
 

 

Great Witchingham Parish Council 
 

Meeting of the Parish Council – Agenda 
 

Thursday January 30th, 2025, at 7pm 
Great Witchingham Village Hall, Great Witchingham. 

 
Members of the press and public are welcome to attend. 

 
I hereby give notice of a meeting of Great Witchingham Parish Council and summon 

members to attend. 
 

Dawn Clarke, 
Clerk to the Council. 
January 24th, 2025 

 
 

AGENDA 
001 start 
2025/0001 Chairs Welcome and to consider apologies for absence. 

To receive and note apologies for absence. 
 

2025/0002 Minutes. 
To approve the Parish Council minutes from the meeting held on 
Thursday November 28thth, 2024.  

 
2025/0003 Declarations of Interest. 

a. Councillors are invited to declare a pecuniary or non-pecuniary interest 
on any item on the agenda. 

b. To consider any dispensation requests. 

 
2025/0004 To receive updates on any matters not elsewhere on the agenda. 

 
2025/0005 Public Participation and Reports. 

a. County Councillor Greg Peck 
b. District Councillor Peter Bulman 
c. Members of the Public. 

 
2025/0006 Planning. 

a. To note no delegated consultee responses. 
b. To resolve a response to current applications. 

2024/3347 Land Adj. The Long Barn, Furze Lane Great 
Witchingham Norfolk - Change of Use of Redundant Barn 

c. Any application arriving after the publication of this agenda. 
 
 



 

This meeting may be filmed, recorded or photographed by the public: however anyone who 
wishes to film is asked to inform the Clerk prior, if possible, to ensure it is done in a non-
disruptive and public manner. 
 

 
 

2025/0007 Correspondence and Communications. 
a. To note the 2 marathons before the next meeting and any arrangements 

that are to be put in place. 
b. Any correspondence after this agenda. 

 
2025/0008 Financial Matters. 

a. To agree payments as detailed in Annex A.  
b. To receive the bank balances. 
c. To note the actual spend against the budgeted spend. 
d. To note the submission of the precept and the Band D rate. 
e. To note use of the Equals Card. 
 

2025/0009 Administrative Matters. 
a. NPTS training. 
b. Changes within NALC (for information) 
c. To resolve a response to NALC’s Special Resolution. 
d. To re-adopt the amended Policy Documents – Standing Orders, Risk 

Management and Financial Regulations. 
e. To review the asset list. 
f. Issues around notifications of road closures. 

 
2025/0010 Play Area. 

a. To receive an update. 
b. To agree the wording of the sign for the play area. 

 
2025/0011 Community Engagement. 

 
2025/0012 Environment. 

a. To receive an update regarding traffic problems on The Street and 
resolve any further action. 

b. To set a Litter Pick date and discuss the arrangements. 
 

2025/0013 Clerk’s Report. 
 

2025/0014 Items for next meeting. 
To note the next meeting date: Thursday March 27th, 2025, at 7pm – 
Village Hall. 

 



 

 

Great Witchingham Parish Council 
Meeting of the Parish Council 

 
Thursday November 28th, 2024 

Great Witchingham Village Hall, Great Witchingham. 
 

Present:  Rowan Banks    (RB) Chair 
Paul Hines    (PH)  

Peter Collingsworth   (PC) 

Rachel Thorpe   (RT)  

Sally Acloque   (SA) 

Tracy Howlet    (TH) 

 

Dawn Clarke         Clerk & RFO to the Parish Council 
 

1 Member of the public and District Councillor Peter Bulman (DCPB) 
 

Minutes 

 
0078 start 
2024/0078 Chairs Welcome and to consider apologies for absence. 

 
The Chair welcomed everyone to the meeting. Apologies were sent from 

     Councillor Peta Banks and County Councillor Greg Peck. 
 

2024/0079 Minutes. 
 
The minutes of the meeting held on Thursday September 26th, 2024 were 
agreed to be a true record and signed. 
 

2024/0080 Declarations of Interest. 
a. Councillors are invited to declare a pecuniary or non-pecuniary interest 

on any item on the agenda. 
b. To consider any dispensation requests. 

 
RT has a declared interest in the Roarr Park and will not be commenting. 

 
2024/0081 To receive updates on any matters not elsewhere on the agenda. 

 
None. 

 
2024/0082 Public Participation and Reports. 

a. County Councillor Greg Peck (CCGP) 
b. District Councillor Peter Bulman 
c. Members of the Public. 

 
 a. Councillor Greg Peck was not at the meeting.  



 

 

b. Councillor Peter Bulman updated council to the progress of the 
Western Link, which is under consideration by the government, it was 
noted that MPs had voted against the construction.  

 Norfolk County Council has a funding gap and are looking at measures to 
balance the books. 

 Broadland District Council has been working with Highways with respect 
to the Caravan and the owners of the Bridge Inn. 

 News was shared about local pubs. 
 The Boundary Commission is looking to re-arrange the boundary of the 
wards to make them of a similar size. This will be for the District Council   
Elections and will affect the Ward. 

   No update in respect to the Bernard Mathews site. 
   There has been correspondence with CCPB about dangerous parking. 

 
Clerk to confirm that the Bridge Inn is Grade II listed. (listing is confirmed) 

 
2024/0083 Planning. 

a. To note delegated consultee responses. 
2024/3283 The Pightle, Nowhere Lane, Retrospective application 

b. Any application arriving after the publication of this agenda. 
 
a. A response objecting as per previous comments, supporting the 

previous decisions, referencing that commercial use continues. It 
was noted the restoration of the hedge that had been previously 
removed was included in the plan submitted. 

b. None 
 

2024/0084 Correspondence and Communications. 
a. To note changes within Norfolk ALC 
b. Armed Forces Covenant Grant for VE / VJ day 
c. Invitation to comment regarding possible remote meetings. 
d. Any correspondence after this agenda. 

 
a. Noted. It was decided that no action would be taken. 
b. It was resolved to apply for a grant to have a local history event / 

     handling exhibition with focus on the parish.  
SA to contact a resident to understand if he has suitable material. 
c. The situation was summarised, and councillors were invited to 

     comment. Councillors to comment. Clerk to send link. 
d. None. 

 
 

2024/0085 Financial Matters. 
a. To agree payments as detailed in Annex A.  
b. To note the national increase in pay scales and the payment of back pay. 
c. To receive the bank balances. 
d. To agree the proposed budget. 
e. To set the precept for 2025-2026. 
f. To delegate authority to the clerk to submit the precept to Broadland 

District Council. 
g. To note the conclusion of the Audit and the auditors’ findings. 

 



 

 

a. The payments were agreed. 
b. Noted. Back pay will be added to the upcoming payment. 
c. Balances of current 21,385.41 and savings (earmarked reserves) 
20,022.64 – total £41,408.05. 
£22.64 in the first Quarter interest was paid. 
d.The clerk checked the cost of a bye-election, it is around £3000. This 
reserve will be built over time. 
RB has added a line into the budget spreadsheet to show the reserves 
and their projected timelines to achieve the amounts for the various 
reserves. 
Recent damage to the bus shelter may need to be addressed. 
The payment of the insurance amount is queried, Clerk was asked to 
check if this was paid and progress as necessary. 
The original installers will come and look at the bus stop. A new Canopy 
is around £600, a full replacement around £4,500. 
Options to remove and apply for Parish Partnership if the cost is too high. 
It was queried if the number of hits highlighted the location not being 
suitable.  

 
The budget of £28,966 was set. 
 
e. All councillors confirmed that they were up to date with their council tax 
and a precept of £28,996 was agreed. 
Proposed RB, Seconded PH, Agreed. 
 
f.Authority was delegated to the Clerk to submit the precept request. 

 
  Authority was delegated to the clerk to request a precept of a precept of 

 £28,996 for the year 2025-2026 

 
g.The Auditors findings were noted and explained.  
The comment regarding the dates – the auditor has issued a 
supplementary letter explaining that the condition was met (and was their 
error) 
Financial Regulations – this was brought up by the internal auditor, as a 
NALC member council we look towards model policy documents. The 
Clerk notes that NALC delayed issuing the newly written regulations until 
April, this was after the end of the financial year and this was the reason 
for the comment. The new regulations when issued were adopted swiftly. 

 

Council accepted these explanations and completed action. 
 

2024/0086 Administrative Matters. 
a. NPTS training. 
b. To receive an update regarding the bike racks (Breedon Aggregates)  
c. To accept the recommendations of the Employment Committee meeting. 
d. To agree to apply for a pre-paid debit card and agree maintenance 

balance. 
 
 a.It was agreed that The Clerk will circulate dates and book places. 



 

 

Parish Online Training was authorised for the Clerk (£30) 
b.No update. 
c and d. The appraisal was carried out. The EC recommended that: 
 
That the Clerk be enrolled in the existing pension scheme that the council 
subscribes to (Norfolk Pension Scheme) 
Proposed PC, Seconded PH, Agreed 
 
GWPC apply for a pre-paid credit card (Equals) and to load this with the 
emergency spend of £500. 
Proposed PC, Seconded SA, Agreed 

 
2024/0087 Play Area. 

a. To receive an update. 
 

a. Robin English has been working in the area. Waiting for the invoice.
  

It was noted that the area looked tidy for Remembrance Sunday and RB 
thanked SA for stepping in for him at the service. 

 
2024/0088 Community Engagement. 

 
Wensum Diary Pieces:  
Park – Paul Hines 
Litter Pick -  
Parish meeting invitation – bring ideas. Rowan Banks 
Open Garden Day (NGS), Yard Sale, Litter Pick, Staying in touch / 
Meeting invitation. Council is full – who councillors are.  

 
2024/0089 Environment. 

a. To discuss the reports of noise pollution from Roarr (Prime Evil) 
b. To discuss the Verge Cutting proposal from Norfolk County Council. 
c. To resolve to request a further road use study for the junction of A1067 

and the B1535 
d. To note traffic problems on The Street outside the school. 

 
a. Multiple complaints to the Parish Council regarding noise from Roarr.  
Could be heard village wide and indoors also. Noise continued beyond 
the expected time – chainsaws running from 18:00 to 23:30 on some 
nights, pierced with screaming - repetitive and dense. It was noted a 
significantly higher level of noise in comparison with previous years and 
ending later in the evening. 
Complaints also included the increase in road traffic. 
Residents were not against the event but would like to re-state the noise 
considerations that were previously agreed. Clerk to ask for sound 
recording levels to be confirmed. 
The Roarr phone number for noise complaints is not found – Clerk to 
check if this is available.  
Clerk to check previous conditions for noise mitigation. 
Clerk to make a formal complaint to Environmental Health and Planning if 



 

 

appropriate, copy in DCPB and CC and MP. 
b.The sizes and locations have been supplied by NCC however it was 
difficult to translate to ask for a comparative quote.  

The terms of the grant are not clear, level of future payments and how to 
apply. It was resolved not to pursue the offer at this time.  
c. Clerk to ask for a repeat of the study at the junction as there has been a 
noticeable increase in traffic at this junction which has in turn caused both 
traffic delays and an increase in accidents, including a fatality. 
The request for the study to be completed prior to the closing of the 
Easton roundabout (A47) so that any impact can be measured and 
mitigation made in the basis of any increased traffic. Clerk to progress 
and copy in DCPB and CCGP 
d. Both SA and RB note that they live close by and note that there was a 
near accident which ended in a disturbance. 
The erosion of the road markings was noted and the Clerk to ask 
Highways to check and re-paint the yellow ‘No Parking’ lines. 
Clerk to ask highways about making The Street ‘one way’ 
The Clerk to ask Highways to check the hedges that are overhanging the 
road reducing the width of the road. 
The headmaster has suggested other parking locations, however there 
were concerns about crossing the main road. Clerk to write to the 
headteacher and suggest ‘Drop and Go’ and invite them to a meeting. 

 
2024/0090 Clerk’s Report. 

 
Permission for illumination - ‘Johnsons Garage’, 07:00-20:00 are the 
agreed opening hours in the planning permission with a matching alcohol 
licence. Permission for lighting was granted to run 07:00 – 22:00 – The 
Clerk has challenged this and has asked for all times to be brought into 
line – forward to DCPB/CCGP  
Overnight lighting – School and Doctors Surgery: it was noted that lights 
are sometimes left on overnight and the alarms sounding. It was 
suggested that events are videoed and followed up with receptionists as 
proof. 

 
2024/0091 Items for next meeting. 

 
To note the next meeting date: Thursday January 30th, 2025, at 7pm – 
Village Hall. 

 
 

Closed at 20:40 
 
 



1

clerk@gwpc.org.uk

From: Janice and Kevin <hello@boghopperraces.co.uk>
Sent: 09 January 2025 13:52
To: clerk@gwpc.org.uk
Subject: Marriott's way marathon and half marathon 

Flag Status: Flagged

I am writing to you to inform you that the Marriott's way marathon and half marathon is coming 
through your parish on 2nd March. This is an annual event that has been running for 10 years or 
so. 
The marathon starts from Norwich at 0900 and the half marathon from Whitwell station at 1030 
If you have any questions please get in touch  
Best wishes  
Kevin and Janice  
Boghopper Races Ltd  
 
Get Outlook for Android 
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NORFOLK COUNTY COUNCIL 

 
ROAD TRAFFIC REGULATION ACT 1984, SECTION 16A, AS AMENDED 
BY THE ROAD TRAFFIC REGULATION (SPECIAL EVENTS) ACT 1994 

 
The Royal Norwich Half Marathon  

Weston Longville 

Sunday 23 February 2025 

 
TEMPORARY PROHIBITION OF TRAFFIC 

 
1. ORDER temporarily prohibiting the use by vehicles of the 

following roads: -  
• C172 Ringland Lane, from its junction with C167 Marl Hill, heading 
east for 2900m. 
• U57217 Weston Road, From its junction with C174 Honingham Lane, 
heading west for 1240m. 
• U57217 Church Hill Lane, from its junction with C167 Weston Green 
Road, heading southeast for 890m. 
• C167 Weston Green Road from its junction with U57217 Church Hill 
Lane, heading southwest for 790m. 
• U57214 Breck Road from its junction with C167 Weston Green Road 
heading east for 995m. 
• U5721 Telegraph Hill, from its junction with U5721 Breck Road  
heading east for 1375m. 
• C174 Honingham Lane, from its junction with U78215 Weston Road 
heading north for 1780m. 
• U57218 Field Road, from its junction with C171 Costessey Lane 
heading west for 867m. 
• C171 Costessey Lane, from its junction with U57218 Field Lane 
heading north for 675m. 
• C172 The Street –from its junction with C171 Costessey Lane 
heading west for 755m in the PARISH OF Ringland.n in the parish of 
Weston Longville (“the Road”) 

 
2. The Norfolk County Council, as Traffic Authority for Norfolk, is satisfied 

that the holding of the The Royal Norwich Half Marathon  is required to 
take place along the Road and that in consequence traffic over the 
Road should be prohibited on Sunday 23 February 2025 for the 
duration of the The Royal Norwich Half Marathon , expected to be 
between 09.30 hrs to 18.00 hrs  

 
3. Nothing in Article 2 of this Order shall apply: 

a) to anything done with the permission, or at the direction, of a 
police constable in uniform 

b) to any vehicle being used for police, fire brigade or ambulance 
purposes, or for the purposes of a statutory undertaker, in an 
emergency which necessitates the bringing of vehicles into a 
section of the Road 



 
4. Insofar as any provisions of this Order conflict with any provisions of 

any previous Order relating to the Road, the provisions of this Order 
shall prevail 

 
The Norfolk County Council HEREBY ORDERS that on Sunday 23 February 
2025 for the duration of the The Royal Norwich Half Marathon  the use of the 

Road by vehicles shall be PROHIBITED 

 
Dated 23 January 2025 

 

 
 
Grahame Bygrave (Lead Director for Infrastructure,  
Director of Highways, Transport & Waste)   
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clerk@gwpc.org.uk

From: Andy Sexton <Andy.Sexton@southnorfolkandbroadland.gov.uk>
Sent: 16 January 2025 16:46
To: Pride in Place; mdoffice
Cc: Nick Howard
Subject: Invitation: Livestream Multi-agency Flood & Drought Summit Friday 31st January

Importance: High

Hi All, please see below an invitation from NCC for you to attend a Multi-Agency Flood & Drought Summit on Friday 
31st January, All the best Andy 

 

 INVITATION: LIVESTREAM MULTI-AGENCY FLOOD AND DROUGHT SUMMIT 

10am-1pm, Friday 31st January 2025 

  
Dear Town & Parish Councils 

We are writing to invite you to view our livestreamed, multi-agency summit, to discuss flooding 
and water management in Norfolk and the actions we can collectively take to mitigate it. 

With the risk of flooding remaining high, we are bringing together a wide range of agencies and 
stakeholders which have various responsibilities relating to water management. It is important 
to ensure we are strategic and accountable in the way that we tackle flooding events across the 
county, and plan for drought too, even when it may seem far away. 

The focus of the summit will be on action, and how agencies can achieve this through 
collaborating better with each other and with communities. There will be a variety of speakers 
and panel members, including representatives from Norfolk County Council, Water Resources 
East, Association of Drainage Authorities, Anglian Water and the Environment Agency. 

Norfolk County Council and the Norfolk Strategic Flooding Alliance are also welcoming Peter 
Glas, Delta Commissioner for the Dutch Government (recently retired) as keynote speaker, and 
we are hoping to be joined by a number of Norfolk MPs. 

We hope you can participate in this landmark summit, where our discussions on the day will 
galvanise future actions and continue our shared aims of working better together. This is a not to 
be missed opportunity to be part of the solution to Norfolk's challenges from flooding and 
drought.  

The link to the livestream is here:  
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You're invited to Flood & Drought Summit - 31st January 
2025  

 
Flood & Drought Summit - 31st January 2025  

Fri, 31 Jan 2025 10:00 - 13:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, 
London 

Sincerely, 

Norfolk County Council 
  

  
  

  

Join event  

  
    

Questions for the panel 
The Summit will include a panel discussion involving Anglian Water, Association of Drainage 
Authorities, the Environment Agency, Norfolk County Council and Water Resources East. 
Please submit any questions by sending them to nsfa@norfolk.gov.uk anytime up to the event. 
  
Questions will be accepted during the live stream event also. 
  
  
We hope that you can be part of this important summit. 

Yours sincerely, 

Cllr Kay Mason Billig, Leader of the Council & Henry Cator OBE DL, Chairman of the Norfolk 
Strategic Flooding Alliance (NSFA) 

 

  
  
Fiona Johnson 
Partnership Manager 
Norfolk Strategic Flooding Alliance 
Community and Environmental Services   
Email: llfa@norfolk.gov.uk for any pre-planning or statutory consultee enquiries  
Email: suds@norfolk.gov.uk for ongoing flood alleviation schemes 
Email: water.management@norfolk.gov.uk for any reports of flooding, watercourse regulation or 
general enquiries 
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You can report flooding to the Norfolk Flooding Hotline on 0344 800 8013 

       
  
 
- 
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Great Witchingham Parish Council (Lite)

All Cost Centres and Codes

24 January 2025 (2024 - 2025)

Summary of Receipts and Payments

Payments

Code Title Budgeted Actual Variance

Receipts Payments

Budgeted Actual Variance

Net Position

+/- Under/over spend

 6 Staff Costs  5,900.00  4,389.50  1,510.50  1,510.50  (25%)

 7 Staff Working Expenses  537.00  383.30  153.70  153.70  (28%)

 8 Subscriptions & Memberships  295.00  329.86 -34.86 -34.86  (-11%)

 9 Expenses Room Hire  250.00  105.00  145.00  145.00  (58%)

 10 Maintenance Playground  3,470.00  1,794.24  1,675.76  1,675.76  (48%)

 11 Maintenance General  1,785.00  1,754.14  30.86  30.86  (1%)

 12 Admin Expense  922.00  601.74  320.26  320.26  (34%)

 13 Ins, Audit & Professional Fees  1,125.00  814.79  310.21  310.21  (27%)

 14 Election Fees  340.00  340.00  340.00  (100%)

 15 S.137  (N/A)

 16 Training  450.00  450.00  450.00  (100%)

 17 Grants  885.00  20.83  864.17  864.17  (97%)

 18 Reserves 1  2,000.00  2,000.00  2,000.00  (100%)

 19 Reserves 2  8,300.00  8,300.00  8,300.00  (100%)

 20 Project  225.00 -225.00 -225.00  (N/A)

 26,259.00  10,418.40  15,840.60SUB TOTAL  15,840.60  (60%)

Receipts

Code Title Budgeted Actual Variance

Receipts Payments

Budgeted Actual Variance

Net Position

+/- Under/over spend

 1 Precept  26,259.00  26,259.00  (0%)

 2 Grants/Donations  100.00  100.00  100.00  (N/A)

 3 Bank Interest  156.74  156.74  156.74  (N/A)

 4 VAT Refund  (N/A)

 5 CIL  1,148.40  1,148.40  1,148.40  (N/A)

 27,664.14 26,259.00  1,405.14SUB TOTAL  1,405.14  (5%)

 27,664.14 26,259.00  26,259.00  10,418.40

 27,664.14  11,196.41

 778.01

 15,840.60 1,405.14NET TOTAL

V.A.T.

GROSS TOTAL

Summary

 17,245.74  (32%)

Page No. 1





MEMBERS – USE THIS FORM TO VOTE ON 
THE PREFERRED LEGAL STRUCTURE AS 
DISCUSSED AT THE AGM 4 DEC 2024

COMPLETE YOUR VOTE AND RETURN BY 
FRIDAY 7 MARCH

SPECIAL RESOLUTION: That the Norfolk Association of Local Councils converts 
from a co-operative society to a company limited by guarantee.

AND

That the services of legal expert Roger Taylor will be employed to carry out the 
conversion, ensuring all assets are transferred to the new company limited by 
guarantee.

Two months notice of this special resolution was given at the Norfolk ALC AGM on 4 
December 2024. A discussion paper was provided before the AGM which pointed out 
some of the advantages or disadvantages of each type of structure. An updated 
summary is attached. In brief it cites reasons such as:

• The co-operative structure is cumbersome and does not support effective 
management practice of the current Norfolk ALC.

• The requirement to extend democratic activity through area meetings and 
neighbourhood projects at district level never achieved enthusiastic support.

• The current structure is therefore inefficient and lacks resources to 
provide a modern and professional service

• The company limited by guarantee still protects our not-for-profit status as no 
dividends are paid to shareholders; instead any surpluses are invested in the 
provision of services for members.

• The company limited by guarantee protects members and directors from
financial burden due to its limited liability – any debt would fall on the company
but not on the directors threatening their own homes or savings, for example

• The company limited by guarantee management structure will continue to reflect 
its membership through elections from member councils to a board of directors 
willing to attend meetings and represent views from its member councils. 

At the AGM, we were asked to provide a statement from Roger Taylor that this is the 
correct step for the Norfolk ALC. He writes in an email dated 23 September 2024:

“The current registration of the Association as a Co-operative Society is in our view the 
incorrect structure for the Association. Whilst the Association may superficially appear to meet 
the relevant criteria in fact looking at the services that it performs it is outside the criteria for a 
Co-operative Society. If queries were raised it is possible for the to cancel the registration.

No other County Association is registered as a Co-operative Society . Those that are 
incorporated are a straightforward Company limited by Guarantee.

In my view the Association has no alternative but to cease to operate as a Co-operative. There 
will be administration involved in this which cannot be avoided If the present structure is 
dismantled the Association can either form a new Company limited by Guarantee outside the 
Co-operative Acts or proceed as an unincorporated organisation.

Yours sincerely                    RogerTaylor



Please provide the agreed vote of your Council on the two resolutions.

The following two special resolutions are recommended for approval by the Board of the 
Norfolk Association of Local Councils on the basis of consultation and expert legal advice 
received over a 12 month period:

That the Norfolk Association of Local Councils 
should convert from a co-operative society to a 
company limited by guarantee.

YES NO

That Roger Taylor be appointed to carry out the 
conversion, ensuring all assets are transferred to 
the new company limited by guarantee.

YES NO

Please complete and return this form BY FRIDAY 7 MARCH

Name of Council

Signed on behalf of named Council

Name of Representative signing for Council

Title of Representative signing for Council

Contact telephone

Contact email address

Date

Please return page 2 with your vote and details to: 

CountyOfficer@norfolkalc.gov.uk  

By FRIDAY 7 MARCH

Any questions? Please call Adrian Myers on   07904 043911

mailto:CountyOfficer@norfolkalc.gov.uk


Norfolk Association of Local Councils (NALC) – Legal Structure Update

1. Background

In September 2020, NALC was registered as a co-operative society under the Financial 
Conduct Authority. This structure was adopted to encourage member participation. 
However, following legal consultation and expert advice, it has been determined that a co-
operative structure is unsuitable for NALC’s purpose. This was discussed at the 2023 
AGM, where members requested more information before making a decision.

2. Issues with the Current Co-operative Structure

While the co-operative structure offers some advantages, such as limited liability and legal 
stability, significant drawbacks exist:

• Efficiency: Insufficient revenue to support professional staff.

• Participation: Most members do not actively engage in decision-making.

• Conflicts: Diverse member expectations can lead to disputes.

• Privacy Concerns: Members’ data can be requested under the Co-operative and 
Community Benefit Societies Act 2014.

• Restrictive Rules: Requirements for member participation, education, and training 
are impractical and outdated.

Additionally, no other County Association is registered as a co-operative, making this 
structure an anomaly.

3. Proposed Alternative: Company Limited by Guarantee

The Board recommends converting to a Company Limited by Guarantee, which is a not-
for-profit legal structure offering:

• Limited liability for members and directors (typically £1).

• Defined responsibilities and powers for directors through Articles of Association.

• Modernised governing rules aligned with the Association’s aims.

This change will not alter the Board’s responsibilities or the transfer of assets. It provides 
an opportunity to streamline operations and ensure alignment with NALC’s purpose.

4. Next Steps

A Special Resolution to convert to a Company Limited by Guarantee was presented at the 
2024 AGM on 4th December for discussion.

A postal vote will take place during February 2025 following the required two-month notice 
period.

For further details or to review the current registration document, please contact the Board.

This decision aims to better align NALC’s legal structure with its mission and ensure long-
term efficiency and sustainability.

10 January 2025

This document has been approved by the Board of the Norfolk Association of Local Councils
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MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS 
 
 
This Model Financial Regulations template was produced by the National Association of 

Local Councils (NALC) in April 2024 for the purpose of its member councils and county 

associations. Every effort has been made to ensure that the contents of this document are 

correct at time of publication. NALC cannot accept responsibility for errors, omissions and 

changes to information subsequent to publication. 

Notes to assist in the use of this template: 

1) This document is a model for councils of all sizes to use to develop their own financial 

regulations, suitable for the size of the council and the activities it undertakes. 

2) Bold text indicates legal requirements, which a council cannot change or suspend. 

3) For the rest, each council needs to adapt the model to suit its size and structure.  For 

example, some councils have both a clerk and RFO, possibly with several more staff, 

while others have a single employee as clerk/RFO.  Some councils have committees, 

some have a high level of delegation and some make all decisions at full council 

meetings.  Many now use online payment methods, but others still rely on cheques. 

4) Curly brackets indicate words, sentences or sections that can be removed if not 

applicable, or amended to fit the council’s circumstances.  An example of this is the 

phrase {or duly delegated committee}, which can be deleted if there are no committees. 

5) Specific areas that may need adapting: 

a) In 1.5 – is the Clerk the RFO? 

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales 

c) In section 4, does the council have committees and how many years are forecast?  

d) In 5.6, does the council issue an open invitation to tender, or invite specific firms? 

e) In 5.9, are online prices acceptable evidence? 

f) In 5.13, 5.15 and 5.17, does the council have committees? 

g) In 5.16, will a councillor ever be instructed to place an order? 

h) In 5.20, is there a minimum level for official orders? 

i) Section 6 includes several alternatives to cover delegation to committees or to 

officers, approval of invoices individually or in batches, or for approval of regular 

contractual payments at the beginning of the year. 

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where 

the clerk is a signatory.  These are intended to allow a council’s financial regulations 

to fit what they actually do, not to force any council to change what they do. 

k) Section 10 gives two alternatives, with or without petty cash. 

l) 13.6 has alternatives for VAT-registered and unregistered councils – only use one. 

m) 13.7 and 13.8 are removable if they don’t apply to the council. 

n) Much of Section 16 can be deleted if not applicable. 
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o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?   

6) Square brackets indicate where the council needs to specify who, or how much, or what 

the timescale is.  For example [£500] might need to be £100, or [October] might need to 

be November, or [the council] might need to say the Policy and Resources Committee. 

a) In 4.1 and 4.7, select the wording for England or Wales, based on your location. 

b) In Section 4, the council needs to determine the timescale for its budget setting.   

7) It is challenging to try to offer guidance on setting financial limits.  A council spending 

£1,000 a year is unlikely to delegate authority to spend £500 to its proper officer, but one 

spending £5 million a year might regard £5,000 as a reasonable limit.  Each council 

needs to determine its own limits, that help, rather than hinder, its operations.      

8) Key limits to set: 

a) In 5.6, at what limit will the council require a formal tender process to ensure fair 

competition, rather than just asking for quotes?  If this is set too low, it may 

discourage suppliers.  Many small councils might only use formal tenders once every 

few years. 

b) In 5.8, at what limit will the council require fixed-price quotes rather than estimates? 

c) In 5.9, at what level can smaller purchases be made without competition? 

d) In 5.15, at what level can purchases be made under delegated authority (having 

complied with the rules about obtaining prices)? 

e) In 5.18, how much can the clerk commit to spending in an emergency? 

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be 

authorised by an officer under delegated authority as a general principle, or only to 

avoid problems? 

g) In Section 9, what are the limits for card payments? 

h) In 16.5, what value of assets can be bought or disposed of, without seeking council 

approval? 

9) The contents list is a table that extracts section headings from the document.  It can be 

updated by clicking on the contents list, whereupon a tab saying “update table” appears 

at the top of the list.  

10) Once this model has been tailored to fit the council’s needs, the resulting Financial 

Regulations (with the insertion of the council’s name at the top) should be adopted at a 

meeting of the full council.  The date of adoption should be inserted below the Contents.  

Any subsequent proposal for amendment should also be made to the full council. 

11) The council should keep abreast of developments in legislation that affect the local 

council sector and should review and update its Financial Regulations annually. 

12) Please ensure that the latest approved version is published on the council’s website. 
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[ENTER COUNCIL NAME] FINANCIAL REGULATIONS 

Contents 

1. General .......................................................................................................................................... 4 

2. Risk management and internal control ..................................................................................... 5 

3. Accounts and audit ....................................................................................................................... 6 

4. Budget and precept ...................................................................................................................... 7 

5. Procurement .................................................................................................................................. 8 

6. Banking and payments ..............................................................................................................10 

7. Electronic payments ...................................................................................................................11 

8. Cheque payments ......................................................................................................................13 

9. Payment cards ............................................................................................................................13 
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11. Payment of salaries and allowances .......................................................................................14 
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13. Income..........................................................................................................................................15 

14. Payments under contracts for building or other construction works ..................................15 

15. Stores and equipment ...............................................................................................................16 

16. Assets, properties and estates .................................................................................................16 

17. Insurance .....................................................................................................................................16 

18. [Charities] .....................................................................................................................................17 

19. Suspension and revision of Financial Regulations ...............................................................17 

Appendix 1 - Tender process ............................................................................................................18 

 

These Financial Regulations were adopted by the council at its meeting held on [enter date]. 
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1. General   

1.1. These Financial Regulations govern the financial management of the council and 

may only be amended or varied by resolution of the council. They are one of the 

council’s governing documents and shall be observed in conjunction with the 

council’s Standing Orders.  

1.2. Councillors are expected to follow these regulations and not to entice employees to 

breach them. Failure to follow these regulations brings the office of councillor into 

disrepute. 

1.3. Wilful breach of these regulations by an employee may result in disciplinary 

proceedings. 

1.4. In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 

32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any 

superseding legislation, and then in force, unless otherwise specified.  

• “Approve” refers to an online action, allowing an electronic transaction to take 

place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to 

allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in England or 

Governance and Accountability for Local Councils in Wales – A Practitioners 

Guide jointly published by One Voice Wales and the Society of Local Council 

Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members and 

staff. 

 

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the 

council. [The Clerk has been appointed as RFO and these regulations apply 

accordingly.]  The RFO; 

• acts under the policy direction of the council; 

• administers the council's financial affairs in accordance with all Acts, 
Regulations and proper practices; 

• determines on behalf of the council its accounting records and control systems; 

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

• seeks economy, efficiency and effectiveness in the use of council resources; 
and 

• produces financial management information as required by the council. 

1.6. The council must not delegate any decision regarding: 

• setting the final budget or the precept (council tax requirement); 
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• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

1.7. In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts; 

• authorise any grant or single commitment in excess of [£5,000]; and 

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2. The Clerk [with the RFO] shall prepare, for approval by the council, a risk 

management policy covering all activities of the council. This policy and 

consequential risk management arrangements shall be reviewed by the council at 

least annually.  

2.3. When considering any new activity, the Clerk [with the RFO] shall prepare a draft 

risk assessment including risk management proposals for consideration by the 

council.  

2.4. At least once a year, the council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

2.6. At least [once in each quarter], at each meeting and at each financial year end, a 

member other than the Chair {or a cheque signatory} shall be appointed to verify 

bank reconciliations (for all accounts) produced by the RFO. The member shall sign 

and date the reconciliations and the original bank statements (or similar document) 

as evidence of this. This activity, including any exceptions, shall be reported to and 

noted by the council {Finance Committee}. 

2.7. Regular back-up copies shall be made of the records on any council computer and 

stored either online or in a separate location from the computer.  The council shall 
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put measures in place to ensure that the ability to access any council computer is 

not lost if an employee leaves or is incapacitated for any reason. 

2.8. Scribe will be used for accounting purposes, view only access will be made 

available to all councillors. 

3. Accounts and audit 

3.1. All accounting procedures and financial records of the council shall be determined 

by the RFO in accordance with the Accounts and Audit Regulations.  

3.2. The accounting records determined by the RFO must be sufficient to explain 

the council’s transactions and to disclose its financial position with 

reasonably accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the 

council and the matters to which they relate; 

• a record of the assets and liabilities of the council; 

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual {Governance and Accountability} Return. 

3.4. The RFO shall complete and certify the annual Accounting Statements of the 

council contained in the Annual {Governance and Accountability} Return in 

accordance with proper practices, as soon as practicable after the end of the 

financial year.  Having certified the Accounting Statements, the RFO shall submit 

them (with any related documents) to the council, within the timescales required by 

the Accounts and Audit Regulations. 

3.5. The council must ensure that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 

and records as the internal or external auditor consider necessary for the 

purpose of the audit and shall, as directed by the council, supply the RFO, internal 

auditor, or external auditor with such information and explanation as the council 

considers necessary. 

3.7. The internal auditor shall be appointed by the council and shall carry out their work 

to evaluate the effectiveness of the council’s risk management, control and 

governance processes in accordance with proper practices specified in the 

Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council; 

• reports to council in writing, or in person, on a regular basis with a minimum of 

one written report during each financial year; 

• can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from family 

relationships; and 
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• has no involvement in the management or control of the council 

3.9. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

• provide financial, legal or other advice including in relation to any future 

transactions; or 

• direct the activities of any council employee, except to the extent that such 

employees have been appropriately assigned to assist the internal auditor. 

3.10. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. The RFO shall make arrangements for the exercise of electors’ rights in relation to 

the accounts, including the opportunity to inspect the accounts, books, and 

vouchers and display or publish any notices and documents required by the Local 

Audit and Accountability Act 2014, or any superseding legislation, and the Accounts 

and Audit Regulations. 

3.12. The RFO shall, without undue delay, bring to the attention of all councillors any 

correspondence or report from internal or external auditors. 

4. Budget and precept 

4.1. Before setting a precept, the council must calculate its council tax  

requirement for each financial year by preparing and approving a budget, in 

accordance with The Local Government Finance Act 1992 or succeeding 

legislation. 

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed 

by [the council] at least annually in [November] for the following financial year and 

the final version shall be evidenced by a hard copy schedule signed by the Clerk 

and the [Chair of the Council or relevant committee]. {The RFO will inform 

committees of any salary implications before they consider their draft their budgets.}  

4.3. No later than [November] each year, the RFO shall prepare a draft budget with 

detailed estimates of all [receipts and payments] for the following financial year 

{along with a forecast for the following [three financial years]}, taking account of the 

lifespan of assets and cost implications of repair or replacement. 

4.4. Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. {Unspent funds for partially completed projects may only be 

carried forward (by shall be placed them in an earmarked reserve) with the formal 

approval of the full council.}  

4.5. Each committee (if any) shall review its draft budget and submit any proposed 

amendments to the council {finance committee} not later than the end of 

[November] each year.  



 

8 
 

4.6. The draft budget {with any committee proposals and [three-year]} forecast, including 

any recommendations for the use or accumulation of reserves, shall be considered 

by the {finance committee and a recommendation made to the} council. 

4.7. Having considered the proposed budget and [three-year] forecast, the council shall 

determine its [council tax (England)/budget (Wales)] requirement by setting a 

budget.  The council shall set a precept for this amount no later than [the end of 

December] for the ensuing financial year.   

4.8. Any member with council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 

Finance Act 1992 and must and must disclose at the start of the meeting that 

Section 106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February and upload a copy of that request to the cloud and supply each 

member with a copy of the agreed annual budget.  

4.10. The agreed budget provides a basis for monitoring progress during the year by 

comparing actual spending and income against what was planned.  

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 

council {or relevant committee}. 

5. Procurement 

5.1. Members and officers are responsible for obtaining value for money at all 

times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. 

5.2. The RFO should verify the lawful nature of any proposed purchase before it is made 

and in the case of new or infrequent purchases, should ensure that the legal power 

being used is reported to the meeting at which the order is authorised and also 

recorded in the minutes.  

5.3. Every contract shall comply with these the council’s Standing Orders and these 

Financial Regulations and no exceptions shall be made, except in an emergency.  

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of 

The Public Contracts Regulations 2015 or any superseding legislation (“the 

Legislation”), must be followed in respect of the tendering, award and 

notification of that contract. 

5.5. Where the estimated value is below the Government threshold, the council shall 

(with the exception of items listed in paragraph 6.12) obtain prices as follows:  

5.6. For contracts estimated to exceed [£60,000] including VAT, the Clerk shall {seek 

formal tenders from at least [three] suppliers agreed by [the council]} OR {advertise 

an open invitation for tenders in compliance with any relevant provisions of the 

Legislation}. Tenders shall be invited in accordance with Appendix 1. 
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5.7. For contracts estimated to be over £30,000 including VAT, the council must 

comply with any requirements of the Legislation1 regarding the advertising of 

contract opportunities and the publication of notices about the award of 

contracts. 

5.8. For contracts greater than [£3,000] excluding VAT the Clerk [or RFO] shall seek at 

least [3] fixed-price quotes;  

5.9. where the value is between [£1,000] and [£3,000] excluding VAT, the Clerk [or 

RFO] shall try to obtain 3 estimates {which might include evidence of online prices, 

or recent prices from regular suppliers.} 

5.10. For smaller purchases, [the clerk] shall seek to achieve value for money. 

5.11. Contracts must not be split into smaller lots to avoid compliance with these 

rules. 

5.12.  The requirement to obtain competitive prices in these regulations need not apply to 

contracts that relate to items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing contract; 

iv. goods or services that are only available from one supplier or are sold at a 

fixed price. 

5.13. When applications are made to waive this financial regulation to enable a price to 

be negotiated without competition, the reason should be set out in a 

recommendation to the council {or relevant committee}. Avoidance of competition is 

not a valid reason.  

5.14. The council shall not be obliged to accept the lowest or any tender, quote or 

estimate.  

5.15. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

• [the Clerk], under delegated authority, for any items below [£500] excluding VAT.  

• the Clerk, in consultation with the Chair of the Council {or Chair of the 

appropriate committee}, for any items below [£2,000] excluding VAT. 

• {a duly delegated committee of the council for all items of expenditure within 

their delegated budgets for items under [£5,000] excluding VAT} 

• {in respect of grants, a duly authorised committee within any limits set by council 

and in accordance with any policy statement agreed by the council.}  

• the council for all items over [£5,000];  

Such authorisation must be supported by a minute (in the case of council or 

committee decisions) or other auditable evidence trail. 

 

1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the 
award of contracts over £30,000 including VAT, regardless of whether they were advertised. 
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5.16. No individual member, or informal group of members may issue an official order 

{unless instructed to do so in advance by a resolution of the council} or make any 

contract on behalf of the council. 

5.17. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council {or a duly delegated committee 

acting within its Terms of Reference} except in an emergency. 

5.18. In cases of serious risk to the delivery of council services or to public safety on 

council premises, the clerk may authorise expenditure of up to [£2,000] excluding 

VAT on repair, replacement or other work that in their judgement is necessary, 

whether or not there is any budget for such expenditure. The Clerk shall report such 

action to the Chair as soon as possible and to [the council] as soon as practicable 

thereafter. 

5.19. No expenditure shall be authorised, no contract entered into or tender accepted in 

relation to any major project, unless [the council] is satisfied that the necessary 

funds are available and that where a loan is required, Government borrowing 

approval has been obtained first. 

5.20. An official order, email or letter shall be issued for all work, goods and services 

{above [£250] excluding VAT} unless a formal contract is to be prepared or an 

official order would be inappropriate. Copies of orders shall be retained, along with 

evidence of receipt of goods. 

5.21. Any ordering system can be misused and access to them shall be controlled by [the 

RFO]. 

6. Banking and payments 

6.1. The council's banking arrangements, including the bank mandate, shall be made by 

the RFO and authorised by the council; banking arrangements shall not be 

delegated to a committee. The council has resolved to bank with [Unity Trust Bank].  

The arrangements shall be reviewed each May for security and efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, to 

safeguard against the possibility of fraud or error.  Wherever possible, more than 

one person should be involved in any payment, for example by dual online 

authorisation or dual cheque signing. Even where a purchase has been authorised, 

the payment must also be authorised and only authorised payments shall be 

approved or signed to allow the funds to leave the council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the council before being certified by [the RFO]. {Where the certification of 

invoices is done as a batch, this shall include a statement by the RFO that all 

invoices listed have been ‘examined, verified and certified’ by the RFO}. 

6.4. Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of employment) may be summarised to avoid disclosing 

any personal information.  
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6.5. All payments shall be made by [online banking/cheque], in accordance with a 

resolution of the council {or duly delegated committee}{or a delegated decision by 

an officer}, unless [the council] resolves to use a different payment method. 

6.6. {For each financial year [the RFO] may draw up a schedule of regular payments 

due in relation to a continuing contract or obligation (such as Salaries, PAYE, 

National Insurance, pension contributions, rent, rates, regular maintenance 

contracts and similar items), which the council {or a duly delegated committee} may 

authorise in advance for the year}.  This will be reviewed each year and form part of 

the minutes. 

6.7. {A copy of this schedule of regular payments shall be signed by [two members] on 

each and every occasion when payment is made - to reduce the risk of duplicate 

payments.}  

6.8. {A list of such payments shall be reported to the next appropriate meeting of the 

council or Finance Committee} for information only. 

6.9. The Clerk and RFO shall have delegated authority to authorise payments {only} in 

the following circumstances: 

i. {any payments of up to [£500] excluding VAT, within an agreed budget}. 

ii. payments of up to [£2,000] excluding VAT in cases of serious risk to the 

delivery of council services or to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998 {or to comply with contractual terms}, 

where the due date for payment is before the next scheduled meeting of [the 

council], where the [Clerk and RFO] certify that there is no dispute or other 

reason to delay payment, provided that a list of such payments shall be 

submitted to the next appropriate meeting of council {or finance committee}.  

iv. Fund transfers within the councils banking arrangements up to the sum of 

[£10,000], provided that a list of such payments shall be submitted to the next 

appropriate meeting of council [or finance committee].  

6.10. The RFO shall present a schedule of payments requiring authorisation, forming part 

of the agenda for the meeting, together with the relevant invoices, to the council {or 

finance committee}. The council {or committee} shall review the schedule for 

compliance and, having satisfied itself, shall authorise payment by resolution. The 

authorised schedule shall be initialled immediately below the last item by the person 

chairing the meeting. A detailed list of all payments shall be disclosed within or as 

an attachment to the minutes of that meeting. 

6.11. The Council wishes to maximise the interest earned. The current account will have 

a balance of no more than half of the precept and no less than 3 months of running 

costs. All other monies to be moved into the savings account. 

 

7. Electronic payments 

7.1. Where internet banking arrangements are made with any bank, [the Clerk] shall be 

appointed as the Service Administrator. The bank mandate agreed by the council 
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shall identify [3 ] councillors who will be authorised to approve transactions on those 

accounts and a minimum of two people will be involved in any online approval 

process.  {The Clerk may be an authorised signatory, but no signatory No councillor 

should be involved in approving any payment to themselves.} 

7.2. All authorised signatories shall have access to view the council’s bank accounts 

online.  

7.3. No employee or councillor shall disclose any PIN or password, relevant to the 

council or its banking, to anyone not authorised in writing by the council or a duly 

delegated committee. 

7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval, together with copies of the relevant invoices, shall be sent to 

the ‘GWPC Banking’ Whatsapp Group [by email] to [two] authorised signatories.  

7.5. In the prolonged absence of the Service Administrator [an authorised signatory] 

shall set up any payments due before the return of the Service Administrator. 

7.6. Two [councillors who are] authorised signatories shall check the payment details 

against the invoices before approving each payment using the online banking 

system. 

7.7. Evidence shall be retained showing which members approved the payment online 

{and a printout of the transaction confirming that the payment has been made shall 

be appended to the invoice for audit purposes}. 

7.8. A full list of all payments made in a month shall be provided to the next council 

meeting and appended to the minutes. 

7.9. With the approval of the council in each case, regular payments (such as gas, 

electricity, telephone, broadband, water, National Non-Domestic Rates, refuse 

collection, pension contributions and HMRC payments) may be made by variable 

direct debit, provided that the instructions are [signed/approved online] by [two 

authorised members]. The approval of the use of each variable direct debit shall be 

reviewed by [the council] at least every two years.  

7.10. Payment may be made by BACS or CHAPS by resolution of [the council] provided 

that each payment is approved online by [two authorised bank signatories], 

evidence is retained and any payments are reported to [the council] at the next 

meeting. The approval of the use of BACS or CHAPS shall be renewed by 

resolution of the council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are signed {or approved 

online} by [two members], evidence of this is retained and any payments are 

reported to council when made. The approval of the use of a banker’s standing 

order shall be reviewed by [the council] at least every two years.  

7.12. Account details for suppliers may only be changed upon written notification by the 

supplier verified by [two of] the Clerk and [the RFO] [a member].  This is a potential 

area for fraud and the individuals involved should ensure that any change is 

genuine.  Data held should be checked with suppliers every [two years].  
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7.13. Members and officers shall ensure that any computer used for the council’s 

financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 

7.14. Remembered password facilities {other than secure password stores requiring 

separate identity verification} should not be used on any computer used for council 

banking.  

8. Cheque payments 

Cheques are not a form of payment made by the council. 

8.1. Cheques or orders for payment in accordance in accordance with a resolution or 

delegated decision shall be signed by [two members]{and countersigned by the 

Clerk}.  

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

8.4. {Cheques or orders for payment shall not normally be presented for signature other 

than at, or immediately before or after a council {or committee} meeting}. Any 

signatures obtained away from council meetings shall be reported to the council {or 

Finance Committee} at the next convenient meeting. 

9. Payment cards 

9.1. Any Debit  The Card issued for use will be specifically restricted to the Clerk and will 

also be restricted to a single transaction maximum value of [£500] unless 

authorised by council or finance committee in writing before any order is placed. 

9.2. A balance of £500 will be loaded to the card and maintained. 

9.3. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by [the council]. Transactions and purchases made will be reported to 

[the council] and authority for topping-up shall be at the discretion of [the council]. 

9.4. Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk {and RFO} {specify other officers} and any 

balance shall be paid in full each month.  

9.5. Personal credit or debit cards of members or staff shall be avoided. In a situation 

where it is unavoidable a VAT receipt in the name of the council must be presented.  

not be used {under any circumstances.} OR {except for expenses of up to [£250] 

including VAT, incurred in accordance with council policy.}  

10. Petty Cash 

10.1. {The council will not maintain or accept any form of cash float. All cash received must 

be banked intact. Any payments made in cash by the Clerk [or RFO] (for example for 

postage or minor stationery items) shall be refunded on a regular basis, at least 

quarterly.} OR  {The RFO shall maintain a petty cash [float/imprest account] of [£250] 
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and may provide petty cash to officers for the purpose of defraying operational and 

other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval.} 

11. Payment of salaries and allowances 

11.1. As an employer, the council must make arrangements to comply with the 

statutory requirements of PAYE legislation. 

11.2. Councillors allowances (where paid) are also liable to deduction of tax under 

PAYE rules and must be taxed correctly before payment.  

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 

conditions of employment without the prior consent of the council {or relevant 

committee}. 

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 

dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 

above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 

or other separate confidential record, with the total of such payments each calendar 

month reported in the cashbook.  Payroll reports will be reviewed by [the finance 

committee] to ensure that the correct payments have been made. 

11.7. Any termination payments shall be supported by a report to the council, setting out 

a clear business case. Termination payments shall only be authorised by the full 

council. 

11.8. Before employing interim staff, the council must consider a full business case.  

12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the full council and recorded in the 

minutes. All borrowing shall be in the name of the council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the [Secretary of State/Welsh Assembly Government] (such as Hire Purchase, 

Leasing of tangible assets or loans to be repaid within the financial year) must be 

authorised by the full council, following a written report on the value for money of 

the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 
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written be in accordance with relevant regulations, proper practices and guidance. 

Any Strategy and Policy shall be reviewed by the council at least annually.  

12.4. All investment of money under the control of the council shall be in the name of the 

council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 

the custody of the RFO. 

12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 

13. Income 

13.1. The collection of all sums due to the council shall be the responsibility of and under 

the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk.  [The RFO] shall be responsible for the collection of all amounts due to 

the council. 

13.3. Any sums found to be irrecoverable, and any bad debts shall be reported to the 

council by [the RFO] and shall be written off in the year. The council’s approval shall 

be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The origin 

of each receipt shall clearly be recorded on the paying-in slip or other record. 

13.5. Personal cheques shall not be cashed out of money held on behalf of the council. 

13.6. {The RFO shall ensure that VAT is correctly recorded in the council’s accounting 

software and that any VAT Return required is submitted form the software by the 

due date}. OR {Any repayment claim under section 33 of the VAT Act 1994 shall be 

made {quarterly where the claim exceeds [£100] and} at least annually at the end of 

the financial year.} 

13.7. {Where significant sums of cash are regularly received by the council, the RFO shall 

ensure that more than one person is present when the cash is counted in the first 

instance, that there is a reconciliation to some form of control record such as ticket 

issues, and that appropriate care is taken for the security and safety of individuals 

banking such cash.} 

13.8. {Any income that is the property of a charitable trust shall be paid into a charitable 

bank account. Instructions for the payment of funds due from the charitable trust to 

the council (to meet expenditure already incurred by the authority) will be given by 

the Managing Trustees of the charity meeting separately from any council meeting.} 

14. Payments under contracts for building or other construction works 

14.1. Where contracts provide for payment by instalments the RFO shall maintain a 

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  
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14.2. Any variation of, addition to or omission from a contract must be authorised by [the 

Clerk] to the contractor in writing, with the council being informed where the final 

cost is likely to exceed the contract sum by 5% or more, or likely to exceed the 

budget available. 

15. Stores and equipment 

Does not apply. 

15.1. {[The officer in charge of each section] shall be responsible for the care and custody 

of stores and equipment [in that section].} 

15.2. Delivery notes shall be obtained in respect of all goods received into store or 

otherwise delivered and goods must be checked as to order and quality at the time 

delivery is made. 

15.3. {Stocks shall be kept at the minimum levels consistent with operational 

requirements.} 

15.4. {The RFO shall be responsible for periodic checks of stocks and stores, at least 

annually.} 

16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 

Registry Certificates of properties held by the council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the council, 

their location, extent, plan, reference, purchase details, nature of the interest, 

tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 

least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the council, together with any other 

consents required by law.  In each case a written report shall be provided to council 

in respect of valuation and surveyed condition of the property (including matters 

such as planning permissions and covenants) together with a proper business case 

(including an adequate level of consultation with the electorate where required by 

law). 

No tangible moveable property shall be purchased or otherwise acquired, sold, 

leased or otherwise disposed of, without the authority of the council, together with 

any other consents required by law, except where the estimated value of any one 

item does not exceed [£500].  In each case a written report shall be provided to 

council with a full business case.  

17. Insurance 

17.1. The RFO Clerk shall keep a record of all insurances effected by the council and the 

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the council’s review of risk management. 
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17.2. The Clerk shall give prompt notification to [the RFO] of all new risks, properties or 

vehicles which require to be insured and of any alterations affecting existing 

insurances. 

17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 

claim, and shall report these to [the council] at the next available meeting. The RFO 

shall negotiate all claims on the council's insurers {in consultation with the Clerk}. 

17.4. All appropriate members and employees of the council shall be included in a 

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined [annually] by the council, or duly delegated 

committee. 

18. [Charities] 

Does not apply  

18.1. Where the council is sole managing trustee of a charitable body the Clerk and RFO 

shall ensure that separate accounts are kept of the funds held on charitable trusts 

and separate financial reports made in such form as shall be appropriate, in 

accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent 

examination as may be required by Charity Law or any Governing Document.] 

19. Suspension and revision of Financial Regulations 

19.1. The council shall review these Financial Regulations [annually] and following any 

change of clerk or RFO.  The Clerk shall monitor changes in legislation or proper 

practices and advise the council of any need to amend these Financial Regulations.  

19.2. The council may, by resolution duly notified prior to the relevant meeting of council, 

suspend any part of these Financial Regulations, provided that reasons for the 

suspension are recorded and that an assessment of the risks arising has been 

presented to all members. Suspension does not disapply any legislation or permit 

the council to act unlawfully.  

19.3. The council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract and the 

Clerk shall obtain the necessary technical assistance to prepare a specification in 

appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in 

the ordinary course of post, unless an electronic tendering process has been agreed 

by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain sealed 

until the prescribed date for opening tenders for that contract.  All sealed tenders 

shall be opened at the same time on the prescribed date by the Clerk in the presence 

of at least one member of council. 

4) Where an electronic tendering process is used, the council shall use a specific email 

address that will be monitored to ensure that nobody accesses any tender before the 

expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to Standing 

Order [insert reference of the council’s relevant standing order] and shall refer to the 

terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, quote 

or estimate, the work is not allocated and the council requires further pricing, no 

person shall be permitted to submit a later tender, estimate or quote who was present 

when the original decision-making process was being undertaken.  



2025-0009d - Notes on updated policy documents. 
 
Standing orders – no change – this is an easy refresh of the date. 
The finance areas refer to the financial regulations and the risk management. 
 
Risk management- added in cloud use and referenced the pre-paid card as a risk. 
New in blue, removal items struck through. 
 
Filming- the current one is out of date with lots of ‘rules’. This is simpler, this is also covered in the standing orders. 
 
 
Financial regulations. Separate document. 
This is huge and I may have missed some of the deletions for council/committee… I’ll catch that when I tidy it up. 
There is a lot that does not apply – in truth only the items in BOLD are the legal items. 
I’ve added Unity as banking and the new card. 
I’ve amended that we move any unspent monies to reserves, holding between 3 and 6 months of money in there. This will be easy to manage and maximise 
interest. We could have a fixed monetary amount – this is adjustable. 
I have added words to the card area stating the pre-load and that it is topped up, the £500 spend matches across documents.  
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LEGEND

Description

Date of 

purchase

Date of 

disposal
Pre-disposal 

Value

Basis of 

valuation Value NET £ Insured Notes

Sum Insured £ 

from June 2021

Sum Insured £ 

from June 2022

Recreational Land – Hubbards Loke (Village Hall site) 7/1/2018 P 1.00 No T/F from BDC. Gift.

Land adj Fakenham Rd near to the A1067 bridge unknown P 1.00 No Identified Dec 2020

War Memorial – structure/gabions     2014 P 1.00 4502.04

War Memorial – name plaques  (re-carving)  2014 A 692.25

                              – additional name         2014 A 274.50

Fixed Assets
Land adj Fakenham Rd near to the A1067 bridge 8. Assets included July 2021

   63 2x2 paving slabs 2000 V (2021) 400.00 Approx £4 each + £150 laying

   1 2x2 engraved pathing slab 2000 V (2021) 200.00 Slab & engraving

   2  concrete plinth seats - 4x plinths 2000 V (2021) 600.00

                                          - 2x stone slab seats 2000 V (2021) 200.00

Bus shelter - brick at  lay-by A1067 1/1/1965 I (2017) 4545.00 YES 5268.90 5426.97

Bike rack - Land adj Fakenham Rd near the Bridge PH 9/1/2014 A 1500.00 YES 1756.30 1808.99

1 x SAM Speed signs with 4/1/2014 A 2825.00 6029.96

          1 x battery packs with charger & leads

             1 x brackets (for mounting on posts) one bracket in situ

             3 x Jubilee clips/4x padlocks/3x keys

              data recording equipment

Notice board – village hall external wall 7/18/2016 A 187.00 No

Bus shelter – 2 bay cantilever dome roof with 6/12/2019 A 2635.00 YES 2954.61 3043.25

Osprey green litter bin - play/recreation area VH site 10/12/2021 P 132.95 No

Defibrillator 3/19/2023 P 1345.00 YES

Play area equipment

Phase 1 6/24/2021 P 28162.07 YES 6. see note 28162.07 29006.93

Phase 2 part 1 (ex Gigoto & ex half site set up) 12/15/2021 P 7758.00 YES 9. see note

Phase 2 part 2 (ex Gigoto) 1/10/2022 P 3261.00 YES 14465.32

Phase 2 -  Gigoto 1/28/2022 P 2575.00 YES

NBB - 2 x heavy duty picnic table 11/23/2022 A 1370.00 No

58665.77

Note

4. Equipment held & deployed by Mr Banks (volunteer) 10 March 2022 PC meeting.  Reduced to 1 camera March 2023

7. Wooden board removed & disposed July 2021. One board remains at GWVH 

9. Phase 2 part one (Dec 2021 due to supply) equip purchase see quote APL3774 

10. Phase 2 part two (Jan 2022 due to supply) equip purchase see quote APL 3774 

10. see note

8. Area incl from Dec 2020 and Register approved with assets included July 2021  

6. Phase 1 breakdown of equip purchased & respective cost see quote APL3773R1  

5. Gifted by BDC. Stored in GWVH Hub 26 Nov 2019. 

YES

TOTAL

14044.00

ASSET REGISTER agreed March 2023

Community Assets

4370.91

2825.00

P = Proxy    A = Actual    V = Valuation     I = Insurance

YES

4. see note

P = Proxy  A = Actual  V = Valuation   I = Insurance



LEGEND

Description

Date of 

purchase

Date of 

disposal
Pre-disposal 

Value

Basis of 

valuation

Value NET 

£ Insured Notes

Sum Insured £ 

from June 2021

Sum Insured £ 

from June 2022

Recreational Land – Hubbards Loke (Village Hall site) 7/1/2018 P 1.00 No T/F from BDC. Gift.

Land adj Fakenham Rd near to the A1067 bridge unknown P 1.00 No Identified Dec 2020

War Memorial – structure/gabions     2014 P 1.00 4502.04

War Memorial – name plaques  (re-carving)  2014 A 692.25

                              – additional name         2014 A 274.50

Fixed Assets
Land adj Fakenham Rd near to the A1067 bridge 8. Assets included July 2021

   63 2x2 paving slabs 2000 V (2021) 400.00 Approx £4 each + £150 laying

   1 2x2 engraved pathing slab 2000 V (2021) 200.00 Slab & engraving

   2  concrete plinth seats - 4x plinths 2000 V (2021) 600.00

                                          - 2x stone slab seats 2000 V (2021) 200.00

Bus shelter - brick at  lay-by A1067 1/1/1965 I (2017) 4545.00 YES 5268.90 5426.97

Bus shelter  5/1/2015 5/26/2018 4433.00 A 0.00 1. Disposed

Bike rack - Land adj Fakenham Rd near the Bridge PH 9/1/2014 A 1500.00 YES 1756.30 1808.99

2x Speed signs with 4/1/2014 A 5650.00 6029.96

              4x battery packs with charger & leads

              2x brackets (for mounting on posts) one bracket in situ

              6x Jubilee clips/4x padlocks/3x keys

              data recording equipment

Notice board – on side of brick bus shelter lay-by A1067 1/1/1965 Jul-21 50.00 V (2018) 0.00 No 7. Removed - decision July 2021

Notice board – village hall external wall 7/18/2016 A 187.00 No

Gavel 11/1/2016 A 14.25 No

4x Long Reach grabbers (£1.99) 5/10/2018 A 7.96 No 2. see note

6x Hi-Viz vests 5/10/2018 A 9.00 No

Bus shelter – 2 bay cantilever dome roof with 6/12/2019 A 2635.00 3043.25

                           Timetable case & A 100.00

                           flagpole A 50.00

10x Litter grabbers 11/25/2019 P 1.00 No

10x Hi-viz vests 11/25/2019 P 1.00 No

10x fabric gloves 11/25/2019 P 1.00 No

Osprey green litter bin - play/recreation area VH site 10/12/2021 P 132.95 No

Defibrillator 3/19/2023 P 1345.00 YES

Play area equipment

Phase 1 6/24/2021 P 28162.07 YES 6. see note 28162.07 29006.93

Phase 2 part 1 (ex Gigoto & ex half site set up) 12/15/2021 P 7758.00 YES 9. see note

Phase 2 part 2 (ex Gigoto) 1/10/2022 P 3261.00 YES 14465.32

Phase 2 -  Gigoto 1/28/2022 P 2575.00 YES

NBB - 2 x heavy duty picnic table 11/23/2022 A 1370.00 No

61674.98

Note

3. Replacement shelter (like for like) for (1) above. Reimbursed by third party Ins. 

4. Equipment held & deployed by Mr Banks (volunteer) 10 March 2022 PC meeting

7. Wooden board removed & disposed July 2021. One board remains at GWVH 

YES

YES

TOTAL

14044.00

ASSET REGISTER 

Community Assets

4370.91

5854.33

2954.61

P = Proxy    A = Actual    V = Valuation     I = Insurance

YES

5. see note

3. see note

4. see note

9. Phase 2 part one (Dec 2021 due to supply) equip purchase see quote APL3774 

10. Phase 2 part two (Jan 2022 due to supply) equip purchase see quote APL 3774 

10. see note

8. Area incl from Dec 2020 and Register approved with assets included July 2021  

6. Phase 1 breakdown of equip purchased & respective cost see quote APL3773R1  

5. Gifted by BDC. Stored in GWVH Hub 26 Nov 2019. 

2. Two grabbers broke – Litter Pick 6 April 2019. Email confirmation 3 June 2019

1. Damaged by ASDA home delivery vehicle 26 May 2018 beyond repair. (ASDA admitted liability) Removed 3 Aug 2018.  See (3) below.

P = Proxy  A = Actual  V = Valuation   I = Insurance
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Sign wording. 
Needs – ownership,  
Good practice, location for ambulance and contact details for ownership. 
 
Unenforceable (no dogs, no vehicles…..) Down to good will 
 
 
 
Great Witchingham Parish Council Play Area 
 
This play area is owned by Gt Witchingham Parish Council,. 
Please respect the equipment, War Memorial and neighbours.  
 
Leave no litter. 
 
In the event of an accident call 999. 
The location is  
Hubbards Loke, Great Witchingham NR9 5ZA 
W3W: ///lilac.storms.homes 
www.gwpc.org.uk 
 
All Dogs on Leads. 
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