
 

 

Little Braxted Parish Council 
 

 

You are hereby summoned to attend the Annual General Meeting of Little Braxted 
Parish Council to be held on Tuesday 12th May 2026 at 7.15 p.m or immediately 
following the Annual Parish Meeting, whichever is the later, at the Braxted Bakery, 
Witham Road. 
 
        Gordon Mussett 
        Parish Clerk 
        4th May 2026 
 

AGENDA 

 

1. Election of Chair 
To elect a Chair for 2026/2027 
 

2. To Sign the Declaration of Acceptance of Office 
For the Chair to sign the Declaration of Acceptance of Office 
 

3. To Elect a Vice-Chair 
To elect a Vice-Chair for 2026/2027 

 
4. To Receive and Approve Apologies for absence 

To receive and approve apologies for absence 
 

5. To Receive Declarations of Interest 
For Members to declare any interests in matters on the agenda 

 
6. 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 

 
7. To Agree and Approve the Minutes of the Meeting held 17th March 2026 

To agree and approve the minutes of the meeting held on 17th March 2026 as a 
true record 

 
8. To Review Standing Orders and Financial Regulations (attached) 

To review Standing Orders and Financial Regulations. 
 



9. To Review the Inventory of Land and Assets including Office Equipment 
(attached) 
To review the inventory of land and assets including office equipment 
 

10. To Confirm the Arrangements for Insurance Cover in Respect of All Insured 
Risks (attached) 
To confirm the arrangements for insurance cover in respect of all insured risks 

 
11. To Review the Council’s Subscriptions to Other Bodies (attached) 

To review the Council’s subscriptions to other bodies 
 

12. To Review the Council’s Complaints Procedure (attached) 
To review the Council’s Complaints Procedure 
 

13. To Review the Council’s Procedures for Handling Requests made under the 
Freedom of Information Act 2000 and the Data Protection Act 1998 
(attached) 
To review the Council’s procedures for handling requests made under the 
Freedom of Information Act 2000 and the Data Protection Act 1998 
 

14. To Review the Council’s Policy for Dealing with the Press/media (attached) 
To review the Council’s policy for dealing with the press/media 
 

15. To Review the Council’s Data Privacy Notice (attached) 
To review the Council’s Data Privacy Notice 
 

16. To Review the Data Protection Policy (attached) 
To review the Council’s Data Protection Policy 
 

17. To Review the Council’s Reserves Policy – Attached 
To review the Council’s Reserves Policy 
 

18. To Review the Council’s Information Technology Policy - Attached 
To Review the Council’s Information Technology Policy 
 

19. To Review the Separate Statement of Internal Controls (attached) 
To review the separate Statement of Internal Controls 

 
20. To Appoint the Clerk as the Council’s Responsible Financial Officer 

(attached) 
To appoint the Clerk as the Council’s Responsible Financial Officer 
 

21. To Review the Council’s Safeguarding Policy – Attached 
To review the Council’s Safeguarding Policy 

 
22. To Receive, Note, and Agree Actions Arising from the Internal Audit Report 

for 2025/2026 – Attached 
To receive, note, and agree actions arising from the Internal Audit Report for 
2025/2026 
 



23. To Adopt an Accessibility Statement for the Website as Advised by the 
Internal Auditor – Attached 
To adopt an Accessibility Statement for the website as advised by the Internal 
Auditor 
 

24. To Arrange for an Accessibility Check of the Website by the Council’s 
Website Host – Attached 
To arrange for an Accessibility Check of the website by the Council’s website 
host 
 

25. To Review the Model Publication Scheme as Advised by the Internal 
Auditor – Attached 
To review the Model Publication Scheme as advised by the Internal Auditor 
 

26. To Review the Effectiveness of the Internal Audit (attached) 
To review the effectiveness of the Internal Audit 

 
27. 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 

 
28. To Note the Signed Internal Audit Report for the Annual Governance and 

Accountability Return and Agree any Necessary Action – Attached 
To note the signed Internal Audit Report for the Annual Governance and 
Accountability Return and agree any necessary action 
 

29. To Agree the Governance Statements Within the Annual Governance and 
Accountability Return (attached) 
To agree the Governance Statements within the Annual Governance and 
Accountability Return 
 

30. To Agree the Financial Statements Within the Annual Governance and 
Accountability Return (attached) 
To agree the Financial Statements within the Annual Governance and 
Accountability Return 

 
31. To Declare the Authority as Exempt from a Limited Assurance Review Audit 

- Attached 
To declare the authority as exempt from a limited assurance review audit 
 

32. To Note the Dates for the Exercise of Public Rights for Inspection of the 
Accounts - Attached 
To note the dates for the Exercise of Public Rights for Inspection of the Accounts 
 

33. To receive a financial statement as of 31st March 2026 - attached 
To receive a financial statement as of 31st March 2026 
 

34. To Confirm the Time and Place of Ordinary Meetings of the Full Council up 
to and Including the Next Annual Meeting of Full Council (attached) 



To determine the time and place of ordinary meetings of the Full Council up to 
and including the next annual meeting of Full Council 

 
35. To Approve the Following Payments Made Between Meetings 

To approve the following payments made between meetings:- 

Document 
Reference 

Payable To In Respect of £ Powers 

994 G N Mussett Clerk’s Salary April £175.47 LGA 1972 
s112(1) & 
s112(2) 

995 H Bendall Litterpicking £78.76 LGA 1972, 
s.144 

996 Maldon District 
Council 

Speedchecks £116,75 LG and 
Rating Act 
1997 s.10 

997 Screwfix Litterpicking sacks £22.77 LGA 1972, 
s.144 

 
36. To Approve the Following Payments  

To approve the following payments:- 

Document 
Reference 

Payable To In Respect of £ Powers 

998 EALC Annual Subscription £78.49 LGA Act 
1972 
s143 

999 Clear Councils Insurance £504.35 LGA 1972, 
s.144 

 
 

 
37. Closure 
 
 
 
 
 
 
 
 
 
  



 

ITEM 2 

To Sign the Declaration of Acceptance of Office 

Little Braxted 
Parish Council 

 

 

Declaration of Acceptance of Office 
 

 

I ……………………………………………. having been elected to the 
office of Chairman of Little Braxted Parish Council declare that I take 
that office upon myself, and will duly and faithfully fulfil the duties of it 

according to the best of my judgement and ability. 
 

I undertake to observe the code as to the conduct which is expected of 
members of Little Braxted Parish Council. 

 

 

Signed: ……………………………  Date: ……………… 

 

This declaration was made and signed before me. 

 

Signed: …………………………… 

 

Proper Officer of Little Braxted Parish Council 

 



 

ITEM 8 

To Review Standing Orders and Financial Regulations 

Both Standing Orders and Financial Regulations were reviewed at the May 2025 meeting of 

the Council.  Since that date there have been no comments from either the Internal or 

External Auditor to suggest that further changes should be incorporated.   

Recommended: That the Standing Orders and Financial Regulations as separately 

circulated and as published on the Council’s website be adopted. 

 

ITEM 9 

To Review the Inventory of Land and Assets including Office Equipment 

The Council owns the following assets:- 

The 

Village Green is registered with the Land Registry – Title Reference EX782540. 

 

The change from the data published in May 2025 has been the removal of a dog bin and the 

addition of the cast iron traffic bells at the War Memorial junction. 

 

Recommended: That the Council note the Inventory of Assets 

 

ITEM 10 

To Confirm the Arrangements for Insurance Cover in Respect of All Insured Risks 

The Council was insured with BHIB who transferred the business to Clear Insurance 

Management Ltd during the year.  The insurance cover, which falls due for renewal on 1st 

June, provides for the following insured values, some of which are the minimum set values 

available:- 

 

Asset Register Date of Acquisition Value Basis of Valuation

Village Green First Registered 1£           Village green registration

Village Sign unknown 900£       Estimate

Noticeboard Jun-10 178£       Cost at time of purchase

Circular Teak seat Donated Jan 2013 1,000£    Original puchase price

Queen Elizabeth Silver 

Jubilee Sign 1977 200£       Estimate

Traditional seat with arms unknown 650£       Renewal price 2012

HP 15.6 Laptop May-16 250£       Purchase price 2016

War Memorial Jun-16 1£           Community Asset

HP Envy Wifi Printer May-16 58£         Purchase price 2016

Best Village Sign 2015 Nov-15 100£       Purchase price 2015

Barriers Apr-16 60£         Purchase price 2016

Defibrillator Mar-17 1,406£    Pirchase price 2017

Defibrillator Sep-22 1,590£    Purchase price 2022

VAS Signs Jun-23 4,680£    Purchase price 2023

Dog Bin Oct-24 £0 Purchase price 2024

HP Laptop Dec-24 542.00£ Purchase price 2024

Cast Iron Traffic Balls (2) May-25 950.00£ Purchase Price 2025

12,566£ 



Insurance of Insured Value 

Employer’s Liability £10,000,000 

Public and Products Liability £10,000,000 

Fidelity Guarantee £250,000 

Libel and Slander £250,000 

Officials Indemnity £500,000 

Personal Accident £100,000 

Legal Expenses £250,000 

War Memorials £65,000 

Street Furniture £20,000 

Office Contents £7.500 

Money £5,000 

Money in transit £5,000 

All Insured Events £250,000 

 

The Council previously agreed to enter into a three-year agreement.  2025/26 was to be the 

final year of the agreement, since when the insurer has changed from Aviva to Clear 

Councils.  Representative quotations from other insurers indicate that the premium offered 

by Clear Councils at £504.35 continues to represent the best value. 

  

Recommended: That Council notes the insurance cover and continues the three year 

insurance cover offered by Clear Insurance Management Ltd 

 

ITEM 11 

To Review the Council’s Subscriptions to Other Bodies 

The Council currently subscribes to the Essex Association of Local Councils.  This body 

provides legal and procedural advice and support to local councils in Essex and continued 

membership is identified in the Council’s Corporate Risks document as a means of reducing 

risk to the Council.  The subscription for 2026/27 is £78.49. 

As part of the process for renewing the Parish Plan the Council has agreed to subscribe to the 

Rural Community Council of Essex for 2026/2027.  The cost of that subscription is £63.60 

inclusive of VAT.  This sum is funded by the ECF grant towards the Parish Plan. 

Recommended: That the Council remains in membership of EALC in future years and 

considers renewal of RCCE membership when setting its future budget 

 

ITEM 12 

To Review the Council’s Complaints Procedure 

The Council’s Complaints Procedure is shown below:- 

LITTLE BRAXTED PARISH COUNCIL 
 

COMPLAINTS POLICY AND PROCEDURE 
 
Introduction 
This policy and procedure is designed for those occasions when a member of the 
public has a complaint regarding the Council’s processes and/or employees.  It is not 
intended to deal with complaints regarding Council decisions taken in public 
meetings, nor with complaints about individual Councillors. 
 
Policy 



All complaints will be considered in public by the Council at the next meeting of the 
Council and the agreed outcome published as part of the minutes of that meeting. 
 
Procedure 
Before the Meeting 

1. The complainant should be asked to put the complaint about the council's 
procedures or administration in writing to the clerk. 

 
2. If the complainant does not wish to put the complaint to the clerk or other 

proper officer, they may be advised to put it to the chairman of the council. 
 

3. The clerk shall acknowledge the receipt of the complaint and advise the 
complainant when the matter will be considered by the council. 
 

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

5. 7 clear working days prior to the meeting, the complainant shall provide the 
council with copies of any documentation or other evidence, which they wish 
to refer to at the meeting. The council shall similarly provide the complainant 
with copies of any documentation upon which they wish to rely at the meeting. 
 

At the Meeting 
6. The council shall consider whether the circumstances of the meeting warrant 

the exclusion of the public and the press. Any decision on a complaint shall be 
announced at the meeting and reported to the next council meeting in public. 

 
7. Chairman to introduce everyone. 

 

8. Chairman to explain procedure. 
 

9. Complainant (or representative) to outline grounds for complaint. 
 

10. Members to ask any question of the complainant. 
 

11. If relevant, clerk or other proper officer to explain the council's position. 
 

12. Members to ask any question of the clerk or other proper officer. 
 

13. Clerk or other proper officer and complainant to be offered opportunity of last 
word (in this order). 
 

14. Clerk or other proper officer and complainant to be asked to leave room while 
Members decide whether or not the grounds for the complaint have been 
made. (If a point of clarification is necessary, both parties to be invited back). 
 

15. Clerk or other proper officer and complainant return to hear decision, or to be 
advised when decision will be made. 



 

After the Meeting 
 

Decision confirmed in writing within seven working days together with details  

 

Recommended: That members note but not amend this policy which was last 

reviewed in May 2024 

 

ITEM 13 

To Review the Council’s Procedures for Handling Requests made under the Freedom 

of Information Act 2000, the Data Protection Act 1998 and the General Data Protection 

Regulations 2018 

The Council publishes as much as possible on its website.  Requests for additional 

information, subject to its being able to be lawfully released, are addressed to and answered 

by the Clerk within the legal timescale.  No formal Freedom of Information requests have been 

received during 2025/2026 but a number of general queries have been responded to, with 

thanks being received from the enquirers.  It should be noted that the GDPR reduces the 

timescale for responding to Data Subject Access requests to one month (from 40 days).The 

Clerk is also responsible for ensuring that personal data is managed securely.   

Recommended: That the Council note and confirm the procedures 

 

ITEM 14 

To Review the Council’s Policy for Dealing with the Press/media 

At present the Council has no formal policy.  Requests for information from the press are 

usually referred to specific Councillors to respond, as these have generally been on matters 

on which they are taking a lead role in other ways.  Relationships with the press have not 

been an issue to date. 

Recommended: That the Council notes the absence of a policy and directs that the 

Clerk continue to refer the press to individual Councillors for a response. 

 

ITEM 15 

To Review the Council’s Data Privacy Notice 

 

The Council reviewed this policy in May 2025. 

Your Privacy 
Little Braxted Parish Council is committed to protecting your privacy when you use our services.  The 
Privacy Notice below explains how we use information about you and how we protect your privacy. 
 
If you have any concerns or questions about how we look after your personal information, please 
contact the Parish Clerk, Gordon Mussett on 01376 520103 
 

Why we use your personal information? 
Do you know what personal information is? 
Personal information can be anything that identifies and relates to a living person. This can include 
information that when put together with other information can then identify a person. For example, 
this could be your name and contact details.  
 



Some information is ‘special’ and needs more protection due to its sensitivity. It’s often information 
you would not want widely known and is very personal to you. We very rarely need to collect 
anything of this nature.  If we do, we make sure our handling of your data is secure. 

Why do we need your personal information? 
We may need to use some information about you to: 

• deliver services and support to you; 
• manage those services we provide to you; 
• train and manage the employment of our workers who deliver those services; 
• help investigate any worries or complaints you have about your services; 
• keep track of spending on services; 
• check the quality of services; and 
• to help with research and planning of new services. 

How the law allows us to use your personal information 
There are a number of legal reasons why we need to collect and use your personal information. 
 
Generally we collect and use personal information in the circumstances where: 

• you, or your legal representative, have given consent 
• you have entered into a contract with us 
• it is necessary to perform our statutory duties 
• it is necessary to protect someone in an emergency 
• it is required by law 
• it is necessary for employment purposes 
• you have made your information publicly available 
• it is necessary for legal cases 

If we have consent to use your personal information, you have the right to remove it at any time. If 
you want to remove your consent, please contact the Parish Clerk (littlebraxtedpc@hotmail.com) 
and tell us which service(s) you’re using so we can deal with your request. 
 
We only use what we need! 
Where we can, we’ll only collect and use personal information if we need it to deliver a service or 
meet a requirement.  
 
We don’t sell or pass your personal information to anyone else for marketing purposes. 
 
You can ask for access to the information we hold on you 
You have the right to ask for all the information we have about you and the services you receive 
from us. When we receive a request from you in writing, we must give you access to everything 
we’ve recorded about you.  
 
However, we can’t let you see any parts of your record which contain: 

• Confidential information about other people; or 
• Data a professional thinks will cause serious harm to your or someone else’s physical or 

mental wellbeing; or 
• If we think that giving you the information may stop us from preventing or detecting a crime 

This applies to personal information that is in both paper and electronic records. If you give 
permission, we’ll also let others see your record (except if one of the points above applies).  
 
You can ask to change information you think is inaccurate 
You should let us know if you disagree with something written on your file.  We may not always be 
able to change or remove that information but we’ll correct factual inaccuracies and may include 
your comments in the record to show that you disagree with it.   

mailto:littlebraxtedpc@hotmail.com


  
You can ask us to delete information (right to be forgotten) 
In some circumstances you can ask for your personal information to be deleted, for example: 

• Where your personal information is no longer needed for the reason why it was collected in 
the first place 

• Where you have removed your consent for us to use your information  (where there is no 
other legal reason us to use it) 

• Where there is no legal reason for the use of your information 
• Where deleting the information is a legal requirement 

Where your personal information has been shared with others, we’ll do what we can to make sure 
those using your personal information comply with your request for erasure. 
 
Please note that we can’t delete your information where: 

• we’re required to have it by law 
• it is used for freedom of expression  
• it is required for public health purposes 
• it is necessary for legal claims 

You can ask to limit what we use your personal data for 
You have the right to ask us to restrict what we use your personal information for where: 

• you have identified inaccurate information, and have told us of it 
• where we have no legal reason to use that information but you want us to restrict what we 

use it for rather than erase the information altogether 
When information is restricted it can’t be used other than to securely store the data and with your 
consent to handle legal claims and protect others, or where it’s for important public interests of the 
UK.  Where restriction of use has been granted, we’ll inform you before we carry on using your 
personal information. 
 
You have the right to ask us to stop using your personal information for any council service. 
However, if this request is approved this may cause delays or prevent us delivering that service.  
 
Where possible we’ll seek to comply with your request, but we may need to hold or use information 
because we are required to by law. 
 
You can ask to have your information moved to another provider (data portability) 
You have the right to ask for your personal information to be given back to you or another service 
provider of your choice in a commonly used format. This is called data portability. 
 
However this only applies if we’re using your personal information with consent (not if we’re 
required to by law) and if decisions were made by a computer and not a human being.  
 
It’s likely that data portability won’t apply to most of the services you receive from the Council.  
 
Who do we share your information with? 
We rarely share any of our information.  We will only do so where necessary to deliver our services 
to you. Where we have these arrangements there is always an agreement in place to make sure that 
the organisation complies with data protection law.  
 
We may share your personal information when we feel there’s a good reason that’s more important 
than protecting your privacy. This doesn’t happen often, but we may share your information: 

• in order to find and stop crime and fraud; or  
• if there are serious risks to the public, our staff or to other professionals; 



• to protect a child; or 
• to protect adults who are thought to be at risk, for example if they are frail, confused or 

cannot understand what is happening to them 
For all of these reasons the risk must be serious before we can override your right to privacy.  
 
How do we protect your information? 
We’ll do what we can to make sure we hold records about you (on paper and electronically) in a 
secure way, and we’ll only make them available to those who have a right to see them. Examples of 
our security include:  

• Encryption, meaning that information is hidden so that it cannot be read without special 
knowledge (such as a password).  

• Controlling access to systems and networks allows us to stop people who are not allowed to 
view your personal information from getting access to it 

• Training for our staff allows us to make them aware of how to handle information and how 
and when to report when something goes wrong 

How long do we keep your personal information? 
There’s often a legal reason for keeping your personal information for a set period of time, please 
contact us if you wish to understand how long your data may be retained for. 
 
Where can I get advice? 
If you have any worries or questions about how your personal information is handled please contact 
our Data Protection Officer on 01376 520103. 
 
For independent advice about data protection, privacy and data sharing issues, you can contact the 
Data Protection Regulator for the UK, the Information Commissioner’s Office (ICO) at: 
 
Information Commissioner's Office 
Wycliffe House  
Water Lane  
Wilmslow 
Cheshire, SK9 5AF 
 
Tel: 0303 123 1113 (local rate) or 01625 545 745 if you prefer to use a national rate number. 
 
Alternatively, visit ico.org.uk or email casework@ico.org.uk  
 
Members are recommended to confirm this policy 
 

ITEM 16 

To Review the Council’s Data Protection Policy 

 

The Council reviewed this policy in May 2025. 

 

LITTLE BRAXTED PARISH COUNCIL 

DATA PROTECTION POLICY  

 

Little Braxted Parish Council ('the Council') aims to ensure that personal 

information/data is treated lawfully and correctly.  

https://ico.org.uk/
mailto:casework@ico.org.uk


 

The lawful and correct treatment of personal information is extremely important in 

maintaining the confidence of those with whom the Council deals and in achieving its 

objectives. 

 

This policy applies to all officers, Members and those engaged undertaking business 

with or on behalf of the Council. 

 

The Council fully endorses and adheres to the Data Protection principles set out 

below:- 

 

DATA PROTECTION PRINCIPLES 

 

Personal Information shall be: 

 

• Processed fairly, lawfully and in a transparent manner; 

• Collected for specific, explicit and legitimate purposes; 

• Adequate, relevant and limited to what is necessary to meet the purpose; 

• Accurate and up to date; 

• Kept for no longer than is necessary; 

• Kept secure to maintain integrity and confidentiality; 

• Processed in an accountable manner; 
 

Policy Aim 

 

To ensure the Council continuously complies with all relevant legislation and good 

practice in order to successfully protect the data it holds and processes. 

 

Policy Objectives 

 

To achieve the overall aim the Council will: 

 

• Provide adequate resources to support an effective corporate approach to 
Data Protection; 

• Ensure all staff are appropriately trained to perform their roles; 

• Comply with all relevant statutory obligations; 

• Respect the confidentiality of all personal data, irrespective of source; 

• Publicise the Council's commitment to Data Protection; 

• Compile and maintain appropriate policies, procedures and documentation; 

• Promote general awareness and provide specific training, advice and 
guidance at all levels to ensure standards are met; 



• Monitor and review compliance with legislation and introduce changes where 
necessary; 

• Assist the Regulator and auditors as necessary 
 

Processing of Information: 

 

The Council, through appropriate management controls will, when processing 

personal information on any individual: 

 

• Observe fully conditions regarding the collection and use of information meet 
the Council's legal obligations under Data Protection legislation; 

• Collect, process and retain data only to the extent that it is needed to fulfil 
operational needs or to comply with any legal requirement; 

• Ensure that the rights of people about whom information is held can be fully 
exercised including:- 
o The right to be informed that processing is being undertaken; 
o The right of access to personal information; 
o The right to withdraw or amend consent for processing*; 
o The right to correct, amend or erase information*; 
o The right to be forgotten*. 

 

• Ensure staff is reminded that data covered by Data Protection legislation is 
exempt from disclosure under the Freedom of Information Act 2000. 

• *Ensure where an individual exercises their right to be forgotten or withdraws 
permission for their data to be processed, the Council will inform the subject of 
the potential impact of this decision, as it may prevent the Council being able 
to provide a service which the subject has requested.   

• Note:  The right to be forgotten or withdraw permission for processing does 
not apply where there the Council has a statutory obligation or requirement to 
process that information. 

 

Fair Obtaining/Processing 

 

Individuals whose data is collected by the Council must be made aware at the time 

of collection of all the processes that data may be subject to. No manual or 

automatic processing of an individual's data can take place unless reasonable steps 

have been taken to make that individual aware of that processing.  

 

Individuals must also be informed of likely recipients of their information, both 

internal and external, and also be given details of who to contact in order to query 

the use or content of their information (Data Protection Officer). 

 

When consent is used as the lawful basis for processing data, it must be explicit and 

granular to allow the subject to ‘opt-in’ to any processing activity.  The Privacy Notice 

where this data is collected should also explain how a subject’s data will be used, 



how they can amend or withdraw their consent, and to whom they should contact to 

do so.   

 

Data Uses and Purposes 

 

• All processing performed must only be for the purpose that is necessary to 
enable the Council to perform its duties and services, and which has been 
notified by the Council to the Information Commissioner. Personal data can 
only be processed in line with notified purposes. 

• No new processing may take place the data subjects have been informed 
and, their consent obtained. 

• All personal data should be regarded as confidential and only disclosed to 
persons (internal and external) who are listed for the purpose concerned in 
the Council's current notification AND whose authority to receive it has been 
explicitly established. 

• Information owned by the Council must not be used for non-Council purposes. 
This applies when Council data is being processed at employees' homes. 
Employees will be held responsible for any misuse or unauthorised 
disclosures while the data is in their control. 

 

What counts as Personal Data? 

 

The term ‘personal data’ applies to any information relating to an identifiable person 
who can be directly or indirectly identified in particular by reference to an identifier. 

This definition provides for a wide range of personal identifiers to constitute personal 
data, including name, identification number, location data or online identifier, 
reflecting changes in technology and the way organisations collect information about 
people. 

The regulations apply to both automated personal data and to manual filing systems 
where personal data are accessible according to specific criteria. This could include 
chronologically ordered sets of manual records containing personal data. 

Personal data that has been pseudonymised – e.g. key-coded – can fall within the 
scope of the regulations depending on how difficult it is to attribute the pseudonym to 
a particular individual.  Likewise, anonymised data that can be ‘reverse engineered’, 
or manipulated on its own or in conjunction with other data sources to identify an 
individual, will also be classified as personal data. 
A name and address, or information attached to a reference number that we can use 

to look someone up, are both personal data. So is a company e-mail address if it 

includes a person’s name. 

 

Data Quality & Document Retention 

 

Information processed shall not be excessive or irrelevant to the notified purposes. 

 



Information will be held only for as long as is necessary for the notified purposes, 

after which it shall be deleted or destroyed in accordance with the Council’s 

Document Retention periods.   

 

Whenever information is processed, reasonable measures shall be taken to ensure 

that it is up-to-date and accurate.  A data subject has the right to request that any 

errors or omissions are rectified. 

 

Organisational Responsibilities and Security 

 

All personal data should be kept secure, in a manner appropriate to its sensitivity 

and the likely harm should a breach occur. Security shall be applied to all stages of 

processing to prevent unauthorised access or disclosure (internal or external), 

damage (accidental or deliberate) or loss. 

 

Personal data must not be left on display or unsecured when unattended. Computer 

software shall be kept secure when not in use. System entry passwords should be 

known only to the holder and be changed regularly. 

 

Everyone managing and handling personal information is appropriately trained to do 

so. 

 

Everyone managing and handling personal information is appropriately supervised. 

 

Anybody wanting to make enquiries about handling personal information knows what 

to do. 

 

Queries about handling personal information are promptly and courteously dealt 

with. 

 

Methods of handling personal information are clearly described. 

 

A regular review and audit is made of the way personal information is managed. 

 

Methods of handling personal information are regularly assessed and evaluated. 

 

Performance with handling personal information is regularly assessed and 

evaluated. 

 

All Council employees and Members will be provided with a copy of the Policy as 

adopted by the Council together with appropriate training. Employees have a duty to 

follow the Policy and procedures and to co-operate with the Council to ensure this 

Policy is effective. 

 



Action may be taken against any employee/Member who fails to comply or commits 

breach of the Policy. 

 

It is the duty of individual employees and Members to ensure that personal 

information held by them is dealt with in accordance with Data Protection legislation. 

 

Processing carried out by a third party on behalf of the Council shall be subject to a 

contract, which stipulates compliance with Data Protection regulations and this 

policy. 

 

Similarly, when the Council is processing personal data on behalf of a third party it 

will need to demonstrate that the data is subject to the same standards of care. 

 

Any breaches of security shall be reported to the Data Protection Officer. 

 

Complaints & Queries 

 

Queries regarding this policy should be addressed to the Council’s Data Protection 

Officer: clerk@littlebraxted-pc.gov.uk  

 

If you are not happy with the Council’s response to a Data Protection request you 

can complain using the Council’s complaints system. 

 

You can speak to your local Councillor(s) to see if they can resolve the issue for you.  

 

If you are unclear who this is telephone the Clerk [01376520103]. 

 

You can complain to the Information Commissioner at:  

 

Wycliffe House 

Water Lane 

Wilmslow 

Cheshire 

SK9 5AF 

 

Tel: 01625 545 700 

 

Web: www.ico.gov.uk 

 

Members are recommended to confirm this policy 

 

ITEM 17 

TO REVIEW THE COUNCIL’S RESERVES POLICY 



 

Financial Reserves Policy 

 

1. Purpose of this policy 
The Council is required, under statute, to maintain adequate financial reserves in 
order to meet the needs of the organisation. Section 50 of the Local Government 
Finance Act 1992 requires that billing and precepting authorities in England and 
Wales have regard to the level of reserves needed to meet estimated future 
expenditure when calculating the budget requirement. 
However, there is no specified minimum level of reserves that an authority should 
hold and it is the responsibility of the Responsible Financial Officer (RFO) to advise 
the Council about the level of reserves and to ensure that there are procedures for 
their establishment and use. 
The Council will hold reserves for the following main purposes: 

• A working balance to help cushion the impact of uneven cash flows, provide 
contingency, and avoid unnecessary temporary borrowing; following guidance 
and recommended good practice (e.g. JPAG Practitioners Guide, NALC, 
SLCC) 

• Earmarked funds to meet known or predicted specific requirements or 
improvement projects, and funds earmarked for statutory reasons. The setting 
aside of funds over a period of time to meet known future expenditure reduces 
the impact of meeting the full expenditure in one year. 

This policy on the establishment, maintenance and adequacy of reserves and 
balances will be reviewed annually. 

 

2. General Reserves 
The use of general reserves are not restricted. They can be used to smooth the 
impact of uneven cash flows, offset the budget requirement, or can be used to cope 
with unexpected events or emergencies. 
It is intended to maintain the General Reserve at a level equivalent to three months’ 
precept income, but at all times this should be sufficient to cover staff salaries to 
cover for long term sickness or the resignation of the Clerk, whereby the services of 
a locum clerk may be required. 
If the balance is drawn down, replenishment will be provided for in the next annual 
budget. 
If the General Reserve is exhausted due to extreme circumstances, the Council may 
make emergency borrowings from Earmarked Reserves, which will be replaced at 
the next annual budget. 

  

3. Specific Reserves 
These are set up to meet known or predicted liabilities. Examples of specific 
reserves include: 

• Future projects (such as speed indicator devices or the Parish Plan) 
• Received grants for forward work (e.g. litterpicking grant awarded 3-yearly) 

  



4. Procedure 
Any decision to set up a reserve must be made by the Council. 
The Council will be required to consider the following when making 
recommendations for each reserve: 

• The reason for / purpose of the reserve 
• How and when the reserve can be used 
• Procedures for the reserves management and control 
• A process and timescales for review of the reserve to ensure 

continuing relevance and adequacy 

Expenditure from reserves can only be made by the Council. 
The reserves will be reviewed by the Council as part of the annual budgeting 
process to decide on their continued need and whether an appropriate amount is still 
being held. 
The Responsible Financial Officer will maintain a detailed schedule of all reserves 
which will form part of the accounts process. 

  

Schedule of Earmarked Reserves at end of 2025-26 
 

 

This policy was reviewed in May 2025. 

 

Members are recommended to confirm this policy 

 

ITEM 18 

To Review the Council’s Information Technology Policy 

 

This policy was first adopted in 2025. 

 

Little Braxted Parish Council Information Technology Policy 

 

Village Fete 23.40£                          

Parish Plan 1,159.21£                  

Litter Picking 934.19£                       

Defibrillator 25.04£                          

Neighbourhood Watch 60.36£                          

Replacement Laptop 0.00£                             

War Memorial 103.50-£                       

Green Games Project 1,440.00£                  

Total 3,538.70£                  



Introduction 

The purpose of this policy is to ensure that all employees, councillors and any third parties using 

Little Braxted Parish Council information technology (IT) have a clear understanding of what is and is 

not permitted.  This will ensure the appropriate use of the Council’s equipment, safeguard the 

security of its IT systems and data, and assist compliance with any relevant legislation. 

Definitions 

Users– councillors, employees and third parties acting on behalf of the Council. 

Data– digitally stored information including (but not limited to) documents, copyrighted / 

copyrightable text, images, personal information, accounting information. 

IT hardware/software– includes, but is not limited to computers, internet access, remote access 

connections, email servers, file storage, webmail, smart phones, telephones, website, mobile phones 

etc. 

Scope 

This policy covers the use of IT, both hardware and software, for all councillors, employees and third 

parties acting on behalf of the Council (Users), and contractors, management and safekeeping of 

data. 

IT provision 

The device, software, data access and services provided remain property of the Council and shall be 

recorded on the asset register.  At the end of any period of holding office, employment with or work 

for the Council, all equipment must be returned to the Clerk, Chair or Vice-Chair in full working 

condition.  If equipment has been lost or damaged, or not returned within 14 days of leaving office, 

a charge may be made for its replacement or repair. 

Users must comply with all relevant policies, procedures and UK legislation with respect to the use 

of IT hardware. 

All IT provision should: 

• demonstrate value for use of Council money; 

• provide value for Council or clerk use, whilst enabling efficient working and not contributing 

to secondary waste; 

• include consideration of cost vs time spent carrying out tasks which could be offset by the 

use of technology; 

• maintain privacy of councillors, Council employees, subcontractors and parishioners; 

• adhere to other policies as much as is possible 

• A review of the Council’s IT requirement should be conducted at least every four years, 

when council elections take place and new councillors take office, or within three months of 

new members of staff starting with the Council. 



Hardware provided should only be used for Council business and not personal use. 

Privacy and data protection 

Users must: 

• not leave their user accounts logged in on an unattended and unlocked device; 

• use suitability secure methods for storing and accessing data and services; 

• not perform any unauthorised changes to the IT systems or information; changes must only 

be made with agreement from the Chair and at least one other councillor, or at full Council 

where applicable; 

• not attempt to access or use data or software that they are not authorised to use or access; 

• not give or transfer Council data or software to any person or organisation outside the 

Council without the appropriate authority and reason to do so; 

• adhere to the Data Protection Policy and Document Retention Policy; 

• comply with all relevant policies, procedures and UK legislation with respect to the use of IT 

software; if unsure about this then users should check with the Clerk or Chair. 

Where users use their own hardware to access Council systems or data they are responsible for 

ensuring the security of systems and data as per this policy, the Data Protection Policy and the 

Document Retention Policy. 

An email address will be provided to the Clerk and should be the only address used for official or 

unofficial Council correspondence. 

Personal use is not permitted for any Council provided communication services, software 

applications (downloaded or software as a service) or data, unless such data is already in the public 

domain. 

Any correspondence undertaken on behalf of the Council on Council provided or personal devices or 

services, where retained in line with the Retention Policy, should be provided upon request to the 

Clerk or Chair, particularly, but not limited to the case of a Freedom of Information request. 

Passwords and access to systems and services 

Passwords should be secure, restricted to the knowledge of the Clerk and current Chair, and 

changed when either of these positions change. 

Where a service offers two factor authentication then this must be used, if possible with a hardware 

security key or software two factor authentication (e.g. google authenticator) secured by a strong 

log-in or password. 

 

Risk Management 

As part of its risk management the Council maintains insurance on the equipment provided. 



All equipment must be secured from theft or unauthorised use as far as is practical.  When travelling 

with equipment, it should not be left in an unattended vehicle unless there is no other option, in 

which case it should be secured out of sight. 

Any loss of, or damage to equipment should be reported as soon as possible to the Clerk and Chair 

and any criminal damage will be reported to the Police by the Clerk. 

Any loss of personal data as the result of loss or theft of equipment shall be reported to the Clerk 

and Chair and Information Commissioner’s Office (ICO). 

An annual risk assessment should be undertaken regarding use and security of Council IT hardware, 

software and stored data. 

Application of the Policy 

Not adhering to the terms set out in this policy may result in disciplinary proceedings. 

  

Members are recommended to confirm this policy. 

 

 

 

ITEM 19 

TO REVIEW THE STATEMENT OF INTERNAL CONTROLS 

 

The following Statement was last reviewed in May 2025. 

 

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 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. 
 
Members are recommended to review and agree this Statement of Internal 
Control 
 
ITEM 20 
TO RE-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 21 

To Review the Council’s Safeguarding Policy - Attached 
 

 

LITTLE BRAXTED PARISH COUNCIL 

Safeguarding Children, Young people and Vulnerable Adults (“Safeguarding”) 

Policy 

 

SECTION 1 Policy Statement  

Everyone has a duty to safeguard children, young people and vulnerable adults. This 

policy promotes good practice in safeguarding for those using Parish Council 

facilities. The Parish Council will review it annually.  



Definitions  

Children and young people:  

Anyone under the age of 18 years  

Vulnerable Adult:  

Anyone over 18 who is:  

• Unable to care for themselves  

• Unable to protect themselves from significant harm or exploitation  

• Or may be in need of community care services  

To whom this policy applies  

This policy applies to anyone working for or on behalf of the Parish Council whether 

in a paid, voluntary or commissioned capacity, for example contracted to do a piece 

of work. It also applies to any individual using the Parish Council facilities for the 

purpose of delivering any service to children, young people or vulnerable adults.  

SECTION 2  

Promoting a safe environment  

In order to promote a safe environment for children, young people and vulnerable 

adults, the Parish Council will: 

• Provide safe facilities and do regular safety assessments.  

• Ensure that employees, Councillors and leaders of activities in the parish in/on 

parish facilities, are aware of the safeguarding expectations. • Members of staff and 

volunteers who have regular unsupervised contact with children, young people or 

vulnerable adults during the course of their duties MUST undergo appropriate 

Disclosure and Barring Service (“DBS”) checks BEFORE commencement of such 

duties.  

• Display on Parish Council website the relevant safeguarding contacts for advice 

and help.  

Expectations of behaviour  

All users of Parish Council facilities, organisers of parish events and volunteers 

should:  

• Ensure that communications, behaviour and interaction is appropriate and 

professional.  



• Treat each other with respect and show consideration for other groups using the 

Parish Council facilities.  

• Refrain from any behaviour that involves racism, sexism, homophobia, and bullying 

and in addition, report any instances of such behaviour to the Chair of the Parish 

Council, Parish Clerk or parents/carers, as appropriate.  

SECTION 3  

Safe working practice  

All users of Parish Facilities must follow the policy and procedures at all times. For 

example they should:  

• Never leave children, young people or vulnerable adults unattended with adults 

who have not been subject to a Disclosure and Barring Service (DBS) check.  

• Plan activities to involve more than one person being present or at least in sight or 

hearing of others. Alternatively, record, or inform others of their whereabouts and 

intended action.  

• Where possible, have male and female leaders working with a mixed group.  

• Ensure they have access to a first aid kit and telephone and know fire procedures.  

• When working outside, ensure activities, breaks and clothing are suitable for the 

weather conditions and that shelter is available where possible.  

SECTION 4  

Allegations against staff and volunteers  

The Parish Council should follow the procedures for managing allegations against 

staff/volunteers on the SBC Safeguarding website. No attempt should be made to 

investigate or take action before consultation with Essex County Council Local 

Authority  

Designated Officer (LADO).  

See contact details below.  

LADO Office 03330 139 797 

Enquiries email 

lado@essex.gov.uk 

Enquiries website 

https://eycp.essex.gov.uk/safeguarding/report-a-concern-about-a-member-of-the-

w… 

tel:03330139797
mailto:lado@essex.gov.uk
https://eycp.essex.gov.uk/safeguarding/report-a-concern-about-a-member-of-the-workforce/
https://eycp.essex.gov.uk/safeguarding/report-a-concern-about-a-member-of-the-workforce/


Whistleblowing  

All Parish Councillors, staff and volunteers should be aware of their duty to raise 

concerns about the attitude or actions of colleagues and appropriate advice will be 

sought from the LADO or Safeguarding Team as to how to handle such allegations. 

The Parish Council must not make a judgement on whether the allegations have 

merit for further investigation, this decision must be for the LADO team.  

What should be a cause for concern  

Staff and volunteers should be concerned by any action or inaction, which 

significantly harms the physical and/or emotional development of a child. Abuse falls 

into four main categories and can include child sexual exploitation and female genital 

mutilation, referred to as FGM. The categories are as follows:  

1. Physical Abuse  

2. Emotional Abuse  

3. Sexual Abuse  

4. Neglect  

5. Financial Abuse/Manipulation  

The Parish Council are committed to ensuring the safety of all users of our services 

and facilities and take our responsibilities seriously. We regularly work with other 

agencies and Essex County Council to ensure compliance with changing laws and 

guidelines in relation to safeguarding. The Parish Council confirm this safeguarding 

policy will be updated as and when such legislative/best practice changes take place 

or at least annually. 

Members are recommended to confirm this policy which was adopted in 2025 

 



ITEM 22 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 





ITEM 23 
To Adopt an Accessibility Statement for the Website as Advised by the Internal 
Auditor 
 
A draft Statement, based on the Government Guidance (Sample Accessible 
Documents Policy) is shown below.  
 
Accessibility Statement 
This website is run by Little Braxted Parish Council. We want as many people as 
possible to be able to use this website. For example, that means you should be able 
to: 

• zoom in up to 300% without the text spilling off the screen 
• navigate most of the website using just a keyboard 
• navigate most of the website using speech recognition software 
• listen to most of the website using a screen reader (including the most recent 

versions of JAWS, NVDA and VoiceOver) 
• We’ve also made the website text as simple as possible to understand. 

AbilityNet has advice on making your device easier to use if you have a disability. 
 
How accessible is this website? 
We know some parts of this website aren’t fully accessible: 

• you can’t modify the line height or spacing of text 
• some PDF documents aren’t fully accessible to screen reader software 
• you can’t skip to the main content when using a screen reader 

 
What to do if you can’t access parts of this website 
If you need information on this website in a different format like accessible PDF, 
large print, easy read, audio recording for example, please use the details below to 
request: 

• Email: clerk@littlebraxted-pc.gov.uk 
• Call: 01376 520103 
• We’ll consider your request and get back to you in 15 working days. 
•  

Reporting accessibility problems with this website 
We’re always looking to improve the accessibility of this website. If you find any 
problems that aren’t listed on this page or think we’re not meeting accessibility 
requirements, contact the clerk: 

• Email: clerk@littlebraxted-pc.gov.uk  
• Call: 01376 520103 
•  

Enforcement procedure 
The Equality and Human Rights Commission (EHRC) is responsible for enforcing the 
Public Sector Bodies (Websites and Mobile Applications) (No.2) Accessibility 
Regulations 2018 (the ‘accessibility regulations’). If you’re not happy with how we 
respond to your complaint, contact the Equality Advisory and Support Service 
(EASS). 
 
Contact Us 

• Clerk: Gordon Mussett 
• Post: Little Braxted Parish Council, 25 Ebenezer Close, Witham, CM8 2HX 



• Emai: clerk@littlebraxted-pc.gov.uk 
• Call: 01376 520103 
•  

Technical information about this website’s accessibility 
Maldon Town Council is committed to making its website accessible, in accordance 
with the Public Sector Bodies (Websites and Mobile Applications) (No. 2) 
Accessibility Regulations 2018. 
 
Members are recommended to adopt this statement of accessibility, and, after 
completion, add date of compliance check. 
 
ITEM 24 
To Arrange for an Accessibility Check of the Website by the Council’s Website 
Host 
 
The Independent Internal Auditor has indicated that the Council’s website should be 
tested for compliance with the legislation regarding accessibility of Government 
websites.  Our website host has indicated that this is a service they can provide the 
following services:- 
 

• A scan of every page on your site against the international WCAG 2.2 AA 
accessibility standard 

• We will fix any "red class" issues that we find on the site and where possible 
we will try and fix "yellow class" issues where we can. 

• We will publish an up to date accessibility statement on your website to 
ensure compliance. 

• We will send you a short report with our findings and any further advice. 
This service costs from £108 but may cost slightly more depending on the size of the 
site. 
 
Members are recommended to ask One Suffolk to undertake such an 
accessibility check 
 
ITEM 25 
To Review the Model Publication Scheme as Advised by the Internal Auditor 
 

The Model Publication Scheme was adopted in 2013 and is a statutory requirement for 

Parish Councils.  It sets out what information the Council holds, how it is held, and any 

charges for supplying the information. 

 

The current Scheme is shown below. 

 

Information available from Little Braxted Parish Council 

under the model publication scheme 

 



Information to be published How the information 

can be obtained 

Class1 - Who we are and what we do 

(Organisational information, structures, locations and contacts) 

This will be current information only 

 

N.B. Councils should already be publishing as much information as possible about how they can be 

contacted. 

Website 

Who’s who on the Council and its Committees Website 

Contact details for Parish Clerk and Council members (named contacts where possible with 

telephone number and email address (if used)) 

Website 

Location of main Council office and accessibility details Website 

Staffing structure Website 

  

Class 2 – What we spend and how we spend it 

(Financial information relating to projected and actual income and expenditure, 

procurement, contracts and financial audit) 

Current and previous financial year as a minimum 

Website 

Annual return form and report by auditor Website 

Finalised budget Website 

Precept Website 

Financial Standing Orders and Regulations Website 

Grants given and received Website 

List of current contracts awarded and value of contract Website 

Members’ allowances and expenses Website 

  

Class 3 – What our priorities are and how we are doing 

(Strategies and plans, performance indicators, audits, inspections and reviews) 

 

Website 



Parish Plan (current and previous year as a minimum) N/A 

Annual Report to Parish or Community Meeting (current and previous year as a minimum) Website 

Quality status N/A 

Local charters drawn up in accordance with DCLG guidelines N/A 

  

Class 4 – How we make decisions 

(Decision making processes and records of decisions) 

Current and previous council year as a minimum 

Website 

Timetable of meetings (Council, any committee/sub-committee meetings and parish 

meetings) 

Website 

Agendas of meetings (as above) Website 

Minutes of meetings (as above) – nb this will exclude information that is properly regarded as private 

to the meeting. 
Website 

Reports presented to council meetings - nb this will exclude information that is properly regarded as 

private to the meeting. 

Website 

Responses to consultation papers Website 

Responses to planning applications Website 

Bye-laws N/A 

 

Class 5 – Our policies and procedures 

(Current written protocols, policies and procedures for delivering our services and 

responsibilities) 

Current information only 

Website 

Policies and procedures for the conduct of council business:  

Procedural standing orders 

Delegated authority in respect of officers 

Code of Conduct 

Policy statements 

 

Website 



Policies and procedures for the provision of services and about the employment of staff: 

Internal policies relating to the delivery of services 

Equality and diversity policy 

Health and safety policy 

Recruitment policies (including current vacancies)  

Policies and procedures for handling requests for information 

Complaints procedures (including those covering requests for information and operating the 

publication scheme) 

Website 

Information security policy Website 

Records management policies (records retention, destruction and archive) Website 

Data protection policies  Website 

Schedule of charges for the publication of information) Website 

 

 

 

  

Class 6 – Lists and Registers 

Currently maintained lists and registers only 

 

Assets Register  Hard copy 

Register of members’ interests Hard copy 

Register of gifts and hospitality Hard copy 

  

Class 7 – The services we offer 

(Information about the services we offer, including leaflets, guidance and newsletters 

produced for the public and businesses) 

Current information only 

 

 

Parks, playing fields and recreational facilities Website 



Seating, litter bins, clocks, memorials and lighting Website 

  

Additional Information 

This will provide Councils with the opportunity to publish information that is not itemised in 

the lists above 

 

None  

I have highlighted those areas which, at the time of audit, differed from our 

website content, since when I have updated the website with:- 

• The staffing structure 

• A statement to the effect that no allowances are paid to Members 

• The delegated authority given to the Clerk in respect of minor planning 

applications 

• A statement regarding the Council’s land holdings 

• A new page under Finance showing Grants Received 

• A Statement regarding recruitment 

Members are recommended to note these changes and retain the existing 

Publication Scheme. 

 

ITEM 26 

TO REVIEW THE EFFECTIVENESS OF 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, 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 27 

TO RE-APPONT THE SUFFOLK ASSOCIATION OF LOCAL COUNCILS AS THE 

COUNCIL’S INDEPENDENT INTERNAL AUDITOR 

 

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 2026/2027. 
 



ITEM 28 
To Note the Signed Internal Audit Report for the Annual Governance and 
Accountability Return and Agree any Necessary Action 
 

 
 
The reasons for the Internal Auditor indicating “No” in items M and O are contained 
in the report and have been addressed in the previous items. 



ITEM 29 
To Agree the Governance Statements Within the Annual Governance and 
Accountability Return 

 
The Internal Auditor has recommended that Council indicates “No” to Section 10. 
 
 
 



ITEM 30 
To Agree the Financial Statements Within the Annual Governance and 
Accountability Return 

 
 
 
 
 



ITEM 31 
To Declare the Authority as Exempt from a Limited Assurance Review Audit –  

 
 
 
 
 
 
 



ITEM 32 

To Note the Dates for the Exercise of Public Rights for Inspection of the 

Accounts 

 

Below is a copy of the section of the Notice giving the dates.  The full Notice is 

displayed on the noticeboard and is available on the website from links on the 

Homepage and the Financial Information page. 

LITTLE BRAXTED PARISH COUNCIL 
 

NOTICE OF PUBLIC RIGHTS AND PUBLICATION OF ANNUAL GOVERNANCE & 
ACCOUNTABILITY RETURN (EXEMPT AUTHORITY) 

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2026 
 

Local Audit and Accountability Act 2014 Sections 25, 26 and 27  
The Accounts and Audit Regulations 2015 (SI 2015/234) 

NOTICE 
 
1. Date of announcement       14 April 2026 

2. Each year the smaller authority prepares an Annual Governance and Accountability Return 
(AGAR).  The AGAR has been published with this notice. It will not be reviewed by the 
appointed auditor, since the smaller authority has certified itself as exempt from the 
appointed auditor’s review.  
Any person interested has the right to inspect and make copies of the AGAR, the accounting 
records for the financial year to which it relates and all books, deeds, contracts, bills, vouchers, 
receipts and other documents relating to those records must be made available for inspection 
by any person interested. For the year ended 31 March 2026, these documents will be 
available on reasonable notice by application to: 
 

     Gordon Mussett (Parish Clerk) 
 25 Ebenezer Close, Witham, CM8 2HX 
 clerk@littlebraxted-pc.gov.uk 
 
commencing on (c) __Wednesday 17 June 2026 _______________________  
 
and ending on (d) ___Tuesday 28 July 2026 ________________________  
 

3. Local government electors and their representatives also have: 
 

• The opportunity to question the appointed auditor about the accounting records; and 

• The right to make an objection which concerns a matter in respect of which the appointed 
auditor could either make a public interest report or apply to the court for a declaration 
that an item of account is unlawful. Written notice of an objection must first be given to 
the auditor and a copy sent to the smaller authority. 
 

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



4. The smaller authority’s AGAR is only subject to review by the appointed auditor if questions 
or objections raised under the Local Audit and Accountability Act 2014 lead to the involvement 
of the auditor.  The appointed auditor is: 

 
PKF Littlejohn LLP (Ref: SBA Team) 
30 Churchill Place 
London E14 5RE 
(sba@pkf-l.com) 
 

5. This announcement is made by  _________________________________ 

 

mailto:sba@pkf-l.com


 

 
ITEM 33 
To receive a financial statement as of 31st March 2026 

 
Bank Reconciliation to 31st March 2026 

 

Income 

 
 

 

Date

Document 

reference From In Respect of

General 

Administration £

War 

Memorial £ Other £ VAT £ Total £

07/04/2025 HMRC VAT Refund 477.04£        £        477.04 

10/04/2025

Maldon District 

Council Precept 5,100.00£               £     5,100.00 

16/05/2025

Essex Community 

Foundation

War Memorial 

Grant 3,800.00£    £     3,800.00 

13/11/2025

Great Braxted Parish 

Council

War Memorial 

Upkeep/Rememb

rance Day 67.19£          £         28.04  £           95.23 

05/12/2025

Wickham Bishops 

Parish Council

Remembrance 

Day 139.49£        £        139.49 

08/01/2026

Wickham Bishops 

Parish Council

War Memorial 

Upkeep/Rememb

rance Day 334.19  £        334.19 

09/03/2026

Maldon District 

Council Parish Plan Grant 1,000.00£    £     1,000.00 

27/03/2026

Essex Community 

Foundation

Grant for Green 

Games Project 1,440.00£    £     1,440.00 

Total for Year 5,100.00£             4,201.38£   2,607.53£   477.04£       12,385.95£   



 

Expenditure 

 
 

Date Cheque No

Invoice 

Reference Payable To In Respect of

Clerk's 

Salary £ Elections £

Subscriptions 

£

Audit Fees 

£

Insurance 

£

War 

Memorial £

Information 

Commission

er £ Fete

Litter 

Picking £ Other £

Total Net of 

VAT £ VAT £ Total £

06/05/2025 909

Information 

Commisioner

Data Protection 

Registration  £          52.00  £          52.00  £          52.00 

06/05/2025 910

Maldon District 

Council Speed Checks  £          95.56  £          95.56  £        19.11  £        114.67 

06/05/2025 911 G N Mussett Clerk's Salary  £     170.11  £        170.11  £        170.11 

06/05/2025 912 H Bendall Litterpicking  £        75.73  £          75.73  £          75.73 

06/05/2025 913 EALC

Annual 

Subscription  £             76.54  £          76.54  £          76.54 

06/05/2025 914 SALC Internal Audit Fee  £    183.00  £        183.00  £        36.60  £        219.60 

05/06/2025 915 Clear Councils Insurance  £    479.87  £        479.87  £        479.87 

05/06/2025 916 McAfee Anti-virus  £        109.99  £        109.99  £        109.99 

05/06/2025 917 H Bendall Litterpicking  £        94.56  £          94.56  £          94.56 

05/06/2025 918 G N Mussett Clerk's Salary  £     170.11  £        170.11  £        170.11 

05/06/2025 919 IMI

Cleaning War 

Memorial  £ 2,753.50  £     2,753.50  £      550.70  £     3,304.20 

05/06/2025 920 Elan City

Maintenance of 

VAS Signs  £        224.62  £        224.62  £        44.92  £        269.54 

05/06/2025 921

G S Howards 

Transport Road Bells  £ 1,150.00  £     1,150.00  £      230.00  £     1,380.00 

16/09/2025 922 Screwfix Litter sacks  £        18.97  £          18.97  £          3.80  £          22.77 

16/09/2025 923 G N Mussett Clerk's Salary  £     170.11  £        170.11  £        170.11 

16/09/2025 924 H Bendall Litterpicking  £        85.93  £          85.93  £          85.93 

16/09/2025 925 G N Mussett Clerk's Salary  £     170.11  £        170.11  £        170.11 

16/09/2025 926 CANCELLED  £                 -    £                 -   

16/09/2025 927 H Bendall Litterpicking  £        85.93  £          85.93  £          85.93 

16/09/2025 928 HMRC Tax/NI  £     127.20  £        51.00  £        178.20  £        178.20 

16/09/2025 929

Maldon District 

Council Speed Checks  £          97.29  £          97.29  £        19.46  £        116.75 

16/09/2025 930 H Bendall Litterpicking  £        98.61  £          98.61  £          98.61 

16/09/2025 931 G N Mussett Clerk's Salary  £     197.11  £        197.11  £        197.11 

16/09/2025 932 CANCELLED  £                 -    £                 -   

16/09/2025 933 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

16/09/2025 934 H Bendall Litterpicking  £      107.75  £        107.75  £        107.75 

11/11/2025 935

Maldon District 

Council Speed Checks  £          97.29  £          97.29  £          97.29 

11/11/2025 936 H Bendall Litterpicking  £        88.36  £          88.36  £          88.36 

11/11/2025 937 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

11/11/2025 938 HMRC NI/PAYE  £     136.80  £        33.20  £        170.00  £        170.00 

11/11/2025 939

Community Action 

Suffolk Website Hosting  £          55.00  £          55.00  £        11.00  £          66.00 



 

 
 

 

 

 

 

11/11/2025 940

Community Action 

Suffolk

Domain Name 

Renewal  £          45.83  £          45.83  £          9.17  £          55.00 

11/11/2025 941

Community Action 

Suffolk Mailbox  £          22.50  £          22.50  £          4.50  £          27.00 

11/11/2025 942

Maldon District 

Council

Road Closure 

Notice  £        180.31  £        180.31  £        36.06  £        216.37 

11/11/2025 943 H Bendall Litterpicking  £        88.36  £          88.36  £          88.36 

11/11/2025 944 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

11/11/2025 945 Amazon Printer Ink  £          54.72  £          54.72  £          4.99  £          59.71 

11/11/2025 946 Royal British Legion Wreath  £          25.00  £          25.00  £          25.00 

13/01/2026 947

Goodlife 

Countryside 

Services

Grasscutting War 

Memorial  £    360.00  £        360.00  £        360.00 

13/01/2026 948

Goodlife 

Countryside 

Services

Grasscutting 

Village Green  £        550.00  £        550.00  £        550.00 

13/01/2026 949 LexisNexis

Charles Arnold 

Baker Book  £        180.00  £        180.00  £        180.00 

13/01/2026 950 FirstAid4Less Defibrillator Pads  £        279.10  £        279.10  £        55.82  £        334.92 

13/01/2026 951 H Bendall Litterpicking  £      107.75  £        107.75  £        107.75 

13/01/2026 952 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

13/01/2026 953 HMRC Tax/NI  £     116.40  £        47.60  £        164.00  £        164.00 

13/01/2026 954 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

13/01/2026 955 H Bendall Litterpicking  £        88.36  £          88.36  £          88.36 

13/01/2026 956

Maldon District 

Council Speed Checks  £          97.29  £          97.29  £        19.46  £        116.75 

17/03/2026 957 Microsoft Microsoft 365  £          70.83  £          70.83  £        14.16  £          84.99 

17/03/2026 958 Road Signs Direct

CCTC and ANPR 

Signs  £        103.95  £        103.95  £        20.79  £        124.74 

17/03/2026 987 H Bendall Litterpicking  £        88.36  £          88.36  £          88.36 

17/03/2026 988 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

17/03/2026 989 The Braxted Bakery

Hire of Meeting 

Room  £        150.00  £        150.00  £        150.00 

17/03/2026 990

Information 

Commisioner

Data Protection 

Registration  £          52.00  £          52.00  £          52.00 

17/03/2026 991 H Bendall Litterpicking  £      107.75  £        107.75  £        107.75 

17/03/2026 992 G N Mussett Clerk's Salary  £     175.47  £        175.47  £        175.47 

17/03/2026 993 HMRC Tax/NI  £     131.40  £        32.60  £        164.00  £        164.00 

 £ 2,617.64  £             -    £             76.54  £    183.00  £    479.87  £ 4,263.50  £       104.00  £             -    £  1,300.82  £    2,439.28  £  11,464.65  £  1,080.54  £  12,545.19 



 



Budget Analysis 

 
  

2025/2026 Budget Figures are net of VAT

Item £ Income £ Expenditure £ Income %age Budget SpendNotes

Clerk's Salary 2,650.00£          2,617.64£         98.8%

Subscriptions 80.00£                76.54£               95.7%

Audit Fees 250.00£             183.00£            73.2%

Insurance 390.00£             479.87£            123.0%

War Memorial 450.00£             4,263.50£         4,201.38£         13.8%

Information Commissioner 40.00£                104.00£            23.1%

Grass Cutting 550.00£             550.00£            #REF!

Hall Hire 180.00£             150.00£            375.0%

Transparency Fund #DIV/0! Restricted funds

Other 400.00£             338.67£            1,000.00£         84.7% Restricted funds

Election Fees 25.00£                0.0%

Remembrance Day Parade 130.00£             205.31£            167.53£            157.9%

Litterpicking 1,300.00£          1,300.82£         100.1% Restricted funds

Defibrillator 279.10£            #DIV/0! Restricted funds
Precept #DIV/0!

Neighbourhood Watch Meetings Restricted funds

McAfee Subscription 100.00£             109.99£            110.0%

Website/Email 200.00£             194.16£            97.1%

VAS Signs 224.62£            

Speed Checks 350.00£             387.43£            110.7%

Replacement Laptop Restricted funds

VAT Refund 477.04£            #DIV/0!

Dog Bin

Green Games Project 1,440.00£         Restricted funds

Totals net of VAT 7,095.00£          -£             11,464.65£       5,845.95£         



Bank Statement 
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ITEM 34 

To Determine the Time and Place of Ordinary Meetings of the Full Council up to and 

Including the Next Annual Meeting of Full Council 

 

The following dates are provisionally proposed for the regular meetings of the 

Council:- 

26th May 

7th July 

15th September 

10th November 

12th January 2027 

23rd March 2027 

11th May 2027 

 

 


