Document Minimum Retention Reason
Minute Book Indefinite Archive
Annual Accounts Indefinite Archive
Annual Return Indefinite Archive
Bank Statements 7 years Audit/management
Cheque book stubs Last completed audit Management
Paying in books Last completed audit Management
Quotations 7 years Audit

VAT records 7 years Audit/VAT
Paid invoices 7 years Audit/VAT
Salary records 7 years Audit

Tax & NI records 7 years Audit
Insurance policies Whilst Valid Audit
Certificate of Employers Whilst Valid Audit/legal
Liability

Certificate of Public Liability | Whilst Valid Audit/legal
Assets register Indefinite Audit

Deeds and leases Indefinite Audit

Planning Applications

All planning applications and relevant decision notices are available at Maldon Borough
Council. There is no requirement to retain duplicates locally. All Parish Council
recommendations in connection with these applications are recorded in the Council
minutes and are retained indefinitely. Correspondence received in connection with
applications will be retained as stated below:

Declarations of acceptance

Members register of interests’ book

Term of Office + 1 year

Complaints 1 year
Routine correspondence and e-mails 6 months
General Information 3 months

Disposal procedures

Term of Office + 1 year




All documents that are no longer required for administrative reasons should be
shredded and disposed of.

Members are recommended to adopt this policy outlined above.



ITEM 14
To Agree the Governance Statement in the Annual Return

Section 1 - Annual Governance Statement 2018/19
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Members are required to answer the statements on the form for the Chairman and
Clerk to sign



ITEM 15

To Receive, Agree and Sign the Annual Return to the External Auditor

Section 2 - Accounting Statemants 2018718 for
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Members are required to approve the signingof this document which has been
audited by the Internal Auditor



ITEM 16
To Agree the Council’s Policy for Dealing with the Press/Media

A draft policy is shown below:-

Introduction

The purpose of this policy is to guide both Councillors and Officers of the Council in
their relations with the Press and Media, in such a way as to ensure the smooth running
of the Council.

This policy does not seek to be either prescriptive or comprehensive but sets out to
provide guidance on how to deal with some of the practical issues that may arise when
dealing with the Press and Media.

Above everything else, Councillors must observe the Council’s Code of Conduct
whenever they conduct the business of the authority, conduct the business of the office
to which they have been elected/appointed or act as a representative of the authority.

Clerk and Officers of the Council

The Clerk as the Proper Officer of the Council is authorised to receive all
communications from the Press and Media and to issue Press Statements on behalf of
the Council, in consultation with the Chair. In the absence of the Clerk, media
communications will be handled by the Chair. In the absence of both of these officers,
enquirers will be referred to the Vice Chair who will act as the spokesperson for the
purposes of this element of the policy. All communications made by the Clerk will relate
to the stated business and day to day management of the activities or adopted policy of
the Council.

The Clerk is not expected or authorised to speculate on matters that have not been
considered by the Council. Where such questions are put to the Clerk the enquirer
should be referred to the Chair / Vice Chair or Council as considered appropriate. No
other officer of the Council, unless authorised by the Clerk or the Chair, is permitted to
speak or communicate with the Press and Media on any matter affecting the Council or
its business.

Councillors

A Councillor must not disclose information that is of a confidential nature. This includes
any discussion with the press on any matter which has been discussed under
confidential items on Council or Committee agendas or at any other private briefing. A
Councillor should act with integrity at all times when representing or acting on behalf of
the Council. Should the media wish to discuss an issue that is, or likely to be, subject to
legal proceedings, then legal advice should be sought before any response is made.



When speaking or providing written material to the Press and Media, Councillors should
make clear the capacity in which they are providing the information. For example: — as
Chairman, as an individual (i.e. letter to press for publication)

Never use the prefix “Councillor” when writing to the press as an individual or refer to
your position on the Council. This implies you are stating Council policy. A copy of any
written material sent to the Press and Media by a Councillor, as representing the
Council, must be forwarded to the Clerk.

Take particular care if the press or media approach you for comment on a controversial
subject, and do not be led into stating something you did not really mean to say. If
unsure about any particular policy, simply state “no comment” and ask the press to
contact the Council Office.

Councillors should be aware that case law states that the role of Councillor overrides
the rights to act as an individual. This means that Councillors should be careful about
expressing individual views to the press or media, whether or not they relate to matters
of Council business. Councillors can talk to the media but must ensure that it is clear
that the opinions given were their own and not necessarily those of the council.
Councillors also have an obligation to respect Council policy once made and whilst it
may be legitimate for a Councillor to make clear that he or she disagreed with a policy
and voted against it (if this took place in an open session), they should not seek to
undermine a decision through the press.

A Councillor should not raise matters relating to the conduct or capability of an Officer at
meetings held in public or before the press.

Dealing with the Press
When dealing with the Press verbally, members and officers should be aware of the
following:

Be informed and certain of all your facts

Ensure that when making comments on behalf of the Parish Council that you are aware
what Council Policy is and that your comments reflect that policy.

Only discuss items that are in the public domain.

Be aware of Data Protection laws.

Be calm

Ensure that your comments and views will not bring the Council, its Councillors or its
staff into disrepute and ensure that comments are neither libellous nor slanderous.

Social Media

In their use of social media (Facebook, Twitter email, etc) Councillors and Officers must
at all times observe the principles stated in this policy.

Members are recommended to adopt this policy



ITEM 17
To Consider Re-Consulting on Housing Needs

At the Annual Parish Meeting residents expressed a demand for the Housing Needs
Survey to be re-issued, with clarification and potentially further questions, to confirm the
need identified in the survey conducted in 2017.

Since that meeting the sole landowner willing to offer land without charge for a rural
exception site development in the Parish, having been subject to personal attacks on
his character and reasons for the offer, has withdrawn that offer. However, the
withdrawal of the offer to grant a site gratis does not in itself exempt Maldon District
Council using its powers of compulsory purchase to acquire land for a rural exception
site should the need be proven.

The Council has obligations, but not a duty, to listen both to those who have, quietly
away from public meetings, expressed and re-affirmed their housing needs, and those
who have campaigned vigorously against a rural exception scheme. Given the
experience in other Parishes that the nearer a scheme came to fruition, the greater the
number of residents identifying a need, it may be considered better to re-run the
Housing Needs Survey, with oversight of the revised questionnaire by a small panel
independent of the Parish Council but still guided by RCCE in order to ensure the
survey results are accepted by Maldon District Council. The cost could be mainly met
from the balance of the Parish Plan monies but would require a small increase in
Council Tax in 2020/21 to recover monies to balances.

Members are to determine future progress

ITEM 18
To Receive an Update on Further HGV Restriction Notices, Witham Road

The Parish Council requested Essex County Council to investigate the areas of Witham
Road and Little Braxted Road, as residents were raising concerns over HGV usage of
the lane.

A validating engineer has now visited the site, and made the following comments:

“There is sufficient signage at the entrance to Little Braxted Lane. From Witham and
Little Braxted the only place that you could consider additional signage at the end of
School House Lane, but this would be duplicated by the existing signage in Witham
Road”

It is thought that there is sufficient signage and as such it is recommended not to
proceed with this request.”

Members are to note this response



ITEM 19
To receive a financial statement as of 30™ April 2019

Income
Document General War
Date reference From In Respect of Administration £ Memorial £ Other £ VAT £ Total £
HM Revenue &
23/04/2019 Customs VAT Refund £ 16410 £ 164.10
Total for Year £ - £ - £ - £ 164.10 £ 164.10
Expenditure
War Information Housing
Document Invoice Clerk's Subscriptions Audit Fees Insurance Memorial Commission Needs Litter Total Net of
Date Reference Reference Payable To In Respect of Salary £ Elections £ £ £ £ erf Survey Pickingf£ Otherf VATE VAT £ Total £
23/04/2019 554 G N Mussett Clerk's Salary £ 125.15 £ 12515 £ 12515
23/04/2019 555 H Bendall Litterpicking £ 41.60 £ 41.60 £ 41.60
23/04/2019 556 EALC Annual
Subscription £ 63.74 £ 63.74 £ 63.74
23/04/2019 557 G N Mussett Printerink and
paper £ 3542 £ 3542 £ 7.08 £ 42.50
Total for Year £ 125.15 £ - £ 63.74 £ - £ - £ - £ - £ 3542 £ 4160 £ - £ 26591 £ 7.08 £ 272.99



Income/Expenditure Against Budget

BUDGET ANALYSIS
2019/20

Item

Clerk's Salary
Subscriptions

Audit Fees

Insurance

War Memorial
Information Commissioner
Grass Cutting

Hall Hire

Transparency Fund
Other

Election Fees
Remembrance Day Parade
Parish Plan

Village Fete
Litterpicking

Housing Needs Survey
Defibrillator

Precept
Neighbourhood Watch
Meetings

Data Protection Officer

VAT Refund

Totals net of VAT £

£
£
£
£
£
£
£
£

[}

Budget
£ Income £
1,900.00
65.00
105.00
350.00
375.00 £
55.00
400.00
360.00

331.00

200.00
90.00
200.00

£800 £

800.00

£ 3,600.00

£ 180.00
4,900.00 £ 4,911.00

Figures are net of VAT

Expenditure £ Income %age Budget Spe Notes

f 125.15 6.6%
f 63.74 98.1%
£ - 0.0%
£ - 0.0%
£ - f - 0.0%
£ - 0.0%
£ - 0.0%
£ -
Restricted funds
£ - 0.0%
f - 0.0%
Restricted funds
Restricted funds
£ 41.60 5.2% Restricted funds
£ 35.42 Restricted funds
Restricted funds
£ -
- Restricted funds
£ 164.10 91.2%

£ 265.91 £ 164.10




Bank Reconciliation
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Petty Cash £ 0.58
Barclays Bank £ 28,451.75
Total £ 28,452.33
Less Uncashed Cheques -£ 815.44
Total £ 27,636.89
Add Income for year £ 164.10
Less Expenditure for year -£ 272.99
Total £ 27,528.00
As at 30/4/19
Represented by
Petty Cash £ 0.58
Barclays Bank £ 27,632.76
Total £ 27,633.34
Less Uncashed Cheques £ 105.34
Total £ 27,528.00







