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Newhaven Town Council Co-Option Application Form 
 

Name: 
 

Address: 
 

Telephone Number: 
 

Are you 18yrs old  or over? Yes/No 
 

Which Ward do you wish to apply for? Please tick: 

Denton Ward   South Ward        

North Ward      Central Ward     

 

Please detail any experience you may have that is relevant to Newhaven Town Council. 
(Where necessary continue on a separate sheet) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Jessa Chapman

 Lewes Road, Newhaven, BN9 9SH

Yes

Please see attached.
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Newhaven Town Council Co-Option Eligibility Form 

1. In order to be eligible for co-option as a Newhaven Town Councillor, you must satisfy 

certain criteria. You must satisfy (a) and (b) below and at least one of the options (c)-

(f). 

Please tick which apply to you: 

 

a. I am 18 years of age or over: and       

b. I am a British Citizen or a Citizen of the Commonwealth or a citizen of any 

member state of the European Union; and      

c. I am registered as a local government elector for the Town; or    

d. I have, during the whole of the twelve months preceding the date of my co-option 

occupied, as owner or tenant, land or other premises in the parish: or   

e. My principal or only place of work during those twelve months    
  has been in the town.         

f. I have during the whole of those twelve months resided in the Town   
or within 3 miles of it 

2. Please note that under Section 80 of the Local Government Act 1972 a person is 

disqualified from being a town councillor if he/she: 

 

• Is employed by the Town Council or holds paid office (other than Chairman, Vice-

Chairman or Deputy Chairman) under the Town Council (including joint boards or 

committees); 

• Is employed by an entity controlled by the Town Council. 

• Is the subject of a bankruptcy restrictions order or an interim bankruptcy restrictions 

order or a debt relief restrictions order or an interim debt relief restrictions order: or 

• Has within five years before the date of this co-option, or since his/her co-option been 

convicted in the UK, Channel Islands or Isle of Man of any offence and has been 

sentenced to imprisonment (whether suspended or not) for not less than three months 

without the option of a fine; or 

• Is otherwise disqualified under Part III of the Representation of the People Act 1983 

(relating to corrupt or illegal electoral practices and offences relating to donations) or 

the Audit Commission Act 1998. 

Use of Personal Information. 
The Town Council will use your information, including that which you provide on this application, 
to assess your suitability to be a Town Councillor. 

Declaration & Consent. 
 
I …………………………………………………………………..hereby confirm that I am eligible for the vacancy of 
Newhaven Town Councillor and I am not disqualified from being a town councillor under s80 of 
the Local Government Act 1972 and that the information given on this form is true and correct. 
 
I confirm that I have read the section entitled ‘Use of Personal Information’ and in signing this 
form I consent to the use and disclosure of my information included thereon. 
 

 NAME…………………………………………………….. 
 
DATE……………………………………………………… 
 

Jessa Chapman

Jessa Chapman

11th July 2024



Relevant experience

I have been interested in politics for many years. I would describe myself as politically active. I
am also extremely passionate about my local area. I moved to Newhaven, from Brighton, seven
years ago. I love living here.

I believe in taking action rather than sitting and complaining about something. I am the type of
person to pick up street rubbish, rather than walk past it. I think if we all took a bit more care of
our local area, and the people and animals that inhabit it, we would have a more rewarding
environment.

I was part of the campaign group, Stop the Slops, formed quickly to challenge Lewes District
Council's placement of a food waste collection site. As a new dog owner, I use that park
regularly. I chat to people as I walk my dog and I discovered the majority of people knew nothing
about these proposals. I then printed some flyers and went door knocking with them. It was a
nerve wracking experience, as someone who has never done that before, but it was too
important to take a back seat over. Ultimately that decision has been "paused" but we feel
confident that a new site, away from people's homes, will be chosen.

I would relish the chance to be more involved with my local area and the residents. I am friendly
and approachable and I can always find some common ground when talking to people. I have
had a varied life and I bring those experiences with me. I work on a farm currently, within project
management, sales, marketing and PR. I am customer facing, as is my dog. We chat to many
people on a weekly basis. We dip into their lives and I feel privileged to have those interactions,
while maintaining a professional boundary.
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Newhaven Town Council Co-Option Application Form 

Name: 

Address: 

Telephone Number: 

Are you 18yrs old  or over? Yes/No 

Which Ward do you wish to apply for? Please tick: 
Denton Ward   South Ward        
North Ward      Central Ward     

Please detail any experience you may have that is relevant to Newhaven Town Council. 
(Where necessary continue on a separate sheet) 

Gibbon Road, Newhaven
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Is there any other information you would like to disclose regarding your application? 
(Where necessary continue on a separate sheet) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Once completed, please return this form, together with the completed Co-Option Eligibility form 
to: - 
 
Ken Dry (Town Clerk), Newhaven Town Council, 18 Fort Road, Newhaven. East Sussex BN9 9QE. 
Telephone – 01273 516100 
E-Mail – ken.dry@newhaventowncouncil.gov.uk 
 
 

Use of Personal Information. 
The Town Council will use your information, including that which you provide on this application, 
to assess your suitability to be a Town Councillor. 

Declaration & Consent. 
I confirm that I have read the section entitled ‘Use of Personal Information’ and in signing this 
form I consent to the use and disclosure of my information included thereon. 
 
I declare the information on this form to be true and correct. 
 
SIGNED… ………………………………….. NAME…………………………………………………….. 
 
DATE……………………………………………………… 
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Newhaven Town Council Co-Option Eligibility Form 

1. In order to be eligible for co-option as a Newhaven Town Councillor, you must satisfy 
certain criteria. You must satisfy (a) and (b) below and at least one of the options (c)-
(f). 

Please tick which apply to you: 
 
a. I am 18 years of age or over: and       
b. I am a British Citizen or a Citizen of the Commonwealth or a citizen of any 

member state of the European Union; and      
c. I am registered as a local government elector for the Town; or    
d. I have, during the whole of the twelve months preceding the date of my co-option 

occupied, as owner or tenant, land or other premises in the parish: or   
e. My principal or only place of work during those twelve months    

  has been in the town.         
f. I have during the whole of those twelve months resided in the Town   

or within 3 miles of it 

2. Please note that under Section 80 of the Local Government Act 1972 a person is 
disqualified from being a town councillor if he/she: 

 
• Is employed by the Town Council or holds paid office (other than Chairman, Vice-

Chairman or Deputy Chairman) under the Town Council (including joint boards or 
committees); 

• Is employed by an entity controlled by the Town Council. 
• Is the subject of a bankruptcy restrictions order or an interim bankruptcy restrictions 

order or a debt relief restrictions order or an interim debt relief restrictions order: or 
• Has within five years before the date of this co-option, or since his/her co-option been 

convicted in the UK, Channel Islands or Isle of Man of any offence and has been 
sentenced to imprisonment (whether suspended or not) for not less than three months 
without the option of a fine; or 

• Is otherwise disqualified under Part III of the Representation of the People Act 1983 
(relating to corrupt or illegal electoral practices and offences relating to donations) or 
the Audit Commission Act 1998. 

Use of Personal Information. 
The Town Council will use your information, including that which you provide on this application, 
to assess your suitability to be a Town Councillor. 
Declaration & Consent. 
 
I …………………………………………………………………..hereby confirm that I am eligible for the vacancy of 
Newhaven Town Councillor and I am not disqualified from being a town councillor under s80 of 
the Local Government Act 1972 and that the information given on this form is true and correct. 
 
I confirm that I have read the section entitled ‘Use of Personal Information’ and in signing this 
form I consent to the use and disclosure of my information included thereon. 
 
SIGNED… …………………………….. NAME…………………………………………………….. 
 
DATE……………………………………………………… 
 





























The Effect of Covid on CTLA Dial-a-Ride Services 

Why the Support of our local Councils is so vital 

The 4 Towns Dial-a-Ride (4TDaR) fulfils a vital role in helping more vulnerable and 
isolated local people maintain their social inclusion in everyday activities enabling 
them to travel for the purposes of attending social interactions/personal 
business/medical and shopping, thereby helping them to maintain some independence 
and dignity and to avoid becoming socially isolated and lonely. 
 
Despite often being eligible for free travel on mainstream bus services, users of the 
Dial-a-Ride (DaR) service, despite having to pay a fare as Concessionary Bus Passes are 
not valid on this category of service), often elect to travel by the DaR as they are unable 
to walk the short distance from home to bus stop and from bus stop to final destination. 
The DaR service is door-to-door.  
 
CTLA operates a total of four different schemes throughout the County to 
accommodate the travel wishes of older and more vulnerable people – though age is 
not in itself a barrier to use of the service. Costly to operate, they are partially supported 
by grants from local Town Councils and East Sussex County Council. 
 
Even after taking into account grants and on-bus revenue, the service still requires top-
up funding from the charity. This deficit is generated from other contracts the charity 
operates which make a surplus and from in-house fundraising.  
 
Since 2019 this funding gap has risen sharply from around £18,000 per annum to its 
current £28,000 per annum, despite CTLA being proactive and reducing the number of 
buses and drivers employed to more closely match the reduced demand.  
 
Newhaven residents are the second biggest single user group of the 4TDaR making in 
excess of 1,000 passenger-trips  every year, although this is less than the number pre-
covid. 
 
In common with many community transport operators, the number of passenger-trips 
per annum on the 4TDaR and indeed across all of the other DaR services that CTLA 
operates within East Sussex is still below that experienced pre-pandemic as many older 
people still perceive that Covid is a real threat. Other factors have also led to the 
decline including: - 
 
Greater use of internet-based services for shopping since the pandemic  
 
Many meetings taking place online rather than face to face – started in the pandemic 
but continued beyond it  
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To:   Full Council           Agenda Item 10. 
 

Date:    17th September 2024 
 

Report Contact: Town Clerk 
 
Subject:    Emergency Decision Report. 
 
 
1. The purpose of this report is to inform the council of an emergency decision made to 

award £3500 to Seahaven Pride. 
 

2. Seahaven Pride was an event set to take place on August 24/25th 2024. 
 

3. On Tuesday August 20th 2024, the Town Clerk received an urgent telephone call from 
the organisers explaining that a number of their event sponsors had withdrawn their 
financial support and that if they did not secure alternative funding the event would 
have to be cancelled. 

 
4. Following receipt of an Event Funding Application, the Town Clerk contacted all 

councillors by email requesting a simple majority vote on this matter via MS Forms by 
close of business Wednesday 21st August 2024. 

 
5. Of the councillors who voted, the following results were recorded; 

 

• Seven to two councillors were against awarding Seahaven Pride £5000 Event 
Funding 

 

• Five to three were for awarding Seahaven Pride £3500 Event Funding. 
 
6. However, before the award of £3500 could be authorised and made, the 

organisers/applicant publicly announced late on Thursday 22nd August that the event 
was cancelled due to the prevailing and forecast weather conditions for August 24/25th. 
 

7. Processing and payment of the award was therefore halted on the morning of Friday 
August 23rd 2024. 

 
 

For Information and noting. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
Town Clerk 
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To:   Full Council           Agenda Item 11 
 

Date:    17th September 2024 
 

Report Contact: Responsible Finance Officer 
 
Subject:    Fees & Charges for the Financial Year 2025-26 
 
 
1. The purpose of this report is to request council consideration of proposed Fees & 

Charges for the following aspects of council service provision; 
 

• Newhaven Cemetery (Burial, Memorialisation & Chapel Usage) 

• Social Centre/Hall (Rental rates for regular and casual users) 

• Allotment Charges (Tenancy Fees for NTC Allotments) 

• Office Photocopy & Printing Service for General Public Charges 

• Legal Copy Certification & Signature Charge  
 
Background 
 

2. The fees for each of these service provisions are normally considered and set at this 
time of year in preparation for the next Financial Year (25/26) in order to aid the 
development of that year’s budget/precept. 
 

3. Councillors will already be acutely aware of the current economic situation within the 
UK and the pressures still being felt by residents, community groups, and local 
businesses of which effectively the Town Council is one. 

 
4. At the time of writing this report, officers are aware that inflation is currently at 2.2% 

despite projections indicating that this would fall to 2% by the end of 2025. It is 
anticipated that inflation will be at 3% in April 2025 and will not meet the Bank of 
England inflation target of 2% as the current Bank of England Rate is at 5%. 

 
5. The Bank of England is still citing the following causes of the current levels of inflation 

in the UK; 
 

• The COVID Pandemic which led to a shortage of products and services followed 
by sudden and huge demand. 
 

• The Russian invasion of Ukraine has led to significant increases in the price of 
gas and additionally higher food costs which are continuing. 
 

• Businesses are charging more for their goods and services because of higher 
material and production costs. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Alison Campbell 
Responsible Finance Officer 
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17. With increasing requests for advertising on our notice boards coming through via email 
and many a visitor to the Town Council Offices requesting photocopying, these do 
come at a cost to the Town Council. 

 
A comparison of fees charged and the proposed fees to be charged, plus the actual 
costs of our copies can be seen at Table 3 below. 
 

Name of Company A4 Black 
A4 
Colour 

A5 
Black 

A5 
Colour 

A3 
Black 

A3 
Colour 

A5 plus 
Laminating 

Rymans 0.35p 0.85p N/A N/A 0.60p £1.65 N/A 

ESCC 0.20p 0.50p N/A N/A 0.30p £1.00 N/A 

LDC 0.50p 0.50p 0.50p 0.50p 0.50p 0.50p N/A 

Dees Newsagent 0.25p 0.75p N/A N/A N/A N/A N/A 

                

Newhaven Town Council 

  A4 Black 
A4 
Colour 

A5 
Black 

A5 
Colour 

A3 
Black 

A3 
Colour 

A5 plus 
Laminating 

Actual Cost of Copy 0.00424p 0.04235p           

Proposed Cost of 
Copy 0.50p 0.50p 0.50p 0.50p 0.50p 0.50p £1.00 

 
Table 3. 

 
Recommendations: 
 
1. That the proposed Fees & Charges for Newhaven Cemetery as detailed at 

Appendix 1 are implemented on April 1st 2025. 
 

2. That the proposed Social Centre/Hall rental rates as detailed at Appendix 2 are 
implemented on April 1st 2025. 
 

3. That the proposed Allotment Charges (£57 for a full size and £28.50 for a half size 
plot) are implemented on January 1st 2026 for that calendar year and that current 
allotment holders be provided 12 months prior notice of the same. 
 

4. That the proposed Photocopying & Printing charges be introduced as detailed in 
Table 3 on April 1st 2025. 

 



  Please note that all fees will be doubled for non-parishioners, with the exception of 
2a and 2b, which will be charged at £55.00 (2a) and £160.00 (2b)

  A parishioner who moves into a home or hospital outside the town prior to death 
will be charged resident rates

  A parishioner who purchases a grave and then moves away from the town will be 
charged resident rates for interments, memorials etc.

 Current 2024-2025            
Residents of         

Newhaven Parish 

Proposed 2025-2026 
Residents of     

Newhaven Parish
1   PURCHASE OF EXCLUSIVE RIGHT OF BURIAL (50 YRS) £ £

a.   Infants Grave 188 188
b.   Ordinary Grave 1,093 1,093

2   INTERMENT FEES

a.   Infant/Child up to one month old Nil Nil
b. age 17 and under Nil Nil

c.   Ordinary Grave: Single Depth 990 990
Double Depth 1,284 1,284
Triple Depth 1,725 1,725

d.   Re-opening Grave Single Depth 990 990
Double Depth 1,284 1,284

e.   Ashes Burial 285 285
Scattering 65 65

3   MEMORIALS

a.   Headstone, footstone, vase, scroll, open book etc 225 225
b.   Kerb or flat stone (may include headstone, etc) 283 283
c.   Additional Inscription 101 101
d.   Memorial Tablet 225 225

4   GARDEN OF REMEMBRANCE

a.   Purchase of Exlusive Right of Burial 283 283
b.   Interment Fee 285 285
c.   Memorial Tablet 12" x 12" x 2" only (any stone) 225 225

5   HIRE OF CHAPEL

  Please note that if there is to be no interment within the 50 50
  Cemetery, a charge will be made for the use of the Chapel

6 TRANSFER OF EXCLUSIVE RIGHTS OF BURIAL

Please note that this would be for the remainder of the 50
time left from the original purchase. 

NEWHAVEN TOWN COUNCIL

Lewes Road Cemetery

Proposed FEES AND CHARGES - 1st APRIL 2025 to 31st MARCH 2026

11. Report - Appendix 1 - Proposed Cemetery Fees



Regular Users & 
Voluntary/Charity 

Organisations
Casual Users

Regular Users & 
Voluntary/Charity 

Organisations
Casual Users

£ per hour £ per hour £ per hour £ per hour
Inc VAT Inc VAT Inc VAT Inc VAT

MEECHING HALL - MAIN HALL MEECHING HALL - MAIN HALL
(Maximum of 110 people) (Maximum of 110 people)

1st April to 31st March 16.80 33.00 1st April to 31st March 17.70 34.00
Increase of 5% Increase of 3%

MEECHING HALL - COMMITTEE ROOMS MEECHING HALL - COMMITTEE ROOMS
(Maximum of 30 people) (Maximum of 30 people)
1st April to 31st March 10.50 17.70 1st April to 31st March 11.05 18.25

Increase of 5% Increase of 3%

DENTON & MOUNT PLEASANT SOCIAL CENTRE DENTON & MOUNT PLEASANT SOCIAL CENTRE
(Maximum of 100 people) (Maximum of 100 people)

1st April to 31st March 12.90 33.00 1st April to 31st March 13.60 34.00
Increase of 5%        Increase of 3%        

EAST SIDE SOCIAL CENTRE & EAST SIDE SOCIAL CENTRE &
LEWES ROAD HALL LEWES ROAD HALL

(Maximum of 60 people) (Maximum of 60 people)
1st April to 31st March 11.40 26.40 1st April to 31st March 11.75 27.20

Increase of 5% Increase of 3%

NOTE NOTE
For all users a £50 cash damage deposit is payable on collection of keys. For all users a £50 cash damage deposit is payable on collection of keys.
A 'Regular User' = Hire of Hall for six months advanced bookings and a min. of fortnightly use. A 'Regular User' = Hire of Hall for six months advanced bookings and a min. of fortnightly use.

Children and Adults Parties = Four Hours Flat Rate Total £75 Children and Adults Parties = Four Hours Flat Rate Total £75

Proposed Fees & Charges 1st April 2025 - 31st MARCH 2026

NEWHAVEN TOWN COUNCIL
Social Centre

Current Fees & Charges 1st April 2024 - 31st MARCH 2025

NEWHAVEN TOWN COUNCIL
Social Centre

11. Report - Appendix 2 - Proposed Social Centre Fees
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To:   Full Council           Agenda Item 13. 
 

Date:    17th September 2024 
 

Report Contact: Town Clerk 
 
Subject:    Execution of Additional CCTV Legal Documents. 
 
 
1. The purpose of this report is to seek resolution of the council to ‘execute’ an 

‘Information Sharing Agreement’ (ISA) and a ‘Personal Data Processing Agreement’ 
(PDPA) between Newhaven Town Council and Sussex Police in respect to CCTV 
provision and operation across the town of Newhaven. 
 

2. The Town Council currently does not monitor any video/audio achieved through its 
CCTV cameras, neither does it collect, store or process the same; These functions are 
undertaken by Sussex Police. 

 
3. Notwithstanding the above, the Town Council is still defined as a Data Processor under 

current legislation and as part of the ongoing partnership with Sussex Police, the 
council is required to enter into both of these agreements. 

 
4. Both agreements can be read at Appendix 1 (ISA) and Appendix 2 (PDPA). 

 
Recommendation. 
 
That the council resolves to execute both agreements without delay. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
Town Clerk 
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INFORMATION SHARING AGREEMENT 
 
 
 
 
 
 
 

 
INFORMATION SHARING AGREEMENT (ISA) 

BETWEEN 
 

SUSSEX POLICE  
the Police 

 

AND 
 

NEWHAVEN TOWN COUNCIL  
the signatory Partner(s) 

ISA Version v2.1 
  

 
This ISA must not be circulated until approved by the Information Management team.  Once approved, it will be returned 
to enable signatories to be collected and sharing to commence.   
 
SECTION 1: 
1. Data Protection Impact Assessment (DPIA)  
2. Purpose 
3. Statutory Powers to Process Personal Data 
4. How / what information will be shared 
5. Restrictions on information supplied. 

 
SECTION 2: 
1. ISA Overview 
2. Introduction 
3. Purpose 
4. Partners 
5. Statutory powers to process personal data 
6. The Agreement 
6.1 Data quality 
6.2 Security and Audit 
6.3 Constraints on the use of information 
6.4 Review of the information sharing agreement 
7. Breaches  
8. Data Subject Rights 
9. Freedom of Information Act (FOIA) 2000   
10. Signatories 
 

SECTION 3 - Page 12: 
Police and Partner Signatures 
 
Section 4 – Page 13: 
Appendix A: Summary of the Obligations of Councils as Controllers 
Appendix B: Offer Of Support V1.0 
Appendix C: Sample Staff Confidentiality Agreement 
Appendix D: Data Protection request forms and storage 
Appendix E: Email sharing and Government Security Classification (GSC) 
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SECTION 1 
1. DATA PROTECTION IMPACT ASSESSMENT (DPIA)  

i. For the types of processing set out in UK GDPR Article 35(1), to the data controller must assess the processing of 
an individual’s personal data using a DPIA to ensure all risks surrounding the processing have been assessed, and 
measures identified to mitigate those risks.   
 

ii. Sussex Police has completed a DPIA to outline the risks of and mitigating measures for processing of Public Facing 
CCTV (PFCCTV) data, which is available on request.  It is advised that Partners to this agreement complete their 
own DPIA to detail their assessment of processing risks and mitigation measures specific to their authority.   
 

iii. Additional documents have been included in the agreement in relation to: 

• Appendix A: Summary of the Obligations of Councils as Controllers 

• Appendix B: Offer Of Support V1.0 

• Appendix C: Sample Staff Confidentiality Agreement 
 
2. PURPOSE 

i. The information can only be shared for the purpose described in this agreement and where there is a legal basis 
for sharing the information.  
 

ii. No information shall be disclosed without a legal basis for doing so. All disclosures must comply with the 
signatories’ legal obligation under the UK Data Protection Legislation by reference to the Code of Practice, Acts 
and Regulation listed at paragraph 3(i) below. 
 

iii. The Purpose of this Agreement is to support information sharing, specifically footage on PFCCTV between Local 
Authorities and Sussex Police to allow Police access to CCTV footage for a Law Enforcement purpose. 

 

iv. This will enable action to be taken to enable public protection, reduce anti-social behaviour and support law 
enforcement purposes (as detailed in section 3.1.v) within the local authority area by incorporating measures 
aimed at facilitating the collection and exchange of relevant information.  
 

v. Sussex Police require access to the PFCCTV to enhance the safety of those who live, work, trade and visit Sussex 
(particularly in the areas covered by the cameras) and as evidence to detect, investigate and prosecute crime. By 
allowing access to the camera live feed, LA are supporting in the prevention, investigation and detection of crime, 
the apprehension and prosecution of offenders, the maintenance of public order and the reduction of vandalism.  
The CCTV footage may also be used to support the statutory obligations and duties of the Police / LA and to resolve 
complaints against Officers carrying out their duties. 
 

3. STATUTORY POWERS TO PROCESS PERSONAL DATA 
i. The principal legislative instruments that provide powers to lawfully share information under this Agreement are: 

• CCTV Code of Practice  

• Data Protection Act 2018  

• Human Rights Act 1998  

• Crime and Disorder Act 1998  

• General Data Protection Regulation 2018 (GDPR UK – Keeling Schedule)   

 
ii. A lawful basis for sharing personal and special category information (including distinction between employment 

and law enforcement purposes) must be identified and detailed in this ISA.   
 

iii. Partners Lawful basis for processing Personal Data Article 6 (1) UK GDPR: 
Where personal data processing under this agreement falls outside of the law enforcement purposes, processing 
must still be necessary for a wider policing purpose. 

• (e) Public task: processing is necessary for you to perform a task in the public interest or for your official 
functions, and the task or function has a clear basis in law. 
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iv. Partners Lawful basis for processing Special Category Data Article 9 (2) UK GDPR: 

• (g) Processing is necessary for reasons of substantial public interest (see below for the conditions), on the basis 
of Domestic  Law which shall be proportionate to the aim pursued, respect the essence of the right to data 
protection and provide for suitable and specific measures to safeguard the fundamental rights and the 
interests of the data subject; 

 
v. Police Lawful basis for processing sensitive data for DPA 2018, Part 3 Law Enforcement Purpose: 

It is understood that most of the personal data processing undertaken under the remit of this agreement will 
fall under Data Protection Act 2018, Part 3, Law Enforcement Processing.  

• For the purposes of this Agreement, the Police will process Personal Data under Police’s statutory functions 
and where processing is necessary for the performance of a task carried out for that purpose by a competent 
authority.  The definition of statutory function for ‘law enforcement purposes’ is ‘purposes of the prevention, 
investigation, detection or prosecution of criminal offences or the execution of criminal penalties, including 
the safeguarding against and the prevention of threats to public security. 

 

• The police will process Special Category data where the processing is strictly necessary for the law enforcement 
purpose and the processing meets at least one of the conditions in Schedule 8, Part 3 DPA 2018 namely:  

• Judicial and statutory purposes/administration of justice;  

• Processing appropriate for individual’s vital interests;  

• Safeguarding of children and of individuals at risk;  

• Legal claims and judicial acts:   

• Preventing fraud:   
 

vi. Partner signatories to this agreement are Processors in relation to the data shared under this agreement, as 
defined by the ICO. 

 
4. HOW / WHAT INFORMATION WILL BE SHARED 

i. Partner processing of data:  

• The Partner will provide Sussex Police with a live feed into their PFCCTV systems to allow them to fulfil their 
statutory responsibilities.   

• The Partner will allow real time and legacy access to Police for both law enforcement and civil purposes as 
detailed in the Appendix B. 

• Police access to PFCCTV will be limited to only those that need it for a valid operational policing purpose and 
will be supported by an auditable record.  Any abuse of the system will be referred to Police Professional 
Standards for action.   

• Police live access will be in a secure control room environment with specific reviewing areas for legacy / live 
matters, as is the current process for viewing Partner CCTV.  

• Whilst the new technology supports remote access (use on mobile devices), there is no current plan to utilise 
this technology for the foreseeable future.  Any significant changes or developments will only be undertaken 
in agreement with the signatories.   

• The Partner can monitor the PFCCTV for their purposes, which will be addressed in their local DPIA.   

• For the purpose of this Agreement, the Partner will use CCTV: 
Newhaven Town Council will not access the CCTV images/audio, therefore they are listed as a Processor. 
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ii. Sussex Police support the individual’s right of privacy and this is a paramount consideration when processing 
footage obtained from PFCCTV.   
 

iii. The community at large should be satisfied that there is responsible and accountable supervision of CCTV schemes 
in public places.  Sussex Police will only view live footage where it is relevant, necessary and proportionate to an 
incident, investigation or operation.    

 
iv. CCTV operators will record reference numbers and reasons as to why they have viewed the footage to ensure 

auditable reassurance.   
 

v. It may be necessary to extract / retain footage for evidential purposes.  Any retained footage will be securely 
stored on the Police Digital Evidence Management System (DEMS) under the relevant Management of Police 
Information retention period.  If extracted, the police become the data controller for the footage and will process 
it in line with Police processes and policy. 

 
vi. Any evidentially required footage will be extracted to the DEMS and retained under Management of Policing 

Information, based on the severity and nature of the crime this will be 6, 10 or 100 years.   At this stage, the Police 
will be the Data Controller and assume all the responsibilities associated with Subject Rights and disclosure. 

 
vii. Police may share this information with other Police Forces or agencies following a justifiable request for 

information.  This will only be the relevant, necessary and proportionate footage to ensure compliance with the 
data minimisation principles.   

 
viii. Footage viewed in real time will only be held on the Local Authority PFCCTV system for a maximum 31 days, it will 

not be retained in any capacity on police systems.   
 

ix. Footage used for any further processing (for criminal proceedings, etc) will be redacted / edited to ensure all third 
parties are removed and only the person / incident of interest are visible.  This ensures compliance with the 
protection of the rights and freedoms of others and the Human Rights Act.  It is not possible to conduct these 
redactions at the point of retention as the requirements for evidential purposes are not clear at this stage, also 
not all offenders / suspects may have been identified and evidential value could be lost if removed too early.   

 
x. Data will not routinely be processed outside of the EEA, however there may be occasions to provide CCTV to other 

Police Forces outside of the EEA.  Any processing of this nature will be fully reviewed and authorised by 
Supervisory (as outlined in Force policies) before being shared.  Redactions will be applied to ensure only the 
relevant, necessary and proportionate information is shared for the data subject.  

 
xi. This Agreement does not constitute an overarching permission for the broad, comprehensive or unchallenged 

sharing of data.  It provides a framework for the sharing of specific information which aligns with the objectives 
set out in the Agreement.  

 
5. RESTRICTIONS ON INFORMATION SUPPLIED 

i. All shared data will be held in line with the Partner agencies retention schedule or until no longer operationally 
required. 

 
ii. Information shared under this Agreement will be securely stored and disposed of when no longer required for the 

purpose for which it is provided unless further retention is justified as lawful.  
 

iii. Information processed by the Police is classified as OFFICIAL – SENSITIVE and comes with clearly marked handling 
instructions.  Any improper disclosure, copying, distribution or use of this information is prohibited and any 
subsequent personal data breach will be the responsibility of the Partner agency causing the breach. 
 

iv. The sharing Partner(s) controllership of any shared information throughout its lifecycle is outlined under 3.vi.   
 

v. Partners must ensure that individuals can exercise their rights regarding their personal data.  Sussex Police has 
offered to support the processing of data subjects rights as detailed in Appendix A and Appendix B of this 
agreement.   
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vi. Acceptance of section 5.v above will vary between local authorities depending on their decisions to process the 

personal data.  For the purpose of this Agreement, subject rights will be handled as detailed below: 

Newhaven Town Council will not access the CCTV images / audio, therefore they are listed as a Processor.  
Newhaven Town Council will forward all access requests to Sussex Police for processing. 

 

vii. Partners can refer a Subject Access Request (SAR) / Freedom of Information Act (FOIA) to the Police by forwarding 
it to:  data.protection@sussex.police.uk  
 

viii. Members of the public can make SAR / FOIA requests to Sussex Police using:  Sussex Police website 
 

ix. If any Partner identifies a potential breach, they should follow the guidance under Section 2.7 – Breaches.  It will 
be the responsibility of each Data Controller to assess potential breaches in line with their policy and procedures.   

 
x. Partners are accountable for the data breaches directly caused by their employees or contractors on their systems.  

If a breach is caused by technological / system errors or threat actors gaining access, they will manage the breach 
and liaise with other Partners or the ICO if deemed necessary.   
 

xi. Partners are responsible under UK GDPR Article 33 for deciding whether the breach is notifiable to the ICO and to 
risk assess whether individuals need to be notified (if the breach is likely to result in a high risk to their rights and 
freedoms of others).   

 
xii. If the breach relates to processing of information by Sussex Police for law enforcement purposes, they will be 

responsible for the breach, including determining whether to notify the ICO and impacted data subjects. 
 

xiii. If the Partner staff cause a data breach whilst viewing the CCTV, they are responsible for determining whether to 
notify the ICO and impacted data subjects.  If the Partner does not access the CCTV, this will not be a consideration. 

 
xiv. If a breach is identified, Partner organisations agree to notify the respective Data Protection Officer as soon as 

possible. 
 

xv. Un-redacted copies of this document must not be shared outside of Partner organisations (sharing with 
councillors is permitted) without permission from signatories.   
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SECTION 2: 
1. ISA OVERVIEW 

i. The following Data Protection legislation impacts on the sharing requirements for this ISA:  

• The UK General Data Protection Regulation (UK GDPR) 2018 

• The Data Protection Act 2018  
 

2. INTRODUCTION 
i. The Police are committed to partnership working and are continually looking for opportunities to enhance 

professional working practices.  
 

ii. This ISA (the “Agreement”) outlines the need for the signatories to work together to share information in line with 
the Policing Purposes as set out in the Management of Police Information Code of Practice.  The Policing Purposes 
are described as:  

• Protecting life and property.  

• Preserving order.  

• Preventing the commission of offences.  

• Bringing offender to justice and  

• Any duty or responsibility arising from common or statute law.  
 

iii. This ISA ensures information is processed lawfully and determines the roles and responsibilities of each 
organisation to ensure the sharing is accurate, necessary, proportionate and lawful. 
 

iv. The Police are committed to tackling Crime and Disorder and supporting Public Protection in collaboration with 
members of this Agreement. 
 

v. The purpose of this document is to enable routine and effective information sharing between the Partners. It will 
incorporate measures aimed at:  

• Facilitating a coordinated approach that targets crime and anti-social behaviour and supports and enables 
public protection (safeguarding). 

• Facilitating the collection and exchange of relevant information  

• Ensuring that the sharing of information meets one or more of the policing purposes  

• Where appropriate, supporting the pursuit of criminal or civil proceedings. 
 

vi. It is the responsibility of each Partner to ensure:  

• Information is shared securely with the point of contact.  

• The information shared is documented by the owning organisation. 

• Information is shared only on a ‘need to know’ basis.  

• There are clear procedures to be followed regarding information sharing.  

• Information will only be used for the reason(s) it has been obtained.  
 

vii. This Agreement will clarify any specific arrangements. 
 

viii. Sharing within this ISA is covered by UK Data Protection Legislation and all applicable laws and regulations relating 
to the processing of personal data and privacy (including guidance issued by the Information Commissioners 
Office (ICO)).  The schedules form part of this Agreement and shall have effect as if set out in full in the body of 
this Agreement.  

 
ix. It is the responsibility of all Partners to ensure that all information shared is: 

• as a minimum, that the date, time and summary of the data shared is recorded (ideally copies of data shared 
should be retained, especially if amended / sanitised) 

• a mechanism exists by which the flow and integrity of information can be controlled  

• appropriate training on this agreement and the DPA 2018 is given to all relevant staff  

• adequate arrangements exist to test adherence to the Agreement  

• sharing is covered under each Partners Privacy Notice (must be available on request) 

• each Partner’s Data Protection Policy is made available to all Partners (must be available on request) 
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x. Neither Partner shall be liable or accept liability in respect of actions, proceedings, or penalty by a data subject or 
the ICO following the use or possession of the Shared Personal Data (including special category of data). 

 

xi. Partners undertake to have in place throughout the term of this agreement, appropriate technical and 
organisational security measures to prevent unauthorised or unlawful processing of the shared personal data, 
including accidental loss or destruction.  

 
3. PURPOSE 

i. This Agreement sets out the framework for sharing personal data between the Partners. It defines the principles 
and procedures that shall be adhered to and the responsibilities between Partners.   

 
4.  PARTNERS 

i. Details of all Partners, including their name and address and ICO registration number (if applicable), will be 
provided on request.       

 
5. STATUTORY POWERS TO PROCESS PERSONAL DATA 

i. The principal legislative instruments that provide powers to lawfully share information under this Agreement 
are detailed in Section 1, Paragraph 3. 

 
ii. Police Part 3 Processing: Any Information sharing under this agreement for the law enforcement purpose will 

comply with the Data Protection Principles set out in DPA 2018 Sections 29, 32, 40, Schedule 2 and Schedule 8.  
 

iii. All Information Sharing Agreements will be compliant with the European Convention of Human Rights and the 
Human Rights Act 1998, in particular, Article 8 of the Convention. 

 
iv. There are other pieces of legislation that place powers or duties to share information on public authorities – this 

list is not meant to be exhaustive.  All information sharing must be conducted in accordance with one or more 
of the legal powers / duties. 

 
v. Personal data shall be processed fairly, in a transparent manner and lawfully and in particular, shall not be 

processed unless at least one of the lawful basis for processing exists under Article 6 of the UK GDPR.  
 

vi. Special Category Personal Data shall be processed fairly, in a transparent manner and lawfully and in particular, 
shall not be processed unless at least one of the lawful basis for processing exists under Article 6 of the UK GDPR 
and a separate condition for processing special category data under Article 9 is met.   

 
vii. Personal data relating to criminal convictions and offences or related security measures shall be processed fairly, 

in a transparent manner and lawfully and in particular, shall not be processed unless at least one of the lawful 
basis for processing exists under Article 6 of the UK GDPR and a separate condition for processing special 
category data under Article 9 is met and shall comply with Article 10 and only be carried out only under the 
control of official authority.  

 
viii. Transferring sensitive personal data from Part 3 (Law Enforcement Purpose) to Part 2 (General Processing): 

Personal data, including Special Category Personal will only be transferred from DPA 2018 Part 3 into DPA 2018 
Part 2 processing as special category personal data where a condition in DPA 2018 Schedule 8 is met. The data 
will then be processed as special category data where the requirements and conditions are met. See Section 2, 
Paragraph 3. 
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6. THE AGREEMENT 
i. This Agreement has been formulated to facilitate the exchange of information between Partners.  It is, 

however, incumbent on all Partners to recognise that any information shared must be justified on the merits 
of each case. 
 

ii. Information sharing within the community is undertaken to remove or minimise discriminatory practices.  This 
includes where victimisation is based on characteristics such as race, sex, disability, gender, sexual orientation, 
age, religious or other belief, marriage and civil partnership and gender reassignment.    
 

iii. It is incumbent that all staff regularly assess their information sharing activities and monitor any impacts to 
ensure compliance with the Equality Act 2010.  We should not disclose personal information about an 
individual’s identity unless we have their permission to do so, or the disclosure is necessary for the purpose of 
preventing or investigating crime. It is essential that all disclosures falling under the Gender Recognition Act 
are thoroughly assessed before being shared to ensure the individual’s privacy is respected.  For further 
assistance, please see section 22 of the Gender Recognition Act, which offers protection to people who possess 
a Gender Recognition Certificate (GRC). Not everyone who identifies under the ‘trans umbrella’ will have a 
GRC, but it is still essential that their privacy is protected. The Data Protection Act and organisational Codes of 
Ethics, or similar, will offer protection to those people who do not hold a GRC.  

 

iv. This ISA applies to any personal or confidential information, irrespective of the medium in which it is held e.g. 
paper based, electronic (including the cloud), images or disc.  Legal advice on this Agreement should be sought 
in any case of doubt.  It should be applied while following established and agreed processes within the Partner 
organisations. 

 

v. By signing up to this Agreement, signatories are committed to a positive approach to information sharing and 
agree to meet the outlined commitments and processes. 

 

vi. It is the responsibility of each Partner to ensure that:  

• Information shared is in accordance with the law.  

• Appropriate staff training and awareness are provided in relation to Data Protection, including information 
sharing. 

• Information is shared responsibly and in accordance with professional and ethical standards. 

• Any restrictions on the sharing of the information contained in the disclosure, in addition to those contained 
within this Agreement, should be clearly noted. 

• Information exchanges and refusals are recorded in such a way as to provide an auditable record. (see 
Appendix D Data Protection Request Form and Storage) 

• Information shared under this agreement will be appropriately marked under the Government Security 
Classification (GSC) and have handling conditions applied where necessary (see Appendix E (Email Sharing 
and GSC).  This is necessary to maintain the security of the data shared between signatories.   

• Replies may be communicated via e-mail should the recipient subscribe to an encrypted / secure email server 
(see Appendix E (Encrypted Emails - Secure Domain Email Addresses) for guidance). 

• Bulk / Special Category Data can be provided over low scoring email addresses if they are encrypted for Force 
minimum standards (see Appendix E (Bulk Personal / Special Category Data) for guidance). 
 

vii. This Agreement does not give agencies an automatic right to receive or provide information.  It is a process for 
information sharing in cases where it is suitable to do so.  
 

viii. If you are transferring data outside the EEA, then you must record the measures that the organisation receiving 
the personal data has taken to provide adequate safeguards under the UK Data Protection Legislation. 

 
ix. The Police utilise a business analytics tool that provides interactive, accessible, visually immersive and easy to 

interpret data using multiple sources.  This data pooling will be proportionate and for specific purposes.  
 

x. Any Partners named in this document may terminate their involvement at any time. They must inform all the 
single points of contact, who in turn will inform their relevant Information Governance Manager.   
 

xi. Any Partner may make suggestions for amendments to the agreement at any time in consultation with Sussex 
Police Information Management team. 
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6.1 DATA QUALITY  

i. It is the responsibility of all Partners to ensure that the information is of sufficient quality for its intended 
purpose, bearing in mind accuracy, validity, reliability, timeliness, relevance and completeness.    

 
ii. The Police will take every reasonable step to ensure that inaccurate personal data is erased or rectified without 

delay and will notify the Partners to this agreement of the erasure or rectification.   
 

iii. If a Partner decides to erase or rectify personal data, it is their responsibility to contact all Partners that have 
received the relevant data as soon as possible.    

 
6.2 SECURITY AND AUDIT 

i. Partners of this agreement will implement information security measures suitable for the type and sensitivity 
of the data being processed.  Partners are at liberty to request copies of each other’s:  

• Information Security Policy  

• Records/Information Management Policy   

• Data Protection Policy  
 

ii. Signatories may exercise their right under this Agreement to audit compliance in relation to its shared 
information.  This will require the signatories to evidence data protection compliance and to provide details of 
any further processing of specific personal / special category information.   

 
iii. Signatories need to ensure sufficient technical processes are in place to protect their systems and the data 

held within from cyber-attacks.   
 
6.3 CONSTRAINTS ON THE USE OF INFORMATION 

i. Information will only be used for the specific purpose for which it was shared.  All requests will be processed 
in line with the respective legislation.   

 
ii. All information that is disclosed under this Agreement remains the property of the original data owner.  The 

Partners shall not assign, sub-contract or transfer its rights or obligations under this Agreement in whole or 
part to any third Partner without prior written consent of the other Partners.  

 
iii. Information will not be shared where disclosure would prejudice ongoing criminal proceedings unless there is 

an overriding safety requirement to do so. 
 

iv. This Agreement does not constitute an overarching permission for the broad, comprehensive, or unchallenged 
sharing of Personal Data.  It provides a framework for the sharing of Information which aligns with the 
objectives set out below. 

 
6.4 REVIEW OF THE INFORMATION SHARING AGREEMENT 

i. This Agreement will be reviewed 12 months after its implementation and every two years thereafter. 
 

ii. Any changes will be signed and verified by Information Management and the Agreement may be published on 
the Police websites.  
 

iii. Signatories of this ISA may undertake checks with Partners to ensure sharing is compliant with the processes 
and constraints stipulated within this agreement.   
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7. BREACHES 
i. Any breaches of security, confidentiality or other violations of shared data must be reported to the owning 

agency as soon as possible and in any case within 24 hours. 
 

ii. The Partners shall each comply with its obligation to report a personal data breach to the appropriate 
supervisory authority and (where applicable) data subjects under UK Data Protection Legislation.  Partners 
shall each inform the other Partner of any personal data breach irrespective of whether there is a requirement 
to notify any supervisory authority or data subject(s). 

 
iii. Any breach of information by a Partner is their responsibility.  Each agency is accountable for any misuse of 

information supplied and the consequences of such misuse. Any disclosure of information by an employee 
made in bad faith, or for motives of personal gain, will be the subject of an internal inquiry and be treated as 
a serious matter.  

 
iv. The Partners shall provide reasonable assistance as is necessary to each other to facilitate the handling of any 

data security breach.  In the event of a dispute or claim brought by a data subject or the Data Protection 
Authority concerning the processing of Shared Personal Data against either or both Partners, the Partners will 
inform each other about any such disputes or claims and will cooperate with a view to settling them amicably 
in a timely fashion. 

 
v. Partners undertake to ensure that any use or reuse of the data disclosed is lawful, compliant with the data 

protection principles and processed using appropriate safeguards to the rights and freedoms of the data 
subject.  

 
vi. Breaches of this Agreement will lead to a review and possible termination of this Agreement (including the 

destruction of all previously shared information). 
 
8. DATA SUBJECT RIGHTS  

i. Please see Section 1.5 of this ISA which outlines the additional provisions made by Sussex Police for compliance 
with Data Protection subject rights.   
 

ii. Each Partner (controller) will inform the Partners Data Protection Officer (DPO) within 2 working days of any 
changes made through rights of erasure, restriction or rectification. 

 
9. FREEDOM OF INFORMATION ACT (FOIA) 2000   

i. All FOI requests will be managed in accordance with the FOIA and / or Environmental Information Regulations  
 

ii. Any FOI requests will be passed to the owning Partner within 2 working days to enable compliance (Section 10 
of the FOIA or Regulation 5 of the Environmental Information Regulations). 

 
iii. In the interests of transparency, and to assist in meeting the fairness principle, Partners may publish this 

agreement on their website.  Where this is not felt appropriate the rationale and any exemptions being claimed 
should be recorded internally. 

 
10. SIGNATORIES 

i. All agencies that are part of the information sharing process will be, upon signing this Agreement, bound to 
comply with its terms. 

 
ii. Any Partner to this Agreement may withdraw on giving written notice to the other Signatories. The withdrawing 

Partner will be bound to comply with those relevant terms of this Agreement, which remain effective following 
withdrawal. 

 
iii. Where the Chief Executive or Director leaves the organisation, it is not a requirement to re-sign the ISA.  If a 

signatory changes, contact details of the new SPoC must be circulated in writing to all Partners.  
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SECTION 3 – SIGNATURES 
I hereby agree that the information in this document is correct and confirm that my electronic signature authenticates 
this agreement.   
 
Police Primary Contact: 

Full Name   Jo Atkinson 

Warrant / Pay / Fin  EA900 

Email Address  Joanne.Atkinson@sussex.police.uk 

Role and Rank  Inspector – Strategic Support 

Date of Signature  01/03/2024 

 
ISA approved for circulation by Information Governance: 

Full Name   Carl Lovell 

Warrant / Pay / Fin  63488 

Email Address  carl.lovell@sussex.police.uk 

Role and Rank  Information Governance Supervisor 

Date of Signature  01/03/2024 

 
Partner Agency Signatories (Repeat if multiple Partners / signatories): 
I, the undersigned, on behalf of my organisation, agree to this Information Sharing Agreement. 
 
Partner Organisation Newhaven Town Council 
 

Full Name   Cllr. Pinky McLean-Knight 

Job Title   Chairman, Newhaven Town Council 

Email Address  admin@newhaventowncouncil.gov.uk 

Date of Signature  17/9/24 

Privacy Notice Link  N/A 

Data Protection Policy Link N/A 
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SECTION 4 – APPENDICES 
APPENDIX A: SUMMARY OF THE OBLIGATIONS OF COUNCILS AS CONTROLLERS 

Obligations_Of_Contr

ollers_Document_v2.d  
 
APPENDIX B: OFFER OF SUPPORT V1.0 

Offer_of_Support_v1.

0.docx  
 
APPENDIX C:  SAMPLE STAFF CONFIDENTIALITY AGREEMENT V1.0 

Sample_Staff_Confide

ntiality_Agreement_v1. 
 
APPENDIX D: DATA PROTECTION REQUEST FORMS AND STORAGE 

ISA Doc -Data 

Protection Request Fo 
 
APPENDIX E: EMAIL SHARING AND GSC 

Email Sharing and 

GSC.docx  
 
 
 
 

 



This Agreement is made on           17th September 2024  

BETWEEN 

(1) Sussex Police, at Sussex Police Headquarters, Church Lane, Lewes, East Sussex BN7 2DZ 

(Sussex Police); and 

(2) Newhaven Town Council (Local Authority),  

each a party and together the parties.  

BACKGROUND 

(A) Sussex Police and the Local Authority entered into an Information Sharing Agreement on 01/03/2024 

(ISA) that may require the Local Authority to process Personal Data on behalf of Sussex Police. 

(B) This Personal Data Processing Agreement (Agreement) sets out the additional terms, requirements 

and conditions on which the Local Authority will process Personal Data when providing services under 

the ISA. This Agreement contains the mandatory clauses required by Article 28(3) of the retained EU 

law version of the General Data Protection Regulation ((EU) 2016/679) for contracts between 

controllers and processors and the General Data Protection Regulation ((EU) 2016/679). 

AGREED TERMS 

1. Definitions and Interpretation 

The following definitions and rules of interpretation apply in this Agreement. 

1.1 Definitions: 

 Commissioner: the Information Commissioner (see Article 4(A3), UK GDPR and section 114, DPA 

2018). 

 Controller, Processor, Data Subject, Personal Data, Personal Data Breach and Processing: 

have the meanings given to them in the Data Protection Legislation. 

 Controller: has the meaning given to it in section 6, DPA 2018. 

 Data Protection Legislation: all applicable data protection and privacy legislation in force from time 

to time in the UK including without limitation the UK GDPR; the Data Protection Act 2018 (and 

regulations made thereunder) (DPA 2018); and the Privacy and Electronic Communications 

Regulations 2003 (SI 2003/2426) as amended; and all other legislation and regulatory requirements 

in force from time to time which apply to a party relating to the use of Personal Data (including, without 

limitation, the privacy of electronic communications); and the guidance and codes of practice issued 

by the Commissioner or other relevant regulatory authority and which are applicable to a party. 

 Data Subject: the identified or identifiable living individual to whom the Personal Data relates 

EEA: the European Economic Area. 

 Personal Data: means any information relating to an identified or identifiable living individual that is 

processed by the Local Authority on behalf of Sussex Police as a result of, or in connection with, the 

provision of the services under the ISA; an identifiable living individual is one who can be identified, 

directly or indirectly, in particular by reference to an identifier such as a name, identification number, 

location data, an online identifier or to one or more factors specific to the physical, physiological, 

genetic, mental, economic, cultural or social identity of the individual. 



 Processing, processes, processed, process: any activity that involves the use of the Personal 

Data. It includes, but is not limited to, any operation or set of operations which is performed on the 

Personal Data or on sets of the Personal Data, whether or not by automated means, such as 

collection, recording, organisation, structuring, storage, adaptation or alteration, retrieval, 

consultation, disclosure by transmission, dissemination or otherwise making available, alignment or 

combination, restriction, erasure or destruction. Processing also includes transferring the Personal 

Data to third-parties. 

 Personal Data Breach: a breach of security leading to the accidental, unauthorised or unlawful 

destruction, loss, alteration, disclosure of, or access to, the Personal Data. 

 Processor: a natural or legal person, public authority, agency or other body which processes personal 

data on behalf of the Controller. 

 Purposes: the services to be provided by the Local Authority to Sussex Police as described in the 

ISA. 

 Records: has the meaning given to it in Clause 12. 

 Term: this Agreement's term as defined in Clause 10. 

 UK GDPR: has the meaning given to it in section 3(10) (as supplemented by section 205(4)) of the 

DPA 2018. 

1.2 This Agreement is subject to the terms of the ISA and is incorporated into the ISA. Interpretations and 

defined terms set forth in the ISA apply to the interpretation of this Agreement. 

1.3 A reference to writing or written includes email. 

1.4 In the case of conflict or ambiguity between any of the provisions of this Agreement and the provisions 

of the ISA, the provisions of this Agreement will prevail. 

2. Personal data types and processing purposes 

2.1 Sussex Police and the Local Authority agree and acknowledge that for the purpose of the Data 

Protection Legislation: 

(a) Sussex Police is the Controller and the Local Authority is the Processor. 

(b) Sussex Police retains control of the Personal Data and remains responsible for its 

compliance obligations under the Data Protection Legislation, including but not limited to, 

providing any required notices and obtaining any required consents, and for the written 

processing instructions it gives to the Local Authority. 

3. Local Authority's obligations 

3.1 The Local Authority will only process the Personal Data to the extent, and in such a manner, as is 

necessary for the Purposes in accordance with Sussex Police's written instructions, The Local 

Authority will not process the Personal Data for any other purpose or in a way that does not comply 

with this Agreement or the Data Protection Legislation. The Local Authority must promptly notify 

Sussex Police if, in its opinion, Sussex Police's instructions do not comply with the Data Protection 

Legislation. 

3.2 The Local Authority must comply promptly with any Sussex Police written instructions requiring the 

Local Authority to amend, transfer, delete or otherwise process the Personal Data, or to stop, mitigate 

or remedy any unauthorised processing. 



3.3 The Local Authority will maintain the confidentiality of the Personal Data and will not disclose the 

Personal Data to third-parties unless Sussex Police or this Agreement specifically authorises the 

disclosure, or as required by domestic law, court or regulator (including the Commissioner). If a 

domestic law, court or regulator (including the Commissioner) requires the Local Authority to process 

or disclose the Personal Data to a third-party, the Local Authority must first inform Sussex Police of 

such legal or regulatory requirement and give Sussex Police an opportunity to object or challenge the 

requirement, unless the domestic law prohibits the giving of such notice. 

3.4 The Local Authority will reasonably assist Sussex Police, at no additional cost to Sussex Police, with 

meeting Sussex Police compliance obligations under the Data Protection Legislation, taking into 

account the nature of the Local Authority's processing and the information available to the Local 

Authority, including in relation to Data Subject rights, data protection impact assessments and 

reporting to and consulting with the Commissioner under the Data Protection Legislation. 

3.5 The Local Authority must notify Sussex Police promptly of any changes to the Data Protection 

Legislation that may reasonably be interpreted as adversely affecting the Local Authority's 

performance of the ISA or this Agreement. 

4. Local Authority's employees/contractors  

4.1 The Local Authority will ensure that its relevant employees/contractors: 

(a) are informed of the confidential nature of the Personal Data and are bound by written 

confidentiality obligations and use restrictions in respect of the Personal Data; 

(b) have undertaken training on the Data Protection Legislation and how it relates to their 

handling of the Personal Data and how it applies to their particular duties; and 

(c) are aware both of the Local Authority's duties and their personal duties and obligations under 

the Data Protection Legislation and this Agreement. 

5. Security 

5.1 The Local Authority must at all times implement appropriate technical and organisational measures 

against accidental, unauthorised or unlawful processing, access, copying, modification, reproduction, 

display or distribution of the Personal Data, and against accidental or unlawful loss, destruction, 

alteration, disclosure or damage of Personal Data.  

5.2 The Local Authority must implement such measures to ensure a level of security appropriate to the 

risk involved, including as appropriate: 

(a) the pseudonymisation and encryption of personal data; 

(b) the ability to ensure the ongoing confidentiality, integrity, availability and resilience of 

processing systems and services; 

(c) the ability to restore the availability and access to personal data in a timely manner in the 

event of a physical or technical incident; and 

(d) a process for regularly testing, assessing and evaluating the effectiveness of the security 

measures. 

6. Personal data breach 

6.1 The Local Authority will immediately and in any event without undue delay notify Sussex Police in 

writing if it becomes aware of: 



(a) the loss, unintended destruction or damage, corruption, or unusability of part or all of the 

Personal Data. The Local Authority will restore such Personal Data at its own expense as 

soon as possible. 

(b) any accidental, unauthorised or unlawful processing of the Personal Data; or 

(c) any Personal Data Breach. 

6.2 Where the Local Authority becomes aware of (a), (b) and/or (c) above, it will, without undue delay, 

also provide Sussex Police with the following written information: 

(a) description of the nature of (a), (b) and/or (c), including the categories of in-scope Personal 

Data and approximate number of both Data Subjects and the Personal Data records 

concerned; 

(b) the likely consequences; and 

(c) a description of the measures taken or proposed to be taken to address (a), (b) and/or (c), 

including measures to mitigate its possible adverse effects. 

6.3 Immediately following any accidental, unauthorised or unlawful Personal Data processing or Personal 

Data Breach, the parties will co-ordinate with each other to investigate the matter. Further, the Local 

Authority will reasonably co-operate with Sussex Police at no additional cost to Sussex Police, in 

Sussex Police's handling of the matter, including but not limited to: 

(a) assisting with any investigation; 

(b) providing Sussex Police with physical access to any facilities and operations affected; 

(c) facilitating interviews with the Local Authority's employees, former employees and others 

involved in the matter including, but not limited to, its officers and directors; 

(d) making available all relevant records, logs, files, data reporting and other materials required 

to comply with all Data Protection Legislation or as otherwise reasonably required by Sussex 

Police; and 

(e) taking reasonable and prompt steps to mitigate the effects and to minimise any damage 

resulting from the Personal Data Breach or accidental, unauthorised or unlawful Personal 

Data processing. 

6.4 The Local Authority will not inform any third-party of any accidental, unauthorised or unlawful 

processing of all or part of the Personal Data and/or a Personal Data Breach without first obtaining 

Sussex Police's written consent, except when required to do so by domestic law. 

6.5 The Local Authority agrees that Sussex Police has the sole right to determine: 

(a) whether to provide notice of the accidental, unauthorised or unlawful processing and/or the  

Personal Data Breach to any Data Subjects, the Commissioner, other in-scope regulators, 

law enforcement agencies or others, as required by law or regulation or in Sussex Police's 

discretion, including the contents and delivery method of the notice; and 

(b) whether to offer any type of remedy to affected Data Subjects, including the nature and extent 

of such remedy. 

6.6 The Local Authority will cover all reasonable expenses associated with the performance of the 

obligations under clause 6.1 to clause 6.3 unless the matter arose from Sussex Police's specific 

written instructions, negligence, wilful default or breach of this Agreement, in which case Sussex 

Police will cover all reasonable expenses. 



6.7 The Local Authority will also reimburse Sussex Police for actual reasonable expenses that Sussex 

Police incurs when responding to an incident of accidental, unauthorised or unlawful processing 

and/or a Personal Data Breach to the extent that the Local Authority caused such, including all costs 

of notice and any remedy as set out in Clause 6.5. 

7. Cross-border transfers of personal data 

7.1 The Local Authority (and any subcontractor) must not transfer or otherwise process the Personal Data 

outside the UK or, the EEA without obtaining Sussex Police's prior written consent. 

8. Subcontractors 

8.1 The Local Authority may only authorise a third-party (subcontractor) to process the Personal Data if: 

(a) Sussex Police provides written consent prior to the appointment of each subcontractor 

working days after the Local Authority supplies Sussex Police with full details in writing 

regarding such subcontractor; 

(b) the Local Authority enters into a written contract with the subcontractor that contains terms 

substantially the same as those set out in this Agreement, in particular, in relation to requiring 

appropriate technical and organisational data security measures, and, upon Sussex Police's 

written request, provides Sussex Police with copies of the relevant excerpts from such 

contracts; 

(c) the Local Authority maintains control over all of the Personal Data it entrusts to the 

subcontractor; and 

(d) the subcontractor's contract terminates automatically on termination of this Agreement for 

any reason. 

8.2 Where the subcontractor fails to fulfil its obligations under the written agreement with the Local 

Authority which contains terms substantially the same as those set out in this Agreement, the Local 

Authority remains fully liable to Sussex Police for the subcontractor's performance of its agreement 

obligations. 

8.3 The Parties agree that the Local Authority will be deemed by them to control legally any Personal 

Data controlled practically by or in the possession of its subcontractors. 

8.4 On Sussex Police's written request, the Local Authority will audit a subcontractor's compliance with 

its obligations regarding the Personal Data and provide Sussex Police with the audit results. Where 

Sussex Police concludes reasonably that the subcontractor is in material default of its obligations 

regarding the Personal Data, Sussex Police may in writing instruct the Local Authority to instruct the 

subcontractor to remedy such deficiencies within two days. 

9. Complaints, data subject requests and third-party rights 

9.1 The Local Authority must, at no additional cost to Sussex Police, take such technical and 

organisational measures as may be appropriate, and promptly provide such information to Sussex 

Police as Sussex Police may reasonably require, to enable Sussex Police to comply with: 

(a) the rights of Data Subjects under the Data Protection Legislation, including, but not limited 

to, subject access rights, the rights to rectify, port and erase personal data, object to the 

processing and automated processing of personal data, and restrict the processing of 

personal data; and 



(b) information or assessment notices served on Sussex Police by the Commissioner or other 

relevant regulator under the Data Protection Legislation. 

9.2 The Local Authority must notify Sussex Police immediately in writing if it receives any complaint, 

notice or communication that relates directly or indirectly to the processing of the Personal Data or to 

either party's compliance with the Data Protection Legislation. 

9.3 The Local Authority must notify Sussex Police within two days if it receives a request from a Data 

Subject for access to their Personal Data or to exercise any of their other rights under the Data 

Protection Legislation. 

9.4 The Local Authority will give Sussex Police, at no additional cost to Sussex Police, its full co-operation 

and assistance in responding to any complaint, notice, communication or Data Subject request. 

9.5 The Local Authority must not disclose the Personal Data to any Data Subject or to a third-party other 

than in accordance with Sussex Police's written instructions, or as required by domestic law. 

10. Term and termination 

10.1 This Agreement will remain in full force and effect so long as: 

(a) the ISA Agreement remains in effect; or 

(b) the Local Authority retains any of the Personal Data related to the ISA in its possession or 

control (Term). 

10.2 Any provision of this Agreement that expressly or by implication should come into or continue in force 

on or after termination of the ISA in order to protect the Personal Data will remain in full force and 

effect. 

10.3 The Local Authority's failure to comply with the terms of this Agreement is a material breach of the 

ISA. In such event, Sussex Police may terminate the ISA or any part of the ISA involving the 

processing of the Personal Data effective immediately on written notice to the Local Authority without 

further liability or obligation of Sussex Police. 

10.4 If a change in any Data Protection Legislation prevents either party from fulfilling all or part of its ISA 

obligations, the parties may agree to suspend the processing of the Personal Data until that 

processing complies with the new requirements. If the parties are unable to bring the Personal Data 

processing into compliance with the Data Protection Legislation within 30 days, either party may 

terminate the ISA on not less than 30 working days. 

11. Data return and destruction 

11.1 At Sussex Police's request, the Local Authority will give Sussex Police, or a third-party nominated in 

writing by Sussex Police, a copy of or access to all or part of the Personal Data in its possession or 

control in the format and on the media reasonably specified by Sussex Police. 

11.2 On termination of the ISA for any reason or expiry of its term, the Local Authority will as directed in 

writing by Sussex Police securely delete or destroy or return and not retain, all or any of the Personal 

Data related to this Agreement in its possession or control.  

11.3 If any law, regulation, or government or regulatory body requires the Local Authority to retain any 

documents, materials or Personal Data that the Local Authority would otherwise be required to return 



or destroy, it will notify Sussex Police in writing of that retention requirement, giving details of the 

documents, materials or Personal Data that it must retain, the legal basis for such retention, and 

establishing a specific timeline for deletion or destruction once the retention requirement ends. 

11.4 The Local Authority will certify in writing to Sussex Police that it has deleted or destroyed the Personal 

Data within two days after it completes the deletion or destruction. 

12. Records 

12.1 The Local Authority will keep detailed, accurate and up-to-date written records regarding any 

processing of the Personal Data, including but not limited to, the access, control and security of the 

Personal Data, approved subcontractors, the processing purposes, categories of processing, and a 

general description of the technical and organisational security measures referred to in Clause 5.1 

(Records). 

12.2 The Local Authority will ensure that the Records are sufficient to enable Sussex Police to verify the 

Local Authority's compliance with its obligations under this Agreement and the Data Protection 

Legislation and the Local Authority will provide Sussex Police with copies of the Records upon 

request. 

13. Audit 

13.1 The Local Authority will permit Sussex Police and its third-party representatives to audit the Local 

Authority's compliance with its Agreement obligations, on at least 2 days' notice, during the Term. The 

Local Authority will give Sussex Police and its third-party representatives all necessary assistance to 

conduct such audits at no additional cost to Sussex Police. The assistance may include, but is not 

limited to: 

(a) physical access to, remote electronic access to, and copies of the Records and any other 

information held at the Local Authority's premises or on systems storing the Personal Data; 

(b) access to and meetings with any of the Local Authority's personnel reasonably necessary to 

provide all explanations and perform the audit effectively; and 

(c) inspection of all Records and the infrastructure, electronic data or systems, facilities, 

equipment or application software used to process the Personal Data. 

13.2 The notice requirements in Clause 13.1 will not apply if Sussex Police reasonably believes that a 

Personal Data Breach has occurred or is occurring, or the Local Authority is in material breach of any 

of its obligations under this Agreement or any of the Data Protection Legislation. 

13.3 If a Personal Data Breach occurs or is occurring, or the Local Authority becomes aware of a breach 

of any of its obligations under this Agreement or any of the Data Protection Legislation, the Local 

Authority will: 

(a) within 24 hours of the triggering event, conduct its own audit to determine the cause; 

(b) produce a written report that includes detailed plans to remedy any deficiencies identified by 

the audit; 

(c) provide Sussex Police with a copy of the written audit report; and 

(d) remedy any deficiencies identified by the audit within 2 days. 

13.4 At Sussex Police's written request, the Local Authority will: 



(a) conduct an information security audit before it first begins processing any of the Personal 

Data and repeat that audit on at least an annual basis; 

(b) produce a written report that includes detailed plans to remedy any security deficiencies 

identified by the audit; 

(c) provide Sussex Police with a copy of the written audit report; and 

(d) remedy any deficiencies identified by the audit within 2 days. 

14. Warranties 

14.1 The Local Authority warrants and represents that: 

(a) its employees, subcontractors, agents and any other person or persons accessing the 

Personal Data on its behalf are reliable and trustworthy and have received the required 

training on the Data Protection Legislation; 

(b) it and anyone operating on its behalf will process the Personal Data in compliance with the 

Data Protection Legislation and other laws, enactments, regulations, orders, standards and 

other similar instruments; 

(c) it has no reason to believe that the Data Protection Legislation prevents it from providing any 

of the ISA's services; and 

(d) considering the current technology environment and implementation costs, it will take 

appropriate technical and organisational measures to prevent the accidental, unauthorised 

or unlawful processing of Personal Data and the loss or damage to, the Personal Data, and 

ensure a level of security appropriate to: 

(i) the harm that might result from such accidental, unauthorised or unlawful processing 

and loss or damage; 

(ii) the nature of the Personal Data protected; and 

(iii) comply with all applicable Data Protection Legislation and its information and security 

policies, including the security measures required in Clause 5.1. 

14.2 Sussex Police warrants and represents that the Local Authority's expected use of the Personal Data 

for the Purposes and as specifically instructed by Sussex Police will comply with the Data Protection 

Legislation. 

15. Indemnification 

15.1 The Local Authority agrees to indemnify, keep indemnified and defend at its own expense Sussex 

Police against all costs, claims, damages or expenses incurred by Sussex Police or for which Sussex 

Police may become liable due to any failure by the Local Authority or its employees, subcontractors 

or agents to comply with any of its obligations under this Agreement and/or the Data Protection 

Legislation. 

15.2 Any limitation of liability set forth in the ISA will not apply to this Agreement's indemnity or 

reimbursement obligations. 

 



16. Notice 

16.1 Any notice or other communication given to a party under or in connection with this Agreement must 

be in writing and delivered to: 

    For Sussex Police: data.protection@sussex.police.uk 

    For the Local Authority: admin@newhaventowncouncil.gov.uk  

 

This Agreement has been entered into on the date stated at the beginning of it. 

 

Signed for and on behalf of Sussex Police  

Authorised signature:   Superintendent Jim Collen 

Print Name:      Jim Collen    

Title:                              Head of Information Management / Data Protection Officer 

Date:                             03/05/2024 

 

 

Signed for and on behalf of Newhaven Town Council  

Authorised signature:  

Print Name:  Cllr. Pinky McLean-Knight 

Title: Chairman/Town Mayor 

Date:  17th September 2024 
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To:   Full Council           Agenda Item 14. 
 

Date:    17th September 2024 
 

Report Contact: Town Clerk 
 
Subject:    Review of Financial Regulations and Standing Orders. 
 
 
1. The purpose of this report is to seek the council’s adoption of the following documents 

that have been reviewed by the Town Clerk and RFO; 
 
NTC Financial Regulations, and 
NTC Standing Orders 
 

2. Both documents are normally reviewed at the Annual Full Council meeting (May) each 
year, however this has been the first opportunity to do so this year. Both documents 
individually and collectively form the primary procedural framework on which council 
finances and meeting conduct are based. 
 

3. Financial Regulations (Appendix 1). Other than the updating of typographic and 
financial information, in consultation with the councils Internal Auditors it has been 
necessary to adjust regulations 5 and 6 to reflect necessary banking and operational 
processes necessary for the gradual change to online banking for the council and to 
maximise the effectiveness of ongoing council/councillor oversight of all financial 
payment procedures (authorising invoice payments etc.). 

 
4. Due to personal circumstances of many councillors, invoice authorisation by members 

of the Promotion Partnership & Finance Committee(PP&F) alone was found to be too 
‘narrow’, therefore this process has been widened to any two councillors. 

 
5. Additionally, the requirements of the councils current Bankers (Barclays PLC) have 

become significantly onerous regarding bank mandates which has been further 
exacerbated by often inadequate customer service and conflicting advice. 

 
6. Appendix 1 shows those changes and amendments via ‘track changes’ (in red) on the 

previously adopted document. 
 

7. Standing Orders (Appendix 2). No substantive changes were deemed necessary on 
this occasion. 

 
Recommendation. 
 
That the council resolves to adopt both the reviewed Financial Regulations and Standing 
orders as proposed. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
Town Clerk 
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1. General 

1.1. These financial regulations govern the conduct of financial management by the council and may only 

be amended or varied by resolution of the council. Financial regulations are one of the council’s three 

governing policy documents providing procedural guidance for members and officers. Financial 

regulations must be observed in conjunction with the council’s standing orders and any individual 

financial regulations relating to contracts.  

1.2. The council is responsible in law for ensuring that its financial management is adequate and effective, 

and that the council has a sound system of internal control which facilitates the effective exercise of 

the council’s functions, including arrangements for the management of risk.  

1.3. The council’s accounting control systems must include measures: 

• for the timely production of accounts; 

• that provide for the safe and efficient safeguarding of public money; 

• to prevent and detect inaccuracy and fraud; and 

• identifying the duties of officers. 

1.4. These financial regulations demonstrate how the council meets these responsibilities and 

requirements. 

1.5. At least once a year, prior to approving the Annual Governance Statement, the council must review 

the effectiveness of its system of internal control which shall be in accordance with proper practices. 

1.6. A breach of these Regulations by an employee is gross misconduct. 

1.7. Members of council are expected to follow the instructions within these Regulations and not to 

entice employees to breach them. Failure to follow instructions within these Regulations brings the 

office of councillor into disrepute. 

1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by the council.  

1.9. 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 accounting control systems; 

• ensures the accounting control systems are observed; 

• maintains the accounting records of the council up to date in accordance with proper 

practices; 

• assists the council to secure economy, efficiency and effectiveness in the use of its 

resources; and  

• produces financial management information as required by the council. 
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1.10. The accounting records determined by the RFO shall be sufficient to show and explain the 

council’s transactions and to enable the RFO to ensure that any income and expenditure account 

and statement of balances, or record of receipts and payments and additional information, as the 

case may be, or management information prepared for the council from time to time comply with 

the Accounts and Audit Regulations. 

1.11. The accounting records determined by the RFO shall in particular contain: 

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

matters to which the income and expenditure or receipts and payments account relate; 

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

• wherever relevant, a record of the council’s income and expenditure in relation to claims 

made, or to be made, for any contribution, grant or subsidy. 

1.12. The accounting control systems determined by the RFO shall include: 

• procedures to ensure that the financial transactions of the council are recorded as soon as 

reasonably practicable and as accurately and reasonably as possible;  

• procedures to enable the prevention and detection of inaccuracies and fraud and the ability 

to reconstruct any lost records; 

• identification of the duties of officers dealing with financial transactions and division of 

responsibilities of those officers in relation to significant transactions; 

• procedures to ensure that uncollectable amounts, including any bad debts are not 

submitted to the council for approval to be written off except with the approval of the RFO 

and that the approvals are shown in the accounting records; and 

• measures to ensure that risk is properly managed. 

1.13. The council is not empowered by these Regulations or otherwise to delegate certain specified 

decisions. In particular any decision regarding: 

• setting the final budget or the precept (council tax requirement); 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• writing off bad debts; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations in any report from the internal or external auditors, 

shall be a matter for the full council only.  

1.14. Additionally, the council must: 

• determine and keep under regular review the bank mandate for all council bank accounts;  



 

Adopted by Full Council 14th November 2023  Page 4 of 17 

 

• approve any grant or a single commitment in excess of £5,000; and 

• in respect of the annual salary for any employee have regard to recommendations about 

annual salaries of employees made by the Personnel committee in accordance with its 

terms of reference. 

1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the 

regulations’ shall mean the regulations issued under the provisions of section 27 of the Audit 

Commission Act 1998, or any superseding legislation, and then in force unless otherwise specified. 

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to 

guidance issued in  Governance and Accountability for Local Councils  - a Practitioners’ Guide 

(England) issued by the Joint Practitioners Advisory Group (JPAG), available from the  websites of 

NALC and the Society for Local Council Clerks (SLCC). 

 

2. Accounting and audit (internal and external) 

 

2.1. All accounting procedures and financial records of the council shall be determined by the RFO in 

accordance with the Accounts and Audit Regulations, appropriate guidance and proper practices.  

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a member other than 

the Chairman or a member cheque/account signatory, shall verify bank reconciliations and credit 

card statements (for all accounts) produced by the RFO. The member shall sign the reconciliations, 

the original bank statements and the month-end Trial Balance as evidence of verification and 

additionally physically check and verify the Petty Cash held at that time This activity shall on 

conclusion be reported, including any exceptions, to and noted by the council. 

2.3. The RFO shall complete the annual statement of accounts, annual report, and any related documents 

of the council contained in the Annual Return (as specified in proper practices) as soon as practicable 

after the end of the financial year and having certified the accounts shall submit them and report 

thereon to the council within the timescales set by the Accounts and Audit Regulations.       

2.4. The council shall ensure that there is an adequate and effective system of internal audit of its 

accounting records, and of its system of internal control in accordance with proper practices. Any 

officer or member of the council shall make available such documents and records as appear to the 

council to be 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 for that purpose.  

2.5. The internal auditor shall be appointed by and shall carry out the work in relation to internal controls 

required by the council in accordance with proper practices.  

2.6. The internal auditor shall: 

• be competent and independent of the financial operations of the council; 
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• report to council in writing, or in person, on a regular basis with a minimum of one annual 

written report during each financial year; 

• to demonstrate competence, objectivity and independence, be free from any actual or 

perceived conflicts of interest, including those arising from family relationships; and 

• have no involvement in the financial decision making, management or control of the council. 

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

• perform any operational duties for the council; 

• initiate or approve accounting 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. 

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

shall have the same meaning as is described in proper practices. 

2.9. 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 statements of account required by Audit Commission Act 1998, or any superseding 

legislation, and the Accounts and Audit Regulations.  

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

report from internal or external auditors. 

 

3. Annual estimates (budget) and forward planning 

 

3.1. Each committee shall review its three-year forecast of revenue and capital receipts and payments. 

Having regard to the forecast, it shall thereafter formulate and submit proposals for the following 

financial year to the council not later than the end of November each year including any proposals for 

revising the forecast. 

3.2. The RFO must each year, by no later than December, prepare detailed estimates of all receipts and 

payments including the use of reserves and all sources of funding for the following financial year in 

the form of a budget to be considered by the Promotion Partnership & Finance  Committee and the 

council. 

3.3. The council shall consider annual budget proposals in relation to the council’s three year forecast of 

revenue and capital receipts and payments including recommendations for the use of reserves and 

sources of funding and update the forecast accordingly. 

3.4. The council shall fix the precept (council tax requirement), and relevant basic amount of council tax 

to be levied for the ensuing financial year not later than by the end of January each year. The RFO 

shall issue the precept to the billing authority and shall supply each member with a copy of the 

approved annual budget. 
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3.5. The approved annual budget shall form the basis of financial control for the ensuing year. 

 

4. Budgetary control and authority to spend. 

 

4.1. Expenditure on revenue items may be authorised up to the amounts included for that class of 

expenditure in the approved budget. This authority is to be determined by: 

• the council for all items over £7,500; 

• a duly delegated committee of the council for items over £2,000; or 

• the Clerk, for any items valued at £2,000 and below.  

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the Clerk. 

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

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue budget for 

that class of expenditure other than by resolution of the council, or duly delegated committee. 

During the budget year and with the approval of council having considered fully the implications for 

public services, unspent and available amounts may be moved to other budget headings or to an 

earmarked reserve as appropriate (‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be carried 

forward to a subsequent year unless requested by committee and approved by the council.  

4.4. The salary budgets are to be reviewed by the Personnel Committee at least annually for the following 

financial year and such review shall be evidenced by the minutes. The RFO will inform committees of 

any changes impacting on their budget requirement for the coming year in good time. 

4.5. In cases of extreme risk to the delivery of council services, the clerk may authorise revenue 

expenditure on behalf of the council which in the clerk’s judgement it is necessary to carry out. Such 

expenditure includes repair, replacement or other work, whether or not there is any budgetary 

provision for the expenditure, subject to a limit of £3500 . The Town Clerk (or Executive Officer in the 

absence of the Town Clerk), shall in the first instance advise the Chairman and/or the relevant 

Committee Chair of such an action and subsequently report this to the council as soon as practicable 

thereafter. 

4.6. No expenditure shall be authorised in relation to any capital project and no contract entered into or 

tender accepted involving capital expenditure unless the council is satisfied that the necessary funds 

are available, and the requisite borrowing approval has been obtained. 

4.7. All capital works shall be administered in accordance with the council's standing orders and financial 

regulations relating to contracts. 

4.8. The RFO shall regularly provide the council with a statement of receipts and payments to date under 

each head of the budgets, comparing actual expenditure to the appropriate date against that 

planned as shown in the budget.  
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4.9. Changes in earmarked reserves shall be approved by council as part of the budgetary control process. 

 

5. Banking arrangements and authorisation of 

payments 

 

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

approved by the council; banking arrangements may not be delegated to a committee. They shall be 

regularly reviewed for safety and efficiency. Bank signatories shall be the following officers, the Town 

Clerk, the Executive Officer and the RFO. 

5.2. Each calendar month, the RFO will produce, with a covering summary sheet, a ‘financial package’ of 

Bank Account Reconciliations including Company Credit Card Payments, Petty Cash and all payments 

made which is to be checked and verified as correct by a Town Councillor. Each of these ‘finance 

packages’ will form part of the agenda for the next scheduled council meeting. 

5.3.  The council shall review those financial package(s) for compliance and, having satisfied itself shall 

approve them by a resolution of the council. The approved ‘financial packages’ shall be signed by the 

chair of the meeting. A detailed list of all payments shall be disclosed within or as an attachment to 

the minutes of the meeting at which payment was authorised. Personal payments (including salaries, 

wages, expenses and any payment made in relation to the termination of a contract of employment) 

may be summarised to remove public access to any personal information. 

5.4. The RFO will collate all invoices for payment into a ‘payment schedule’ which shall be examined, 

verified and certified by the Town Clerk or Executive Officer to confirm that the work, goods or 

services to which each invoice relates has been received, carried out, examined and represents 

expenditure previously approved by the council. 

5.5. The RFO shall also examine all invoices within each ‘payment schedule’ for arithmetical accuracy and 

analyse them to the appropriate expenditure heading within the council’s financial software package. 

The RFO shall take all steps to pay all invoices submitted, and which are in order, and in good time. 

5.6. Following the checks detailed at 5.4 and 5.5 above, all invoices in each ‘payment schedule’ will be 

checked and verified correct for payment by no less than two councillorsr members of the current 

Promotion, Partnership & Finance Committee who will each initial every invoice in a signature ‘box’ 

stamped thereon. Alternatively, this process may include electronic copies of each invoice, also 

summarised in an invoice list and sent in an email from the RFO to .those councillors for 

approval/authorisation or rejection. 

5.7. Using the councils Internet Banking facilities, the RFO shall enter that ‘payment schedule’ of verified 

invoices and their individual amounts, which will then be checked and then authorised for payment 

by the Town Clerk or Executive Officer. 

5.8. In the context of Paras., 5.2 – 5.7, the roles of the Town Clerk, Executive Officer and RFO are 

interchangeable in order to retain operational efficiency, continuity and transparency. Records of all 
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6.5. Payment for certain items such as utility supplies (energy, telephone and water) and any National 

Non-Domestic Rates may be made by variable direct debit provided that the instructions are signed 

by two members of the current Promotion, Partnership & Finance Committee and countersigned by 

the Chairman/Mayor and one of the following officers, the Town Clerk, or Executive Officer or RFO, 

and any payments are reported to council as made. The approval of the use of a variable direct debit 

shall be renewed by resolution of the council at least every four years. 

6.6. Payment for certain items may be made by banker’s standing order provided that the instructions are 

verified by two members of the current Promotion, Partnership & Finance Committee and signed by 

the Town Clerk or Executive Officer or RFO, all payment documentation is to be retained and the 

payments  reported to council as made. The approval of the use of a banker’s standing order shall be 

renewed by resolution of the council at least every four years. 

6.7. No employee or councillor shall disclose any PIN or password, relevant to the working of the council 

or its bank accounts, to any person not authorised in writing by the council or a duly delegated 

committee. 

6.8. Regular back-up copies of the records on any computer shall be made and shall be stored securely 

away from the computer in question, and preferably off site. 

6.9. The council shall ensure that anti-virus, anti-spyware and firewall, software with automatic updates, 

together with a high level of security, is used. 

6.10. A corporate credit card account will be opened by the council and will be specifically restricted to use 

by the Town Clerk, Executive Officer and RFO and shall be subject to automatic payment in full at 

each month-end. Any expenditure using the Credit Card shall be subject to those provisos at 4.1 and 

4.5 above. Purchases made using the credit card account will be included in the list of payments 

submitted to the next appropriate meeting of the council. Receipts for purchases made with the 

credit card will be retained and reconciled with the monthly statement received from the bank  

Personal credit or debit cards of members or staff shall not be used under any circumstances. 

6.11. The RFO may provide petty cash to officers for the purpose of defraying operational and other 

expenses. Vouchers for payments made shall be forwarded to the RFO with a claim for 

reimbursement. 

a) The RFO shall maintain a petty cash float of up to £100 for the purpose of defraying 

operational and other expenses. Vouchers for payments made from petty cash shall be kept to 

substantiate the payment. 

b) 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 the schedule of 

payments presented to council under 5.2 above. 

6.12 The RFO shall procure and maintain a single Debit Card from the council Bankers for use in 

connection with the councils primary operating Bank Account under the following provisos; 

 a) The Debit Card shall remain under the direct control of the RFO and be kept securely within 

the office safe whilst not in use. 
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 b) The Debit Card shall be ‘chip & pin’ technology with a maximum daily spend limit of £100 and 

for the primary use of withdrawing cash from an ATM to rebalance the councils Petty Cash 

float (£100) 

 c) All Debit Card usage/transaction receipts are to be retained and accounted for in every 

monthly ‘financial package’ (as per paras 5.2 – 5.3 above). 

7. Payment of salaries 

 

7.1. As an employer, the council shall make arrangements to meet fully the statutory requirements 

placed on all employers by PAYE and National Insurance legislation. The payment of all salaries shall 

be made in accordance with payroll records and the rules of PAYE and National Insurance currently 

operating, and salary rates shall be as agreed by the Personnel Committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be required to be made for 

tax, national insurance and pension contributions, or similar statutory or discretionary deductions 

must be made in accordance with the payroll records and on the appropriate dates stipulated in 

employment contracts, provided that each payment is reported to the next available council 

meeting, as set out in these regulations above. 

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and conditions of 

employment without the approval of the Personnel Committee.  

7.4. Each and every payment to employees of net salary and to the appropriate creditor of the statutory 

and discretionary deductions shall be recorded in a separate confidential record. This confidential 

record is not open to inspection or review (under the Freedom of Information Act 2000 or otherwise) 

other than: 

a) by any councillor who can demonstrate a need to know; 

b) by the internal auditor; 

c) by the external auditor; or 

d) by any person authorised under Audit Commission Act 1998, or any superseding legislation. 

7.5. The total of such payments in each calendar month shall be reported with all other payments as 

made as may be required under these Financial Regulations, to ensure that only payments due for 

the period have actually been paid. 

7.6. An effective system of personal performance management should be maintained for the senior 

officers. 

7.7. Any termination payments shall be supported by a clear business case and reported to the council. 

Termination payments shall only be authorised by council. 

7.8. Before employing interim staff, the council must consider a full business case. 
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8. Loans and investments 

 

8.1. All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing 

approval. Any application for borrowing approval shall be approved by Council as to terms and 

purpose. The application for borrowing approval, and subsequent arrangements for the loan shall 

only be approved by full council. 

8.2. Any financial arrangement which does not require formal borrowing approval from the Secretary of 

State (such as hire purchase or leasing of tangible assets) shall be subject to approval by the full 

council. In each case a report in writing shall be provided to council in respect of value for money for 

the proposed transaction. 

8.3. All loans and investments shall be negotiated in the name of the council and shall be for a set period 

in accordance with council policy.  

8.4. The council shall consider the need for an Investment Strategy and Policy which, if drawn up, shall be 

in accordance with relevant regulations, proper practices and guidance. Any Strategy and Policy shall 

be reviewed by the council at least annually.  

8.5. All investments of money under the control of the council shall be in the name of the council. 

8.6. All investment certificates and other documents relating thereto shall be retained in the custody of 

the RFO. 

8.7. Payments in respect of short term or long-term investments, including transfers between bank 

accounts held in the same bank, or branch, shall be made in accordance with Regulation 5 

(Authorisation of payments) and Regulation 6 (Instructions for payments). 

 

9. Income 

 

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

the RFO. 

9.2. Particulars of all charges to be made for work done, services rendered, or goods supplied shall be 

agreed annually by the council, notified to the RFO and the RFO shall be responsible for the collection 

of all accounts due to the council. 

9.3. The council will review all fees and charges at least annually, following a report by the Town Clerk 

and/or RFO.  

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

written off in the year. 

9.5. All sums received on behalf of the council shall be banked intact as directed by the RFO. In all cases, 

all receipts shall be deposited with the council's bankers with such frequency as the RFO considers 

necessary. 
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9.6. The origin of each receipt shall be entered on a separate sheet which will accompany the paying in 

slip. 

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

9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim due in 

accordance with VAT Act 1994 section 33 shall be made at least annually coinciding with the financial 

year end. 

9.9. Where any significant sums of cash are regularly received by the council, the RFO shall take such 

steps as are agreed by the council to 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 such as ticket 

issues, and that appropriate care is taken in the security and safety of individuals banking such cash. 

9.10. Income received must not be paid into the petty cash float but must be separately banked, as 

provided elsewhere within these regulations. 

9.11. By resolution of the council the RFO may procure an electronic Debit/Credit Card machine provided 

by the councils chosen Bankers and directly linked to the councils primary operating Bank Account for 

the purpose of taking payment for council services from a third party either in person or by way of a 

telephone call. 

9.12. This Card Machine will use ‘chip and pin’ as well as ‘contactless’ technology and have the facility of 

printing payment receipts for the 3rd party and a copy for the council’s financial records. All copy 

payment receipts are to be retained and accounted for in every monthly ‘financial package’ (as per 

paras 5.2 – 5.3 above). 

9.13. Payments received via the Card Machine may be refunded at the discretion of the Town Clerk, 

Executive Officer or RFO either by re-presentation of the original payment card or duly authorised 

BACs payment direct to the cardholder’s bank account. 

10. Orders for work, goods and services 

 

10.1. An official order or letter shall be issued for all work, goods and services unless a formal contract is to 

be prepared or an official order would be inappropriate. Copies of orders shall be retained. 

10.2. Order forms shall be controlled by the RFO. 

10.3. All members and officers are responsible for obtaining value for money at all times. An officer issuing 

an official order shall ensure as far as reasonable and practicable that the best available terms are 

obtained in respect of each transaction, usually by obtaining three or more quotations or estimates 

from appropriate suppliers, subject to any de minimis provisions in Regulation 11.1  below. 

10.4. A member may not issue an official order or make any contract on behalf of the council. 

11. Contracts 

 

11.1. Procedures as to contracts are laid down as follows: 
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a. Every contract shall comply with these financial regulations, and no exceptions shall be made 

otherwise than in an emergency provided that this regulation need not apply to contracts 

which relate to items (i) to (ix) below: 

i. for the supply of gas, electricity, water, sewerage and telephone services; 

ii. for specialist services such as are provided by legal professionals acting in disputes 

iii. for work to be executed or goods or materials to be supplied which consist of repairs to or 

for existing machinery or equipment or plant; 

iv. for work to be executed or goods or materials to be supplied which constitute an extension 

of an existing contract by the council; 

v. for additional audit work of the external auditor;  

vi. for goods or materials proposed to be purchased which are proprietary articles and / or are 

only sold at a fixed price; 

vii. for professional services in which the personal skill and experience of the person is of 

primary importance; 

viii. where the council has considered a report and resolved that it is in its best interests, a 

tender/quotation may be invited for the execution of work, provision of goods or services, 

from a contractor or supplier selected by it or negotiated with a contractor already engaged 

by the council; and 

ix. where the council resolves to approach Lewes District Council, East Sussex County Council 

or another public sector body to obtain goods, materials or services through their contracts 

with suppliers or contractors in order to take advantage of their expertise and of the 

competitive terms that the body has been able to negotiate due to economies of scale. 

b. Where the council intends to procure or award a public supply contract, public service contract 

or public works contract as defined by The Public Contracts Regulations 2015 (“the 

Regulations”) which is valued at £25,000 or more, the council shall comply with Regulations 

109 to 114 of the Regulations. For the purposes of Regulation 110 of the same 

i) a contracting authority advertises an opportunity if it does anything to put the opportunity 

in the public domain or bring the opportunity to the attention of economic operators generally 

or to any class or description of economic operators which is potentially open-ended, with a 

view to receiving responses from economic operators who wish to be considered for the 

award of the contract; and 

 

(ii) accordingly, a contracting authority does not advertise an opportunity where it makes the 

opportunity available only to a number of particular economic operators who have been 

selected for that purpose (whether ad hoc or by virtue of their membership of some closed 

category such as a framework agreement), regardless of how it draws the opportunity to the 

attention of those economic operators. 

 

c. The full requirements of The Regulations, as applicable, shall be followed in respect of the 

tendering and award of a public supply contract, public service contract or public works 
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contract which exceed those thresholds specified in the Government Procurement Agreement, 

as amended from time to time which INCLUDE VAT.1 

d.  When applications are made to waive financial regulations relating to contracts to enable a 

price to be negotiated without competition the reason shall be embodied in a 

recommendation to the council. 

e. Such 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. 

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

ordinary course of post. 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. 

f. 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. 

g. Any invitation to tender issued under this regulation shall be subject to Standing Order 19d 

and shall refer to the terms of the Bribery Act 2010.  

h. When it is to enter into a contract of less than £25,000 in value for the supply of goods or 

materials or for the execution of works or specialist services other than such goods, materials, 

works or specialist services as are excepted as set out in paragraph (a) the Clerk or RFO shall 

obtain 3 quotations (priced descriptions of the proposed supply); where the value is below 

£7,500 and above £2,000 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise, 

Regulation 10.3 above shall apply. 

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

j. Should it occur that 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, provided 

that the specification does not change, 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. 

12. Payments under contracts for building or other 
construction works. 

 

12.1. Payments on account of the contract sum shall be made within the time specified in the contract by 

the RFO upon authorised certificates of the architect or other consultants engaged to supervise the 

contract (subject to any percentage withholding as may be agreed in the particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record of all such 

payments. In any case where it is estimated that the total cost of work carried out under a contract, 

 
1 As of January 1st 20242: Public Works Contracts £5,336,937, Public Service Contracts £213,477 and Public Supply 
Contracts £213,477 
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excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted 

to the council. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved by the 

council and Clerk to the contractor in writing, the council being informed where the final cost is likely 

to exceed the financial provision. 

 

13.    Stores and equipment 

 

13.1. The officer in charge of each section shall be responsible for the care and custody of stores and 

equipment in that section. 

13.2. 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. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

13.4. The RFO shall be responsible for periodic checks of stocks and stores at least annually. 

 

14.    Assets, properties and estates 

 

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and Land Registry 

Certificates of properties held by the council. The RFO shall ensure a record is maintained of all 

properties held by the council, recording the 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. 

14.2. No property shall be sold, leased or otherwise disposed of, without the authority of the council, 

together with any other consents required by law, save where the estimated value of any one item of 

tangible movable property does not exceed £500. 

14.3. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is kept up 

to date.  

15.    Insurance 

 

15.1. Following the annual risk assessment (per Financial Regulation 17), the RFO shall effect all insurances 

and negotiate all claims on the council's insurers in consultation with the Town Clerk. 

15.2. The RFO shall keep a record of all insurances effected by the council and the property and risks 

covered thereby and annually review it. 
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15.3. The RFO shall be notified of any loss liability or damage or of any event likely to lead to a claim and 

shall report these to council at the next available meeting. 

15.4. 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 by the 

council. 

 

16.    Charities 

 

16.1. 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. 

 

17.    Risk management 

 

17.1. The council is responsible for putting in place arrangements for the management of risk. The Clerk 

with the RFO shall prepare, for approval by the council, risk management policy statements in 

respect of all activities of the council. Risk policy statements and consequential risk management 

arrangements shall be reviewed by the council at least annually. 

17.2. When considering any new activity, the Clerk with the RFO shall prepare a draft risk assessment 

including risk management proposals for consideration and adoption by the council.  

18.    Delegation 
 

 In all of these matters, the Clerk shall act in the absence of the RFO and the RFO shall act in the 

absence of the Clerk.  

 

19. Suspension and revision of financial regulations 

 

19.1. It shall be the duty of the council to review the Financial Regulations of the council from time to time. 

The Town Clerk shall make arrangements to monitor changes in legislation or proper practices and 

shall advise the council of any requirement for a consequential amendment to these financial 

regulations. 
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19.2. The council may, by resolution of the council 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 drawn up and presented in advance to 

all members of council. 

 

20 Reserves policy 

 

20.1. The council shall maintain specific and general reserves as it may from time to time determine. These 

reserves shall be released to the Town Clerk or a committee or sub-committee of the council by 

resolution of the council. The resolution will set out the purpose of the intended expenditure and the 

limits of the delegation to authorise expenditure from the released money. 

20.2. The RFO shall monitor the reserves and a report on the reserve’s amounts shall be presented to 

council at least twice a year, as part of the budget setting process and when the previous year’s 

outturn is known. 

20.3. Specific reserves are set aside for projects that council wishes to pursue, and for asset management. 

There will be a general reserve to allow for adequate cash flow and protect the council against 

unforeseen circumstances. 

20.4. Where partnership co-operation would allow a project to proceed more speedily or for it to be 

enhanced, then partnership funding will be sought. Wherever possible the council will seek external 

funding to allow reserves expenditure to be maximised or for project enhancement. 
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1. Rules of debate at meetings 
 

a Councillors shall address the presiding Chair. 
 
b A Councillor shall indicate that he wishes to speak by raising a hand and Councillors shall be 

heard in the order in which they indicated. If two or more Councillors indicate at once, the 
presiding Chair shall call upon one of them to speak before the other. 

 
c Whenever the presiding Chair speaks during a debate all other Councillors shall be silent. 

 
d Motions on the agenda shall be considered in the order that they appear unless the order is 

changed at the discretion of the chair of the meeting. 
 

e A motion (including an amendment) shall not be progressed unless it has been moved and 
seconded.  
 

f A motion on the agenda that is not moved by its proposer may be treated by the chair of the 
meeting as withdrawn. 

  
g If a motion (including an amendment) has been seconded, it may be withdrawn by the 

proposer only with the consent of the seconder and the meeting. 
 
h An amendment is a proposal to remove or add words to a motion. It shall not negate the 

motion.  
 

i If an amendment to the original motion is carried, the original motion becomes the 
substantive motion upon which further amendment(s) may be moved. 

 
j A councillor may move an amendment to his own motion if agreed by the meeting. If a motion 

has already been seconded, the amendment shall be with the consent of the seconder and the 
meeting. 

 
k Subject to standing order 1(l) below, only one amendment shall be moved and debated at a 

time. If there is more than one amendment, the order shall be directed by the chair of the 
meeting.  
 

l One or more amendments may be discussed together if the chair of the meeting considers 
this expedient but each amendment shall be voted upon separately. 
 

m A councillor may not move more than one amendment to an original or substantive motion.  
 

n The mover of a motion or the mover of an amendment shall have a right of reply, not 

exceeding 3 minutes. 

 

o Where a series of amendments to an original motion are carried, the mover of the original 

motion shall have a right of reply either at the end of debate of the first amendment or at the 

very end of debate on the final substantive motion immediately before it is put to the vote. 

 

p With the consent of the meeting, a motion or amendment may be withdrawn by the 
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proposer. No councillor may speak upon the said motion or amendment unless permission for 

the withdrawal of the motion or amendment has been refused. 

 

q Unless permitted by the chair of the meeting, a councillor may speak once in the debate on a 

motion except: 

 

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

ii. to move or speak on another amendment if the motion has been amended since he last 

spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. in exercise of a right of reply. 

 

r During the debate of a motion, a councillor may interrupt only on a point of order or a 

personal explanation and the councillor who was interrupted shall stop speaking. A councillor 

raising a point of order shall identify the standing order which he considers has been breached 

or specify the other irregularity in the proceedings of the meeting he is concerned by.  

 

s A point of order shall be decided by the chair of the meeting and his decision shall be final.  

 

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

 

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

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

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

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

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

statutory requirements. 

 

u Before an original or substantive motion is put to the vote, the chair of the meeting shall be 

satisfied that the motion has been sufficiently debated and that the mover of the motion 

under debate has exercised or waived his right of reply.  

 

v Excluding motions moved under standing order 1(t) above, the contributions or speeches by a 

councillor shall relate only to the motion under discussion. No speech by a mover of a motion 

shall exceed 5 minutes and no other speech shall exceed 3 minutes except by consent of the 

Council. 
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v    A meeting shall not exceed a period of 3 hours. 

4. Committees and sub-committees 

 

a Unless the council determines otherwise, a committee may appoint a sub-committee whose 

terms of reference and members shall be determined by the committee. 

 

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

regulates and controls the finances of the council. 

 

c Unless the council determines otherwise, all the members of an advisory committee and a 

sub-committee of the advisory committee may be non-councillors.  

 

d The council may appoint standing committees or other committees as may be necessary, and: 

 

i. shall determine their terms of reference; 

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

up until the date of the next annual meeting of full council; 

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

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

iv. shall, subject to standing orders 4(b) and (c) above, appoint and determine the terms of 

office of members of such a committee; 

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

office of the substitute members to a committee whose role is to replace the ordinary 

members at a meeting of a committee if the ordinary members of the committee are 

unable to attend; and 

vi. may dissolve a committee. 

 

e Unless Council has named a Chair, every committee shall at its first meeting before 

proceeding to any other business, elect a Chair and may elect a Vice Chair. 

 

f  A committee shall have delegated powers, which may be to conclude the matter referred to it 

or may be to progress matters to a specified point where a report to Council is required. A 

committee may make decisions that are binding on the Council as empowered by its remit. 

 

g Except where ordered by the Council the quorum of the Planning Committee shall be one 

third of its membership and for any other committee at least one half of its membership. 

 

h The Council or a committee may appoint working parties. A working party may co-opt others 

to help it progress business to a point where a report is brought to Council or committee for a 

decision. A working party cannot make decisions that are binding upon the Council or 

committee.  
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i The Standing Orders on rules of debate (except those parts relating to speaking more than 

once) shall apply to committee and sub-committee meetings. 

 

j Members of committees wishing to submit items for inclusion on the Agenda shall consult the 

chair of the committee and the Clerk at least 14 clear days before the next meeting of the 

committee. 

 

5. Ordinary council meetings  

 

a In an election year, the annual meeting of the council shall be held on or within 14 days 

following the day on which the new councillors elected take office. 

 

b In a year which is not an election year, the annual meeting of a council shall be held on such 

day in May as the council may direct. 

 

c If no other time is fixed, the annual meeting of the council shall take place at 6pm. 

 

d In addition to the annual meeting of the council, at least three other ordinary meetings shall 

be held in each year on such dates and times as the council directs. 

 

e The election of the Chair, who shall be the Town Mayor, and Vice-Chair, who shall be the 

Deputy Town Mayor, of the Council shall be the first business completed at the annual 

meeting of the Council. 

 

f The Chair of the Council, unless he has resigned or becomes disqualified, shall continue in 

office and preside at the annual meeting until his successor is elected at the next annual 

meeting of the council. The Mayor is normally appointed for only one year.  

 

g The Vice-Chair of the Council, if any, unless he resigns or becomes disqualified, shall hold 

office until immediately after the election of the Chair of the Council at the next annual 

meeting of the council. 

 

h In an election year, if the current Chair of the Council has not been re-elected as a member of 

the council, he shall preside at the meeting until a successor Chair of the Council has been 

elected. The current Chair of the Council shall not have an original vote in respect of the 

election of the new Chair of the Council but must give a casting vote in the case of an equality of 

votes. 

 

i In an election year, if the current Chair of the Council has been re-elected as a member of the 

council, he shall preside at the meeting until a new Chair of the Council has been elected. He 

may exercise an original vote in respect of the election of the new Chair of the Council and 

must give a casting vote in the case of an equality of votes. 
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j Following the election of the Chair of the Council and Vice-Chair (if any) of the Council at the 

annual meeting of the council, the business of the annual meeting shall include: 

 

i. In an election year, delivery by the Chair of the Council and councillors of their 

acceptance of office forms unless the council resolves for this to be done at a later date. 

In a year which is not an election year, delivery by the Chair of the Council of his 

acceptance of office form unless the council resolves for this to be done at a later date; 

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

iii. Receipt of the minutes of any meetings of committees which have taken place since the 

last Council meeting; 

iv. Consideration of the recommendations made by a committee; 

v. Review of the terms of reference for committees; 

vi. Appointment of members to existing committees; 

vii. Appointment of any new committees in accordance with standing order 4 above; 

viii. Review of representation on or work with external bodies and arrangements for 

reporting back; 

ix. In an election year, to make arrangements with a view to the council becoming eligible 

to exercise the general power of competence in the future; 

x. Confirmation of arrangements for insurance cover in respect of all insured risks; 

xi. Review of the council’s and/or staff subscriptions to other bodies; and 

xii  Determining the time and place of ordinary meetings of the full council up to and 

including the next annual meeting of full council.  

 

6. Extraordinary meetings of the council and 
committees and sub-committees 

 

a The Chair of the Council may convene an extraordinary meeting of the council at any time.  

 

b If the Chair of the Council does not or refuses to call an extraordinary meeting of the council 

within seven days of having been requested in writing to do so by two councillors, any two 

councillors may convene an extraordinary meeting of the council. The public notice giving the 

time, place and agenda for such a meeting must be signed by the two councillors. 

 

c The chair of a committee may convene an extraordinary meeting of the committee at any 

time.  

 

d If the chair of a committee does not or refuses to call an extraordinary meeting within 7 days 

of having been requested by to do so by 2 members of the committee, any 2 members of the 

committee may convene an extraordinary meeting of a committee. The statutory public 

notice giving the time, venue and agenda for such a meeting must be signed by the 2 

members. 



Approved by Full Council 11th April 2023    Page 10 of 22 

 

 

7. Previous resolutions 

 

a A resolution shall not be reversed within six months except either by a special motion, which 

requires written notice by at least 9 councillors to be given to the Proper Officer in accordance 

with standing order 9 below, or by a motion moved in pursuance of the recommendation of a 

committee or a sub-committee. 

 

b When a motion moved pursuant to standing order 7(a) above has been disposed of, no similar 

motion may be moved within a further six months. 

 

 

8. Voting on appointments 

 

a Where more than the required number of persons have been nominated for a position or 

positions to be filled by the Council, the position or positions shall be filled after a ballot 

conducted by single transferable vote. Any tie may be settled by the Chair’s casting vote. 

 

b Where a person is to be co-opted to the Town Council, the Town Councils agreed Policy and 

Procedure shall be followed. 

 

 

9. Motions for a meeting that require written 
notice to be given to the Proper Officer  

 
 

a A motion shall relate to the responsibilities of the meeting which it is tabled for and in any 

event shall relate to the performance of the council’s statutory functions, powers and 

obligations or an issue which specifically affects the council’s area or its residents.  

 

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

written notice of its wording to the Proper Officer at least 10 working days before the 

meeting.  

 

c The Proper Officer may, before including a motion on the agenda received in accordance with 

standing order 9(b) above, correct obvious grammatical or typographical errors in the wording 

of the motion.  

 

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

order 9(b) above is not clear in meaning, the motion shall be rejected until the mover of the 
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motion resubmits it in writing to the Proper Officer so that it can be understood at least 10 

working days before the meeting.  

 

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

shall consult with the chair of the forthcoming meeting or, as the case may be, the councillors 

who have convened the meeting, to consider whether the motion shall be included in the 

agenda or rejected.  

 

f Subject to standing order 9(e) above, the decision of the Proper Officer as to whether or not 

to include the motion on the agenda shall be final.  

 

g Notice of every motion received in accordance with the Council’s standing orders shall be 

dated and numbered in the order received and shall be filed and the file shall be open to 

inspection by all councillors. 

 

h Every motion rejected in accordance with the Council’s standing orders shall be duly recorded 

with a note by the Proper Officer giving reasons for its rejection in a file for that purpose, 

which shall be open to inspection by all councillors. 

 

10. Motions at a meeting that do not require 
written notice  

 

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

Officer; 

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

ii. to approve the absences of councillors; 

iii. to approve the accuracy of the minutes of the previous meeting; 

iv. to dispose of business, if any, remaining from the last meeting; 

v. to move to a vote;  

vi. to defer consideration of a motion;  

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

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

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

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

xi. to close or adjourn debate; 

xii. to require a written report; 

xiii. to receive nominations to a committee or sub-committee; 

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

xv. to dissolve a committee or sub-committee; 

xvi. to note the minutes of a meeting of a committee or sub-committee; 

xvii. to consider a report and/or recommendations made by a committee or sub-committee; 

xviii. to consider a report and/or recommendations made by an employee, professional 
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advisor, expert or consultant; 

xix. to authorise legal deeds to be signed by two councillors and witnessed (see standing 

orders 24 (a) and (b) below.); 

xx. to authorise the payment of monies; 

xxi. to amend a motion relevant to the original or substantive motion under consideration 

which shall not have the effect of nullifying it; 

xxii. to give leave to withdraw a resolution or an amendment; 

xxiii. to give the consent of the Council if such consent is required by standing orders; 

xxiv. to appoint representatives to outside bodies and to make arrangements for those 

representatives to report back the activities of outside bodies; 

xxv. to answer questions from councillors; 

xxvi. to consider otherwise than in committee a question affecting an employee of the 

Council (see standing order 20); 

xxvii. to extend the time limits for speaking; 

xxviii. to exclude the press and public from a meeting in respect of confidential or sensitive 

information which is prejudicial to the public interest; 

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

xxx. to exclude a councillor or member of the public for disorderly conduct;  

xxxi. to temporarily suspend the meeting;  

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

requirements); 

xxxiii. to adjourn the meeting; or 

xxxiv. to close a meeting.  

 

11. Management of information 

See also standing order 21. 

a The Council shall have in place and keep under review, technical and organisational measures 

to keep secure information (including personal data) which it holds in paper and electronic 

form. Such arrangements shall include deciding who has access to personal data and 

encryption of personal data.  

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

destruction of all information (including personal data) which it holds in paper and electronic 

form. The Council’s retention policy shall confirm the period for which information (including 

personal data) shall be retained or if this is not possible the criteria used to determine that 

period (e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting shall not disclose 

or otherwise undermine confidential information or personal data without legal justification.  

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

information or personal data without legal justification. 
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12. Draft minutes  
 

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

to attend the meeting at which they are due to be approved for accuracy, they shall be 

taken as read. 

 

b There shall be no discussion about the draft minutes of a preceding meeting except in relation 

to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be moved in 

accordance with standing order 10(a)(i) above. 

 

c The accuracy of draft minutes, including any amendment(s) made to them, shall be confirmed 

by resolution and shall be signed by the chair of the meeting and stand as an accurate record 

of the meeting to which the minutes relate.    

 

13. Code of conduct and dispensations 

 

See also standing order 3(s) above.  

 

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

adopted by the council. 

 

b Unless granted a dispensation, a councillor or non-councillor with voting rights shall withdraw 

from a meeting when it is considering a matter in which they have a disclosable pecuniary 

interest. They may return to the meeting after it has considered the matter in which they had 

the interest. 

 

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

shall withdraw from a meeting when it is considering a matter in which he has another 

interest if so required by the council’s code of conduct. He may return to the meeting after it 

has considered the matter in which he had the interest. 

 

d Councillors with a prejudicial interest which is not a disclosable pecuniary interest in relation 

to any item of business being transacted at a meeting may (i) make representations, (ii) 

answer questions and (iii) give evidence relating to the business being transacted but must, 

thereafter, leave the room or chamber. 

 

e Dispensation requests shall be in writing and submitted to the Proper Officer as soon as 

possible before the meeting, or failing that, at the start of the meeting for which the 

dispensation is required. 

 

f A decision as to whether to grant a dispensation shall be made by the Proper Officer.  
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g A dispensation request shall confirm: 

i.       the description and the nature of the disclosable pecuniary interest or other interest to 

which the request for the dispensation relates;  

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

a discussion and a vote; 

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

dispensation is sought; and  

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

 

h Subject to standing orders 13(e) and (g) above, dispensations requests shall be considered by 

the Proper Officer before the meeting or, if this is not possible, at the  

start of the meeting for which the dispensation is required. 

i A dispensation may be granted in accordance with standing order 13(f) above if having regard to 

all relevant circumstances the following applies: 

 

i.   without the dispensation the number of persons prohibited from participating in the 

particular business would be so great a proportion of the meeting transacting the business as 

to impede the transaction of the business or 

ii. granting the dispensation is in the interests of persons living in the council’s area or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 

14. Code of conduct complaints  
 

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

non-councillor with voting rights has breached the council’s code of conduct, the Proper 

Officer shall, subject to standing order 11 above, report this to the council. 

 

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

Proper Officer, the Proper Officer shall notify the  Council of this fact, and the Chair shall 

nominate another staff member to assume the duties of the Proper Officer in relation to the 

complaint until it has been determined and the council has agreed what action, if any, to take 

in accordance with standing order 14(d) below. 

 

c The council may: 

i. provide information or evidence where such disclosure is necessary to progress an 

investigation of the complaint or is required by law; 

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

responsibility for investigation of the matter. 

 

d Upon notification by the District Council that a councillor or non-councillor with voting rights 
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has breached the council’s code of conduct, the council shall consider what, if any, action to 

take against him. Such action excludes disqualification or suspension from office. 

 

 

15. Proper Officer  
 

a The Proper Officer shall be the Clerk. The Proper Officer shall fulfil the duties assigned to the 

Proper Officer in standing orders or by statute, regulation or order. In the event of the 

absence of the Clerk the Responsible Financial Officer shall perform such of these functions as 

cannot wait until the Clerk returns.  

 

b The Proper Officer shall: 

i  at least three clear days before a meeting of the council, a committee and a sub-

committee serve on councillors a summons, by email, confirming the time, place and 

the agenda provided any such email contains the electronic signature and title of the 

Proper Officer. Paper copies of all agendas and reports will be available for all 

councillors at the meeting. Any councillor may choose to additionally receive the above 

summons by delivery or post at their residences at least 3 clear days before the 

meeting. 

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

ii.  give public notice of the time, place and agenda at least three clear days before a 

meeting of the council or a meeting of a committee or a sub-committee (provided that 

the public notice with agenda of an extraordinary meeting of the council convened by 

councillors is signed by them); 

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

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

received unless a councillor has given written notice at least 10 days before the meeting 

confirming his withdrawal of it; 

iv. convene a meeting of full council for the election of a new Chair of the Council, 

occasioned by a casual vacancy in his office; 

v. make available for inspection the minutes of meetings; 

vi. receive and retain copies of byelaws made by other local authorities; 

vii. retain acceptance of office forms from councillors; 

viii. retain a copy of every councillor’s register of interests; 

ix. assist with responding to requests made under the Freedom of Information Act 2000 

and Data Protection Act 1998, in accordance with and subject to the council’s policies 

and procedures relating to the same; 

x. receive and send general correspondence and notices on behalf of the council except where 

there is a resolution to the contrary; 

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

information held by the Council in paper and electronic form subject to the 

requirements of data protection and freedom of information legislation and other 
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legitimate requirements (e.g. the Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

See also standing order 24 below. 

xiii. arrange or manage the prompt authorisation, approval, and instruction regarding any 

payments to be made by the council in accordance with the council’s financial 

regulations; 

xiv. for every planning application notified to the Council, record the date on which it was 

received, the LDC reference number and the place to which it refers as soon as it is 

received; 

xv. refer every planning application received to the Planning & Development Committee. 

Details of plans shall be available to councillors and the public at the Council’s offices 

during normal opening hours; 

 

xvi. refer a planning application received by the Council to the Chairman or in his absence 

Vice-Chairman (if there is one) of the Planning & Development Committee] or the 

Chairman or in his absence the Vice-Chairman of the Council within two working days of 

receipt to facilitate an extraordinary meeting if the nature of a planning application 

requires consideration before the next ordinary meeting of the Planning & 

Development committee. 

xvii. manage access to information about the council via the publication scheme; and 

xviii. retain custody of the seal of the council (if any) which shall not be used without a 

resolution to that effect. 

See also standing order 24 below. 

 

 

16. Responsible Financial Officer  
 

a The Clerk will undertake the work of the Responsible Financial Officer when the Responsible 

Financial Officer is absent. 

17. Accounts and accounting statements 
 

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

Accountability for Local Councils – a Practitioners’ Guide (England).  

 

b All payments by the council shall be authorised, approved and paid in accordance with the 

law, proper practices and the council’s financial regulations.  

 

c The Responsible Finance Officer shall supply to each meeting of any committee which has 

delegated powers to spend sections of the town council’s budget a statement summarising 

the income, expenditure and balances held in the section of the budget under the remit of 

that committee. This statement will include a comparison with the budget for the financial 
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year. 

 

d The Responsible Financial Officer shall supply to each councillor as soon as practicable after 30 

September in each year a statement to summarise: 

i. the council’s aggregate receipts and payments for the year to date; 

ii. the balances held at the end of the first six months of the year 

 

and which includes a comparison with the budget for the financial year and highlights any 

actual or potential overspends. 

 

e As soon as possible after the financial year end at 31 March, the Responsible Financial Officer 

shall provide: 

i. each councillor with a statement summarising the council’s receipts and payments for 

the year to date for information; and  

ii. to the full council the accounting statements for the year in the form of Section 1 of the 

annual return, as required by proper practices, for consideration and approval. 

 

f The year end accounting statements shall be prepared in accordance with proper practices 

and applying the form of accounts determined by the council (receipts and payments, or 

income and expenditure) for a year to 31 March. A completed draft annual return shall be 

presented to each councillor before the end of the following month of May. The annual return 

of the council, which is subject to external audit, including the annual governance statement, 

shall be presented to council for consideration and formal approval before 30 June. 

 

18. Estimates/precepts 
 

a The Council shall approve written estimates for the coming financial year no later than 

January. 

 

b Any committee desiring to incur expenditure shall give the Proper Officer a written estimate 

of the expenditure recommended for the coming year no later than November. 

 

19.Financial controls and procurement 
 

a The council shall consider and approve financial regulations drawn up by the Responsible 

Financial Officer, which shall include detailed arrangements in respect of the following: 

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

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

iii. the work of the independent internal auditor in accordance with proper practices and 

the receipt of regular reports from the internal auditor, which shall be required at least 

annually; 
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iv. the inspection and copying by councillors and local electors of the council’s accounts 

and/or orders of payments; and  

v. procurement policies (subject to standing order 19(c) below) including the setting of 

values for different procedures where a contract has an estimated value of less than 

£25,000. 

 

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

 

c  A public contract regulated by the Public Contracts Regulations 2015 with an estimated value 

in excess of £25,000 but less than the relevant thresholds in standing order 19(f) is subject to 

Regulations 109-114 of the Public Contracts Regulations 2015. For the purposes of Regulation 

110 of the same 

i) a contracting authority advertises an opportunity if it does anything to put the 

opportunity in the public domain or bring the opportunity to the attention of economic 

operators generally or to any class or description of economic operators which is 

potentially open-ended, with a view to receiving responses from economic operators who 

wish to be considered for the award of the contract; and 

(ii) accordingly, a contracting authority does not advertise an opportunity where it makes 

the opportunity available only to a number of particular economic operators who have 

been selected for that purpose (whether ad hoc or by virtue of their membership of some 

closed category such as a framework agreement), regardless of how it draws the 

opportunity to the attention of those economic operators. 

 

d Subject to additional requirements in the financial regulations of the council, the tender 

process for contracts for the supply of goods, materials, services or the execution of works 

shall include, as a minimum, the following steps: 

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

drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the council’s specification (ii) the 

time, date and address for the submission of tenders (iii) the date of the council’s 

written response to the tender and (iv) the prohibition on prospective contractors 

contacting councillors or staff to encourage or support their tender outside the 

prescribed process; 

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

manner that is appropriate;  

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

Proper Officer;  

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

person after the deadline for submission of tenders has passed;  

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

or a committee or sub-committee with delegated responsibility. 
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e Neither the council, nor a committee or a sub-committee with delegated responsibility for 

considering tenders, is bound to accept the lowest value tender. 

 

The full requirements of The Public Contract Regulations, as applicable, shall be followed in 

respect of the tendering and award of a public supply contract, public service contract or 

public works contract which exceed those thresholds specified in the Government 

Procurement Agreement, as amended from time to time which INCLUDE VAT.1 

 

20. Handling staff matters 
 

a A matter personal to a member of staff that is being considered by a meeting of council or the 

Personnel committee is subject to standing order 11 above. 

 

b Performance appraisals for all council employees will be carried out in accordance with the 

Council’s policy. 

 

c Disciplinary and grievance matters shall be handled in accordance with the Council’s policy. 

 

d Records documenting reasons for an employee’s absence due to ill health or details of a 

medical condition shall be made available only to those persons with responsibility for the 

same. 

 

e Any persons responsible for all or part of the management of staff shall treat the written 

records of all meetings relating to their performance, capabilities, grievance or disciplinary 

matters as confidential and secure. 

  

f The council shall keep all written records relating to employees secure. All paper records shall 

be secured and locked and electronic records shall be password protected and encrypted. 

 

g Only persons with line management responsibilities shall have access to staff records referred 

to in standing orders 20(e) and (f) above if so justified.  

 

h Access and means of access by keys and/or computer passwords to records of employment 

referred to in standing orders 20(e) and (f) above shall be provided only to the Clerk and/or 

the Chair of the Personnel Committee. 

 

21. Responsibilities to provide information  
 

a Requests for information held by the council shall be handled in accordance with the council’s 

 
1 As of January 1st 2024: Public Works Contracts £5,336,937, Public Service Contracts £213,477 and Public 
Supply Contracts £213,477 
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policy in respect of handling requests under the Freedom of Information Act 2000 and the 

Data Protection Act 1998. 

 

b Correspondence from, and notices served by, the Information Commissioner shall be referred 

by the Proper Officer to the chair of the Policy & Resources Committee. The said committee 

shall have the power to do anything to facilitate compliance with the Freedom of Information 

Act 2000. 

 

c The Council, shall publish information in accordance with the requirements of the Local 

Government (Transparency Requirements) (England) Regulations 2015.  

 

 

22. Responsibilities under data protection 

legislation 
 

Below is not an exclusive list. See also standing order 11. 
a The Council may appoint a Data Protection Officer. 

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

exercising statutory rights concerning his personal data.  

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

data breach. 

d The Council shall keep a record of all personal data breaches comprising the facts relating 

to the personal data breach, its effects and the remedial action taken. 

e The Council shall ensure that information communicated in its privacy notice(s) is in an 

easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 

 

23. Canvassing of and recommendations by 

councillors 
a Canvassing councillors or the members of a committee or sub-committee, directly or 

indirectly, for appointment to or by the Council shall disqualify the candidate from such an 

appointment. The Proper Officer shall disclose the requirements of this standing order to 

every candidate. 
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b A councillor or a member of a committee or sub-committee shall not solicit a person for 

appointment to or by the Council or recommend a person for such appointment or for 

promotion; but, nevertheless, any such person may give a written testimonial of a candidate’s 

ability, experience or character for submission to the Council with an application for 

appointment. 

 

c This standing order shall apply to tenders as if the person making the tender were a candidate 

for an appointment. 

 

24. Relations with the press/media 
 

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

Council, its councillors or staff shall be handled in accordance with the Council’s policy in 

respect of dealing with the press and/or other media. 

 

25. Execution and sealing of legal deeds  
 

See also standing orders 15(b)(xii) and (xviii) above. 

 

a A legal deed shall not be executed on behalf of the council unless authorised by a resolution. 

 

b Subject to standing order 25 (a) above, any two councillors may sign, on behalf of the council, 

any deed required by law and the Proper Officer shall witness their signatures.  

 

26. Communicating with District and County 
councillors 

 

a An invitation to attend a meeting of the council shall be sent, together with the agenda, to the 

councillors of the District and County Council representing electoral wards within the parish of 

Newhaven.  

 

b Unless the council otherwise orders, a copy of each letter ordered to be sent to the District or 

County Council shall be sent to the District or County Councillor representing the relevant 

electoral ward within the parish of Newhaven. 

 

 

27. Restrictions on councillor activities 
 

a. Unless authorised by a resolution, no councillor shall: 

i. inspect any land and/or premises which the council has a right or duty to inspect; or 
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ii. issue orders, instructions or directions. 

 

28. Standing orders generally 
 

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

requirements, may be suspended by resolution in relation to the consideration of an item on 

the agenda for a meeting. 

 

b A motion to add to or vary or revoke one or more of the council’s standing orders, except one 

that incorporates mandatory statutory requirements, shall be proposed by a special motion, 

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

standing order 9 above. 

 

c The Proper Officer shall provide a copy of the council’s standing orders to a councillor as soon 

as possible after he has delivered his acceptance of office form. 

 

d The decision of the chair of a meeting as to the application of standing orders at the meeting 

shall be final. 

 

e A councillor’s failure to observe standing orders more than 3 times in one meeting may result 

in them being excluded from the meeting in accordance with standing orders. 
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To:   Full Council           Agenda Item 15. 
 

Date:    17th September 2024 
 

Report Contact: Town Clerk 
 
Subject:    Timetable for Review of Existing Council Policy Documents. 
 
 
1. The purpose of this report is to seek the council’s approval of a suggested timetable of 

reviews of each of its existing Policies. 
 

2. Appendix A lists all current policies in descending ‘importance/priority’. Financial 
Regulations, Standing Orders and Committee Terms of Reference are not considered 
‘policies’ in this context and are always reviewed annually. 

 
3. As all existing and future policies/procedures must be applied by the council as a 

‘Corporate Body’, then Full Council must be the final arbiter for the adoption of every 
council policy with pertinent committees having the function of review or formulation 
and subsequent recommendation to Full Council for adoption. 

 
4. In general terms, it is suggested that each document review should initially be 

undertaken by officers involving comparative research to similar documents utilised by 
other Town & Parish Councils, NALC, SLCC & ESALC for the incorporation of any 
‘best practice’ where relevant. 

 
5. The resultant iterations can then be submitted to the Councils legal advisors 

(Worknest) for their track change input and then reported to the relevant committee or 
direct to Full Council. 

 
6. In some cases, it may be judged that a particular policy/document may well be defunct 

or no longer applicable/relevant due to changes in operational processes/procedures or 
legislative provision. 

 
7. The time necessary to review each document will likely depend upon the following 

factors; 
 

• Actual size/length and complexity of the document, 

• Available officer capacity, 

• Changes/additions resultant of legislative change, 

• Date of last Review/Adoption, and 

• The documents priority in the overall context of council operations. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
Town Clerk 
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8. Once each document has been reviewed/formulated and adopted by Full Council, a 

‘footer’ indicating the adoption date and next review date will be placed on each. 
 

9. Appendix A also shows anticipated completion dates for each; however, these may be 
additionally complicated by officer workloads and/or subsequent committee decisions. 

 
Recommendation. 
 
That the council resolves to adopt this timetable and process for existing policy review and 
into the future. 



Sheet 
Ref.

Title Priority Adopted
Review 

Frequency 
Yrs

Relevant Committee
Anticipated 
Completion 

Date

1 NTC Business Plan & Strategy [to be developed] 1 1 Strat & Regen Apr-25
2 Lone Working Policy [in development] 1 5 Personnel Apr-25
3 Newhaven Town Council Training & Dev Policy 170521 1 17/05/2021 5 Personnel Apr-25
4 Staff Handbook 1 2018? 5 Personnel Apr-25
5 Reserves Policy 190324 1 19/03/2024 1 PP&F/Audit Apr-25
6 Investment Strategy 1 17/01/2017 1 PP&F/Audit Apr-25
7 Local Government Pensions Scheme Discretions Policy 2015 1 23/11/2015 3 Personnel Apr-25
8 Press  Media Policy 2016 1 28/06/2016 3 PP&F Apr-25
9 Paternity And Parental Leave August 2016 2 Aug-16 5 Personnel Sep-25

10 Adoption Leave August 2016 2 Aug-16 5 Personnel Sep-25
11 Maternity Rights August 2016 2 Aug-16 5 Personnel Sep-25
12 Complaints Procedure 2 15/12/2015 5 PP&F/Audit Sep-25
13 Complaints Sheet 2 15/12/2015 5 PP&F/Audit Sep-25
14 Performance And Development - Staff Annual Appraisal Process 2 15/12/2015 5 Personnel Sep-25
15 Whistleblowing Policy 2016 2 02/11/2016 5 Personnel Sep-25
16 Data Protection Policy (GDPR Compliant) 2 17/04/2018 3 Audit Sep-25
17 Dignity At Work Policy 2 13/11/2018 5 Audit Sep-25
18 Equal Opportunities Policy 3 13/11/2018 5 Personnel Dec-25
19 Disciplinary Procedures For The Clerk & Hosd Updated Jan 2018 3 30/01/2018 5 Personnel/Full Council Dec-25
20 Disciplinary Procedures Updated Jan 2018 3 30/01/2018 5 Personnel Dec-25
21 Document And Data Retention And Disposal Policy 3 17/04/2018 5 Audit Dec-25
22 Storage Of DBS Disclosures Policy 3 23/11/2015 6 Audit Dec-25
23 Subject Access Requests Policy (GDPR Compliant) 3 17/04/2018 6 Personnel/Audit Dec-25
24 Recruitment Of Ex Offenders Policy 3 23/11/2015 5 Personnel Dec-25
25 Grievance Procedure Updated Jan 2018 3 30/01/2018 5 Personnel Dec-25
26 Safeguarding Policy (2) 4 03/04/2014 5 Personnel Apr-26
27 Statement Of Intent As To Community Engagement 4 14/10/2014 5 PP&F Apr-26
28 Petitions Policy 4 5 Audit/Full Council Apr-26
29 Member And Employee Protocol [to be developed] 4 5 Audit/Full Council Apr-26
30 Co-Option Process Newhaven Town Council 230221 4 23/02/2021 5 Full Council Apr-26
31 Rules And Regulations Newhaven Cemetery 4 09/02/2023 3 E&A/Full Council Apr-26
32 Newhaven Town Council Grant Policy & Guidelines V10 040124 4 12/12/2023 2 PP&F Apr-26
33 Hospitality Policy 190324 4 19/04/2024 5 Audit/Full Council Apr-29
34 Flexible Working Policy 100524 4 10/05/2024 5 Personnel Apr-29

National/3rd Party Provision & Revision
35 Code Of Conduct 2012 18/09/2012
36 Protocol Following Death Of A Senior National Figure 21/03/2017
37 Newhaven Neighbourhood Plan Review 1 01/10/2019 5 Strat & Regen/P&D

Repealed by Legislation
Coronavirus Policy 180320 18/03/2020
Ppn_01-20_-_Responding_To_Covid19.V5__1_ Mar-20

Defunct or Superceded
Anti-Corruption And Bribery Policy 02/11/2016
Training Policy - Statement Of Intent 24/06/2014

15. Report - Appendix A - Policy Listing/Timetable.



























































































































































































Current A/c
Payments made between 01/06/2024 and 31/08/2024

Cashbook 1
10/09/2024 Newhaven Town Council Page 1Date:

Time:11:59 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
03/06/2024 Computer-Eyez (South) Ltd 0002059 1,389.20 1,389.20 501 VoiP Agreement
03/06/2024 Lewes District Council 1007878857 247.00 247.00 501 Business Rates - Denton
03/06/2024 Lewes District Council 100787964 205.00 205.00 501 Business Rates - MH
03/06/2024 Lewes District Council 100789027 87.00 87.00 501 Business Rates - LRD
03/06/2024 Lewes District Council 100789030 403.00 403.00 501 Business Rates - NH CEM
03/06/2024 Lewes District Council 100899386 125.00 125.00 501 Business Rates - ES
03/06/2024 Lewes District Council 101247911 384.00 384.00 501 Business Rates - NTCO
03/06/2024 Trade UK Account 55717May24 52.13 52.13 501 Die Cut Black x Allot
04/06/2024 Barclays Bank MAY 24 38.96 38.964058 101 Charges 15Apr/12May 24
07/06/2024 Pipers News 4876 10.80 10.80 501 Weekly Newspaper
10/06/2024 Barclaycard Payments Ltd 0173921524 43.65 43.65 501 Charges 31.5.2024
10/06/2024 British Telecommunications Plc Q048YP 278.60 278.60 501 Broadband
11/06/2024 Candy Dewdney 114153 570.00 570.001157 150 Refund of Fees - INV 34145
11/06/2024 Candy Dewdney 114154 5,570.00 5,570.001157 150 Refund Fee - INV34145
11/06/2024 Clare Dewdney 114154R 570.00 570.001157 150 Error Correction
11/06/2024 Candy Dewdney 114154X -5,570.00 -5,570.001157 150 Error AC
12/06/2024 North Laine Window Cleaning 211 24.00 24.00 501 Window Cleaning - NTCO
12/06/2024 TerraFirma Landscape Architect 2364/9990 4,254.00 4,254.00 501 Landscaping Consultancy Stg 6
12/06/2024 City Electrical Factors 365899 32.34 32.34 501 Light - NTCO
12/06/2024 Stuart Morris Textiles Ltd 66730 268.20 268.20 501 T-Towels Bandstand Design x 50
17/06/2024 Arval UK Limited 0012030363 1,098.00 1,098.00 501 NTC Van May/June 24
17/06/2024 Lewes District Council 6255904 9,433.45 9,433.45 501 Grounds Maintenance June 24
17/06/2024 Pension ESCC ESCC MAY24 5,665.40 1,316.444000 102 ESCC Penison Employee

4001 102 4,348.96 ESCC Penison Employer
18/06/2024 E-On Energy Solutions Ltd 016F62D9-2 224.27 224.27 501 Electric - Eastside
18/06/2024 Advo Payroll 35830 79.99 79.99 501 Payroll June 2024
18/06/2024 E-On Energy Solutions Ltd 60F9407A-2 91.60 91.60 501 Electric - Denton
18/06/2024 E-On Energy Solutions Ltd CB778D50-2 93.37 93.37 501 Electric - MH
18/06/2024 Investec Asset Finance PLC VI/1970696 81.70 81.70 501 3 x Computer 

25,750.66 6,844.360.00Subtotal Carried Forward: 18,906.30



Current A/c
Payments made between 01/06/2024 and 31/08/2024

Cashbook 1
10/09/2024 Newhaven Town Council Page 2Date:

Time:11:59 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
Leases

19/06/2024 EE V022351892 94.94 94.94 501 Mobile Phones June 24
20/06/2024 Premier Managed Technologies G 318568 193.11 193.11 501 Photocopies Apr/May 24
20/06/2024 British Telecommunications Plc F071RL -32.16 -32.16 501 Refund 01273 513439
21/06/2024 E-On Energy Solutions Ltd A700C35C-2 86.16 86.16 501 Electric - LRD
21/06/2024 British Telecommunications Plc F035FW -12.32 -12.32 501 Refund Charges 01273 611175
21/06/2024 E-On Energy Solutions Ltd FE7E4DA4-2 107.55 107.55 501 Electric - NTCO
21/06/2024 PAYE Payments HMRC MAY24 6,792.61 3,281.604000 102 Paye Inc Tax

4000 102 1,048.17 Employee Nat Ins
4001 102 2,462.84 Employer Nat Ins

24/06/2024 Business Stream 5151409 95.98 95.98 501 Water - Eastside SC
24/06/2024 Business Stream 5152809 120.12 120.12 501 Water Lewes Rd SC
24/06/2024 Staff Salaries SS JUNE 24 10,234.00 10,234.004000 102 Staff Salaries June 24
25/06/2024 ENGIE Gas Limited 1-01326174 947.48 947.48 501 Gas - MH
25/06/2024 ENGIE Gas Limited 1-01326175 206.12 206.12 501 Gas - NTCO
25/06/2024 James Hallam Ltd 533990284 17,645.12 17,645.12 501 Insurance Renewals
26/06/2024 Clares Office Supplies Ltd 01627490 126.29 126.29 501 Stationery
26/06/2024 The Highlander Joker 047 375.00 375.00 501 Outdoor Bubble Activity
26/06/2024 Beach Entertainments 150624 350.00 350.00 501 DJ & Sound Services Sx Day
26/06/2024 Hillcrest Community Centre 18027 59.64 59.64 501 Hal Hire 12.6.2024
26/06/2024 ESALC Ltd 1847 72.00 72.00 501 Breakthrough Comms Training
26/06/2024 North Laine Window Cleaning 215 48.00 48.00 501 Window CLeaning MH & ES
26/06/2024 Nick Pynn Music 24.06.2024 150.00 150.00 501 Sx Day Performance
26/06/2024 Tansleys Printers 27154/254 5,752.00 5,752.00 501 Flyer Photo Comp 24
26/06/2024 Bonny's Wood 2871/2873 2,755.20 2,755.20 501 Tree Work Survey
26/06/2024 Denma Cleaning Services Ltd 47625 90.93 90.93 501 Various Cleaning Items
26/06/2024 The Sign Shop Horsham Ltd 79860 414.00 414.00 501 Van Signage
26/06/2024 J Kirby Electrical Ltd 8682 126.00 126.00 501 Electrical Work - DH
26/06/2024 Art Techniques ATSD17624 300.00 300.00 501 Art Workshop - Sx Day
26/06/2024 Pam Perry ES 25.6.24 86.52 86.524015 202 Storage Boxes - Repairs

72,934.95 23,957.490.00Subtotal Carried Forward: 48,977.46



Current A/c
Payments made between 01/06/2024 and 31/08/2024

Cashbook 1
10/09/2024 Newhaven Town Council Page 3Date:

Time:11:59 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
26/06/2024 Blakedown Landscapes (SE) Ltd L34202 27,602.24 27,602.24 501 Eastside Landscaping
26/06/2024 Blakedown Landscapes (SE) Ltd L34202/2 50,000.00 50,000.00 501 Eastside Landscaping
26/06/2024 MX Sound & Lighting MX000151 300.00 300.00 501 Sound Equipment - Sx Day
27/06/2024 MAD Bonfire Society 114155 6,000.00 6,000.004218 360 Event Grant Award 2024
27/06/2024 Culture Connect Project CIC 114156 3,500.00 3,500.004218 360 Event Grant Awward 2024
27/06/2024 Credit Cards JUNE 2024 4,128.05 4,128.05202 CC Payments May 2024
01/07/2024 Computer-Eyez (South) Ltd 002059 1,605.20 1,605.20 501 Master Agreement
01/07/2024 SSE 01062242 216.16 216.16 501 Electric CCTV
01/07/2024 Lewes District Council 100787757 247.00 247.00 501 Business Rates - Denton
01/07/2024 Lewes District Council 100787964 205.00 205.00 501 Business Rates - MH
01/07/2024 Lewes District Council 100789027 87.00 87.00 501 Business Rates - LRD
01/07/2024 Lewes District Council 100789030 403.00 403.00 501 Business Rates - NH CEM
01/07/2024 Lewes District Council 100899386 125.00 125.00 501 Business Rates - ES
01/07/2024 Lewes District Council 101247911 384.00 384.00 501 Business Rates - NTCO
01/07/2024 Trade UK Account May/June24 417.77 417.77 501 Toilet roll and lock
05/07/2024 Jamie Crawford Storyteller 1060 200.00 200.00 501 Storytelling - Sx Day 24
05/07/2024 Petty Cash 114157 100.00 100.00210 Top Up Petty Cash 6.24
05/07/2024 Natural England 165412 130.00 130.00 501 Wildlife License
05/07/2024 Wynnes & Seaford Fencing 2400/176 1,176.00 1,176.00 501 Fencing at LRD & BVP
05/07/2024 TerraFirma Landscape Architect 2634/10039 3,898.08 3,898.08 501 Landscap Consultancy ES June 2
05/07/2024 Pyrotec Fire Protection Ltd 411800x5 779.15 779.15 501 Fire Extinguisher Checks -MH
05/07/2024 Countrymans Contractors Ltd 4329 2,376.00 2,376.00 501 Grass Cutting June 2024
05/07/2024 Diversity Environmental Consul 929 6,240.00 6,240.00 501 Site monitoring & expenses ESP
05/07/2024 Barclays Bank JUNE 24 37.42 37.424058 101 Bank Charges 13/5-12/6.24
05/07/2024 Covert Protection SDE001 1,566.60 1,566.60 501 Sx Day Stewards & Staff
10/07/2024 Barclaycard Payments Ltd 0172392106 19.36 19.36 501 Payment Machine 

184,677.98 37,722.960.00Subtotal Carried Forward: 146,955.02



Current A/c
Payments made between 01/06/2024 and 31/08/2024

Cashbook 1
10/09/2024 Newhaven Town Council Page 4Date:

Time:11:59 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
Charge June 24

12/07/2024 Pipers News 5132 13.50 13.50 501 Newspapers June 2024
15/07/2024 Advo Payroll 36199 79.99 79.99 501 Payroll July 2024
15/07/2024 Business Stream 5335460 18.44 18.44 501 Water at NHCEM
15/07/2024 Lewes District Council 6256176 9,739.29 9,739.29 501 Bin Collection MH
15/07/2024 Arval UK Limited RI00121435 549.00 549.00 501 Van Lease July 2024
17/07/2024 Pension ESCC ERR ESCC -3,798.54 -1,236.204000 102 Err Reverse Payment 6.24

4001 102 -2,562.34 Err Reverse Payment 6.24
17/07/2024 Pension ESCC ESCC 6.24 3,798.54 1,236.204000 102 ESCC Pension Employee June 24

4001 102 2,562.34 ESCC Pension Employer June 24
17/07/2024 Pension ESCC ESCC6.24C 3,363.24 800.904000 102 Employee Pension June 24

4001 102 2,562.34 Employer Pension June 24
17/07/2024 E-On Energy Solutions Ltd KI-60F9407 63.13 63.13 501 Denton Elec 1/6-30/6/24
17/07/2024 E-On Energy Solutions Ltd KI016F62D9 97.94 97.94 501 Eastside Elec 1/6-30/6
17/07/2024 E-On Energy Solutions Ltd KICB778D50 69.48 69.48 501 Meeching Elec 1/6-1/7/24
18/07/2024 Investec Asset Finance PLC VI/1970696 36.00 36.00 501 3 x Computer Leases
19/07/2024 BNP Paribas Leasing Solutions FLLB566467 257.82 257.82 501 Photocopier Hire
19/07/2024 E-On Energy Solutions Ltd KI-A700C35 78.74 78.74 501 Elec Lewes Rd Hut 5/6-30/6/24
19/07/2024 EE V022458395 93.43 93.43 501 EE Mobile Phone Bills
22/07/2024 Premier Managed Technologies G 3193116 268.17 268.17 501 Photocopier Printing
22/07/2024 Business Stream 5355568 616.57 616.57 501 Water at DH
22/07/2024 PAYE Payments HMRC JUN24 2,954.24 1,136.144000 102 PAYE Inc Tax

4000 102 581.90 Employee Nat Ins
4001 102 1,236.20 Employer Nat Ins

23/07/2024 ENGIE Gas Limited 1-01356342 49.40 49.40 501 Gas Meeching Hall 1/6-30/624
23/07/2024 ENGIE Gas Limited 1-01356343 141.15 141.15 501 Gas 18 Fort Road 1/6-30/6/24
23/07/2024 E-On Energy Solutions Ltd KI-FE7E4DA 101.36 101.36 501 Elec 18 Fort Rd 1/6/24 30/6/24
24/07/2024 Business Stream 5364898 101.26 101.26 501 Water Eastside Hall 26/5-25/6

203,370.13 44,040.440.00Subtotal Carried Forward: 159,329.69
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Payments made between 01/06/2024 and 31/08/2024

Cashbook 1
10/09/2024 Newhaven Town Council Page 5Date:
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Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
24/07/2024 Business Stream 5366601 120.58 120.58 501 Lewes Hut Water 26/5-25/6
24/07/2024 Staff Salaries SS JULY 24 8,644.69 8,644.694000 102 Staff Salaries July 2024
29/07/2024 SSE 1203178 209.20 209.20 501 CCTV Electric
29/07/2024 Credit Cards July 24 3,162.67 3,162.67202 CC Payment 29.7.24
29/07/2024 Anne Moore - Tree Warden TW 30.7.24 60.28 60.284511 301 Acrylic & Tuff Tubs
01/08/2024 Computer-Eyez (South) Ltd 02059 1,427.61 1,427.61 501 Agreement Office 365
01/08/2024 Chroma Vision Ltd 0744 1,504.66 1,504.66 501 CCTV Maintenance Year 1
01/08/2024 Lewes District Council 1016259090 403.00 403.00 501 Business Rates - NH CEM
01/08/2024 TerraFirma Landscape Architect 2073/10062 1,941.98 1,941.98 501 Landscaping Consultancy
01/08/2024 North Laine Window Cleaning 225 24.00 24.00 501 Window Clean NTCO
01/08/2024 Bonny's Wood 2886 4,248.00 4,248.00 501 Reeds Cut 1
01/08/2024 Countrymans Contractors Ltd 4314 450.00 450.00 501 Heighton Rd Grass Cut June 24
01/08/2024 Denma Cleaning Services Ltd 48168 111.46 111.46 501 Cleaning Items
01/08/2024 SouthCoast Services Sussex Ltd 6385 19.20 19.20 501 Abbly & Evva Keys - Eastside
01/08/2024 PJ Products Ltd 81865 372.00 372.00 501 Enclosed Skip - Allotment
01/08/2024 Brady Corp Ltd 9303781496 47.86 47.86 501 Signage
01/08/2024 SLCC Enterprises Ltd BK216541-1 718.00 718.00 501 Conference October 24
01/08/2024 Lynns Travel Ltd CH8235 295.00 295.00 501 19 Seat Coah - Dieppe Raid
01/08/2024 Trade UK Account June 2024 185.80 185.80 501 Bleach
01/08/2024 Michaels Civic Robes MCR2553 2,493.00 2,493.00 501 Past Mayor Badges
01/08/2024 SLCC Enterprises Ltd MEM250002- 416.00 416.00 501 KD Membership 2024
01/08/2024 Lewes District Council N101623860 247.00 247.00 501 Business Rates - Denton
01/08/2024 Lewes District Council N101624609 205.00 205.00 501 Business Rates - MH
01/08/2024 Lewes District Council N101624639 384.00 384.00 501 Business Rates - NTCO
01/08/2024 Lewes District Council N101625909 87.00 87.00 501 Business Rates - LRD
01/08/2024 Lewes District Council N101626909 125.00 125.00 501 Business Rates - ES
01/08/2024 Wilkins Safety Group South Coa WSGSC 1019 513.00 513.00 501 PO NTC 612
05/08/2024 Barclays Bank BB JULY 24 32.44 32.444058 101 13Jun/14July 24 Charges

231,818.56 55,940.520.00Subtotal Carried Forward: 175,878.04
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Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
08/08/2024 Amazon Marketplace DR2024 51.98 51.984221 300 Flowers & Cards
09/08/2024 Pipers News 5374 10.80 10.80 501 Newspapers July 24
12/08/2024 Barclaycard Payments Ltd 0172392107 18.16 18.16 501 Payment Card Machine July 2024
15/08/2024 Tates of Sussex 0010400075 59.99 59.99 501 Water Butt
15/08/2024 Focus Finance Ltd 125219 81.70 81.70 501 End of Lease Retain of goods
15/08/2024 Clean Team Sussex 2211 +3 1,630.00 1,630.00 501 ES Deep CLean
15/08/2024 Piggotts Flags & Branding Ltd 281844 + 1 5,871.12 5,871.12 501 Gold finial for flagpoles
15/08/2024 AECOM Ltd 28564158 25,911.42 25,911.42 501 Building Asset Strat NTC
15/08/2024 Bonny's Wood 2893 576.00 576.00 501 Tree Watering - TW July 24
15/08/2024 Lewes District Council 300286 9,567.98 9,567.98 501 Grounds Maintenance August 24
15/08/2024 Don Burtenshaw 3033/36/37 2,556.00 2,556.00 501 Work at ES Park
15/08/2024 Countrymans Contractors Ltd 4383 4,474.20 4,474.20 501 Cut 3 of 6 & 1 of 2 July24
15/08/2024 Cosmo Construction (UK) Ltd 4847 6,324.00 6,324.00 501 Bay View Playground Repairs
15/08/2024 SouthCoast Services Sussex Ltd 6496 326.40 326.40 501 Replacement Lock at ES
15/08/2024 Denton Island Indoor Bowls Clu DIIBC1188A 911.00 911.00 501 Dieppe Raid 24 - Beverages
15/08/2024 Arval UK Limited RI00122803 549.00 549.00 501 Van Lease Aug 2024
15/08/2024 PKF Littlejohn LLP SB20240447 2,016.00 2,016.00 501 External Audit 2023-2024
16/08/2024 Pension ESCC DD 2,944.68 707.174000 102 ESCC Pension Employees July 24

4001 102 2,237.51 ESCC Pension Employers July 24
19/08/2024 EE V022554232 97.21 97.21 501 Mobile Phone COntracts Aug 24
20/08/2024 E-On Energy Solutions Ltd 016F62D9-2 99.77 99.77 501 Electric - Eastside July 24
20/08/2024 Premier Managed Technologies G 319792.169 271.16 271.16 501 Printing June/July 24
20/08/2024 E-On Energy Solutions Ltd 60F9407A-3 55.45 55.45 501 Electric - Denton July 24
20/08/2024 E-On Energy Solutions Ltd A700C35C-3 53.16 53.16 501 Electric - LRD July 24
20/08/2024 E-On Energy Solutions Ltd CB778D50-3 67.63 67.63 501 Electric - MH July 24
21/08/2024 E-On Energy Solutions Ltd FE7E4DA4-3 104.99 104.99 501 Electric - NTCO July 24

296,448.36 58,937.180.00Subtotal Carried Forward: 237,511.18
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Nominal Ledger Analysis 

£ Amount   Transaction Details
22/08/2024 ENGIE Gas Limited 1-01382871 52.48 52.48 501 Gas - MH July 2024
22/08/2024 ENGIE Gas Limited 1-01382872 119.58 119.58 501 Gas - NTCO July 24
22/08/2024 PAYE Payments HMRC JUL24 2,930.71 1,276.464000 102 PAYE  Inc Tax July 24

4000 102 536.46 Employee Nat Ins July 24
4001 102 1,117.79 HMRC PAYE July 24

22/08/2024 Jackson Lift Services Ltd JS915884M 1,000.80 1,000.80 501 Lift Servicing 13.8.24-12.8.25
23/08/2024 Business Stream 5593578 91.15 91.15 501 Water - ES
23/08/2024 Business Stream 5595067 42.51 42.51 501 Water - MH
23/08/2024 Business Stream 5595810 115.28 115.28 501 Water - LRD
23/08/2024 Staff Salaries SS AUG 24 8,635.48 8,611.634000 102 Staff Salaries August 2024

4008 102 23.85 Mileage KD - August 2024
28/08/2024 Advo Payroll 36543 79.99 79.99 501 Payroll August 2024
29/08/2024 SSE 01367875 216.16 216.16 501 Electric CCTV
29/08/2024 North Laine Window Cleaning 230/231 48.00 48.00 501 Window Cleaning NTCO
29/08/2024 Piggotts Flags & Branding Ltd 285606 325.93 325.93 501 Flags
29/08/2024 Bonny's Wood 2900/2906 576.00 576.00 501 Watering Aug 24 - Tree Wardens
29/08/2024 Denma Cleaning Services Ltd 48316 11.63 11.63 501 Sanisafe Wipes
29/08/2024 Haven Memorials 78711 336.00 336.00 501 Re-fix Memorial - Hampton
29/08/2024 Credit Cards CC 29.8.24 2,055.48 2,055.48202 CC Payment Aug 24
29/08/2024 Business Premium ERR REV 88.50 88.50203 Err Rev 29.8.24 AC
29/08/2024 Blakedown Landscapes (SE) Ltd L34257NTC1 40,013.70 40,013.70 501 Final Payment Eastside Work
29/08/2024 Blakedown Landscapes (SE) Ltd L34257NTC2 50,000.00 50,000.00 501 Final Payment Eastside Work
29/08/2024 Rosalind Ashton RNLI/NTC G 173.54 173.54 501 Paint & Materials
29/08/2024 Steph Georgalakis TT 28.8.24 10.00 10.001169 300 1 x Mayors T Towel 2024/25
29/08/2024 Steph G TT 28.8ERR -10.00 -10.001169 300 Error T-Towel Purchase

Total Payments: 403,361.28 0.00 72,647.35330,713.93



Credit Cards
Payments made between 01/06/2024 and 31/08/2024

Cashbook 5
10/09/2024 Newhaven Town Council Page 1Date:

Time:12:01 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
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12/06/2024 Amazon Marketplace UK ERR CORR 111.11 18.52 92.594022 101 Error Correction
23/06/2024 Amazon Marketplace UK 132759091 6.82 6.82 501 Notebooks
23/06/2024 Amazon Marketplace UK 693316305 12.99 12.99 501 A5 Plastic folders
25/06/2024 DTW Tools & Machinery Ltd 107434 342.00 342.00 501 Hedge Trimmer & Batteries
25/06/2024 Toilets+ 389821 356.00 356.00 501 toilet Provision - Sx Day
25/06/2024 Piggotts Flags & Branding Ltd 8898 432.90 432.90 501 Various Flags
25/06/2024 Amazon Marketplace UK CRGB434N1 -111.12 -18.52 -92.604022 101 Reverse Payment Error Correct
25/06/2024 Amazon Marketplace UK GB43412ZAB 16.45 16.45 501 Spring Water - Sussex Day
25/06/2024 Amazon Marketplace UK GB43419FAB 16.44 16.44 501 Spring Water - Sussex Day
25/06/2024 Amazon Marketplace UK GB434N1Y2 111.12 111.12 501 Heavy Duty Gazebo
25/06/2024 Amazon Marketplace UK GB434N1YA 111.12 111.12 501 Heavy Duty Gazebo
25/06/2024 DTW Tools & Machinery Ltd M2G-56438 510.31 510.31 501 Strimmer & Batteries
26/06/2024 B&Q Financial Services 1041631757 44.95 44.95 501 Cherry Urinal Blocks
27/06/2024 Amazon Marketplace UK 131867161 450.00 450.00 501 27" Monitor
27/06/2024 Amazon Marketplace UK 1408575955 28.98 28.98 501 Wrench Protector Pack
27/06/2024 Playdale Playgrounds Ltd 56042 76.70 76.70 501 Shackle assembly
27/06/2024 The Flag Shop 98952 75.62 75.62 501 Sussex Bunting
27/06/2024 GMO GlobalSign Ltd BM20240500 156.00 156.00 501 Enterprise PK1 Lite
27/06/2024 Amazon Marketplace UK GB42NLBCA 79.99 79.99 501 Microwave
27/06/2024 Amazon Marketplace UK GB42XIAAAB 22.99 22.99 501 Coffee
28/06/2024 Carpetright 045740534 1,585.94 1,585.94 501 Replacement carpet ES
28/06/2024 Squarespace Ireland Limited 127163760 244.80 244.80 501 Data processing service
28/06/2024 Apple Retail UK Ltd AJ71825068 428.00 428.00 501 Apple IPAD
02/07/2024 We Transfer B.V. 307FAD3-00 90.00 90.00 501 Transfer of Data
17/07/2024 Williams Fabrics 17.7.2024 11.83 11.834022 101 Pink Ribbon & Scissors
22/07/2024 Premier Inn Newhaven Hotel ALS4328666 491.96 491.96 501 Dieppe Raid Visitor Hotel
24/07/2024 DTW Tools & Machinery Ltd 119293 459.00 459.00 501 Stihl Brush Cutter
25/07/2024 Amazon Marketplace UK 447YKSABEI 15.14 15.14 501 Laminating pouches
26/07/2024 DFDS 23221282 92.00 92.00 501 Ferry to Dieppe Travel Aug 24
26/07/2024 One Stop Promotion 284966 126.79 126.79 501 Bunting - GB, Canada, France
29/07/2024 Playdale Playgrounds Ltd 55971 92.04 92.04 501 Replacement Swing

6,488.87 11.820.00Subtotal Carried Forward: 6,477.05



Credit Cards
Payments made between 01/06/2024 and 31/08/2024

Cashbook 5
10/09/2024 Newhaven Town Council Page 2Date:

Time:12:01 User: AC

Date Payee Name Reference £ Total Amnt £ Creditors £ VAT A/c    Centre
Nominal Ledger Analysis 

£ Amount   Transaction Details
29/07/2024 Indeed Ireland Operations Ltd 93171751 222.88 222.88 501 Recruitment
29/07/2024 Indeed Ireland Operations Ltd 94826367 263.49 263.49 501 Recruitment Advertising
29/07/2024 Amazon Marketplace UK GB449PJ6AB 6.73 6.73 501 A4 Paper
29/07/2024 Amazon Marketplace UK GB44A08JAB 13.46 13.46 501 A4 Paper
30/07/2024 Royal Mail Group Ltd 412837790 182.50 182.50 501 Postage stamps
31/07/2024 Indeed Ireland Operations Ltd 95481671 500.06 500.06 501 July 24 Job Advert
31/07/2024 Indeed Ireland Operations Ltd 95749341 0.96 0.96 501 July 24 Jobs Advert
09/08/2024 Amazon Marketplace UK 990919225 27.89 27.89 501 Coffee
28/08/2024 Sainsburys S'Markets CCARD28.8 13.85 13.854082 300 Hospitality BAM Meeting
30/08/2024 Amazon Marketplace UK 1647516385 24.19 24.19 501 Azera Coffee
30/08/2024 Amazon Marketplace UK 168158891. 23.97 23.97 501 Glossy A5 Paper
30/08/2024 Amazon Marketplace UK 174981561 9.75 9.75 501 Notebooks
30/08/2024 Amazon Marketplace UK CN13275909 -6.82 -6.82 501 Credit for items not received
30/08/2024 Amazon Marketplace UK CN16475163 -24.19 -24.19 501 Refund for coffee
30/08/2024 Amazon Marketplace UK GB43LZLQA 5.80 5.80 501 Whit tack
30/08/2024 Amazon Marketplace UK GB43P4ELAB 23.72 23.72 501 Velcros coins
30/08/2024 Amazon Marketplace UK GB43P6BJAB 26.72 26.72 501 Envelopes
30/08/2024 Amazon Marketplace UK GB43SYB1A 15.76 15.76 501 A4 Paper
30/08/2024 Amazon Marketplace UK GGB43TI2ZA 33.96 33.96 501 Kettle

Total Payments: 7,853.55 0.00 25.677,827.88
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Regeneration & Strategic Dev
100 Regeneration & Strategic Dev

0.0%2,7001013 Bar @ Bandstand Ticket Sales 0 0 2,700
0 2,7000Regeneration & Strategic Dev :- Income 2,700 0

45.8%6,502 6,5024218 Partnership Cont/Event Support 13,272 5,498 12,000
0.0%2,000 2,0004228 Bandstand 1,420 0 2,000
0.0%2,500 2,5004500 Professional Fees 2,223 0 2,500

16,915 16,5005,498Regeneration & Strategic Dev :- Indirect Expenditure 11,002 0 11,002 33.3% 0

Net Income over Expenditure (5,498) (13,800) (8,302)(16,915)

5,498 16,500
2,7000 2,700

11,002
(5,498)

Regeneration & Strategic Dev :- Income

Movement to/(from) Gen Reserve
Expenditure 0 11,00216,915

0

(16,915)

0.0%
33.3%

Promotion Partnership/Finance
101 Administration & Office Costs

100.0%01176 Precept Received 595,380 672,430 672,430
31.9%10,4851190 Interest Received 14,740 4,915 15,400

610,120 687,830677,345Administration & Office Costs :- Income 10,485 98.5% 0
88.0%526 5264012 Business Rates 0 3,842 4,368
15.3%10,159 10,1594014 Utilities, Elec/Water/Sew/Fire 13,220 1,841 12,000

140.1%(1,400) (1,400)4015 Repairs and Maintenance 10,796 4,892 3,492
44.8%10,973 10,9734017 IT Support 14,651 8,921 19,894
54.9%903 9034021 Communications 2,841 1,097 2,000
74.1%1,646 1,6464022 General Office Costs 7,725 4,703 6,349
40.7%2,581 2,5814023 Printing & Stationery 4,222 1,769 4,350

101.9%(350) (350)4025 Insurance 18,041 18,450 18,100
0.0%0 04028 Elections 10,411 0 0

69.6%790 7904057 Audit Fees 2,056 1,810 2,600
40.1%480 4804058 Bank Charges 624 320 800
50.0%5,501 5,5014060 Loan Repayments 11,002 5,501 11,002
74.9%890 8904081 Membership Subscriptions 2,837 2,655 3,545
64.3%95 954150 Consumables 222 170 265

98,649 88,76555,972Administration & Office Costs :- Indirect Expenditure 32,793 0 32,793 63.1% 0

Net Income over Expenditure 621,372 599,065 (22,307)511,470
6000 plus Transfer from EMR 10,411 0

Movement to/(from) Gen Reserve 521,881 621,372

Continued over page
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300 Community Engagement & Promoti

0.0%(30)1169 Mayoral Event/Promotion 0 30 0
0.0%1,0001170 Newsletter - Advert Income 1,392 0 1,000

1,392 1,00030Community Engagement & Promoti :- Income 970 3.0% 0
34.4%17,706 17,7064024 Publications 31,986 9,294 27,000

516.3%(2,081) (2,081)4030 Advertising - Recruitment 0 2,581 500
0.0%500 5004031 Advertising & Publicity 253 0 500
0.0%500 5004079 Young Mayors Allowance 0 0 500
8.7%1,461 1,4614080 Mayoral Expenses 634 140 1,600

11.9%528 5284082 Hospitality 94 72 600
76.4%1,178 1,1784221 Dieppe Raid 4,513 3,822 5,000

0.0%150 1504224 Town Crier 20 0 150
37,500 35,85015,908Community Engagement & Promoti :- Indirect Expenditure 19,942 0 19,942 44.4% 0

Net Income over Expenditure (15,878) (34,850) (18,972)(36,109)
360 Support and Services

4.1%33,565 33,5654215 Grant Aid 6,473 1,435 35,000
28.6%25,000 25,0004218 Partnership Cont/Event Support 36,950 10,000 35,000
20.7%23,793 23,7934226 Community Partnership Grants 41,796 6,207 30,000

85,219 100,00017,642Support and Services :- Indirect Expenditure 82,358 0 82,358 17.6% 0
Net Expenditure (17,642) (100,000) (82,358)(85,219)

6000 plus Transfer from EMR 5,000 0
Movement to/(from) Gen Reserve (80,219) (17,642)

89,523 224,615
11,455677,375 688,830

135,092
587,852 464,215 (123,637)

Promotion Partnership/Finance :- Income

Net Income over Expenditure
Expenditure 0 135,092221,369

611,511

390,143

98.3%
39.9%

plus Transfer from EMR 15,411 0
Movement to/(from) Gen Reserve 405,554 587,852

Environment & Amenities
150 Cemetery-Building & Grounds

51.0%7,3491152 Excl Right of Burial Full Grav 16,395 7,651 15,000
7.1%3,7171153 Excl Right of Burial Ashes Plo 1,415 283 4,000

22.0%14,0401154 Burial Single Depth 18,810 3,960 18,000

Continued over page
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9.6%12,1161155 Burial Double Depth 3,852 1,284 13,400
0.0%1,6741156 Burial Triple Depth 3,450 0 1,674

25.3%5,8851157 Burial/Scattering of Ashes 5,130 1,995 7,880
52.5%4,1261158 Memorial Permits 8,511 4,569 8,695

57,563 68,64919,742Cemetery-Building & Grounds :- Income 48,907 28.8% 0
100.9%(34) (34)4012 Business Rates 0 4,034 4,000

1.7%1,040 1,0404014 Utilities, Elec/Water/Sew/Fire 60 18 1,058
14.0%4,301 4,3014015 Repairs and Maintenance 5,865 699 5,000
39.0%75,549 75,5494016 Grounds Maintenance 92,131 48,260 123,809

0.0%(76) (76)4150 Consumables 1 76 0
98,058 133,86753,088Cemetery-Building & Grounds :- Indirect Expenditure 80,779 0 80,779 39.7% 0

Net Income over Expenditure (33,346) (65,218) (31,872)(40,495)
201 Denton Social Centre

66.1%3,9441010 Hall Hire Charges 15,737 7,696 11,640
15,737 11,6407,696Denton Social Centre :- Income 3,944 66.1% 0

76.5%757 7574012 Business Rates 0 2,470 3,227
62.8%1,070 1,0704014 Utilities, Elec/Water/Sew/Fire 2,573 1,808 2,877

106.9%(219) (219)4015 Repairs and Maintenance 7,893 3,393 3,174
82.4%46 464150 Consumables 125 214 260

10,590 9,5387,884Denton Social Centre :- Indirect Expenditure 1,654 0 1,654 82.7% 0
Net Income over Expenditure (189) 2,102 2,2915,147

6000 plus Transfer from EMR 3,369 0
Movement to/(from) Gen Reserve 8,515 (189)

202 East Side Social Centre
51.8%4,5521010 Hall Hire Charges 9,759 4,890 9,442

9,759 9,4424,890East Side Social Centre :- Income 4,552 51.8% 0
88.7%160 1604012 Business Rates 0 1,248 1,407
58.6%1,199 1,1994014 Utilities, Elec/Water/Sew/Fire 4,177 1,694 2,893

215.0%(2,185) (2,185)4015 Repairs and Maintenance 3,085 4,085 1,900
0.0%(36) (36)4150 Consumables 0 36 0

7,262 6,2007,063East Side Social Centre :- Indirect Expenditure (863) 0 (863) 113.9% 0
Net Income over Expenditure (2,173) 3,242 5,4152,497

Continued over page
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203 Lewes Road Social Centre

201.1%(2,629)1010 Hall Hire Charges 3,851 5,229 2,600
3,851 2,6005,229Lewes Road Social Centre :- Income (2,629) 201.1% 0

80.2%216 2164012 Business Rates 0 873 1,089
43.5%2,350 2,3504014 Utilities, Elec/Water/Sew/Fire 2,570 1,810 4,160

118.2%(338) (338)4015 Repairs and Maintenance 4,956 2,188 1,850
0.6%259 2594150 Consumables 0 1 260

7,526 7,3594,872Lewes Road Social Centre :- Indirect Expenditure 2,487 0 2,487 66.2% 0
Net Income over Expenditure 357 (4,759) (5,116)(3,675)

204 Meeching Hall
67.1%3,0991010 Hall Hire Charges 11,661 6,319 9,418

11,661 9,4186,319Meeching Hall :- Income 3,099 67.1% 0
84.1%387 3874012 Business Rates 0 2,046 2,433
35.2%5,669 5,6694014 Utilities, Elec/Water/Sew/Fire 13,403 3,082 8,751
52.5%1,900 1,9004015 Repairs and Maintenance 8,583 2,100 4,000

0.0%750 7504021 Communications 204 0 750
0.0%260 2604150 Consumables 4 0 260
0.0%(89) (89)4218 Partnership Cont/Event Support 0 89 0

22,194 16,1947,317Meeching Hall :- Indirect Expenditure 8,877 0 8,877 45.2% 0
Net Income over Expenditure (999) (6,776) (5,777)(10,533)

301 Community Services
0.0%2,3001151 Memorial Slat on Bench 1,041 0 2,300
0.0%1,6381160 Allotment Income Cemetery 1,547 0 1,638
0.0%3,2001175 Grass Verge Income 2,454 0 3,200
0.0%(450)1178 Misc Income 915 450 0

5,957 7,138450Community Services :- Income 6,688 6.3% 0
0.0%(749) (749)4014 Utilities, Elec/Water/Sew/Fire 267 749 0

21.1%4,338 4,3384200 CCTV Maintenance/Operating 15,441 1,162 5,500
0.0%1,000 1,0004201 Dog Bins/Emptying 0 0 1,000
0.0%2,100 2,1004202 Defibrillator Elec/Pads 0 0 2,100
0.0%25,000 25,0004210 Christmas Lights 19,562 0 25,000

42.3%9,766 9,7664213 Grass Verge Expenditure 16,668 7,166 16,931
65.4%2,423 2,4234230 Play Areas 4,913 4,577 7,000
73.8%2,624 2,6244234 Environmental Enhancements 11,125 7,376 10,000
64.4%6,766 6,7664235 Amenity Areas 21,844 12,234 19,000

Continued over page
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9.6%6,331 6,3314236 Allotments 1,456 669 7,000
0.0%6,900 6,9004241 Town Centre Planters 1,807 0 6,900
0.0%(22,893) (22,893)4248 Business Asset Management 24,629 22,893 0 22,893

45.0%1,100 1,1004500 Professional Fees 920 900 2,000
26.8%6,584 6,5844510 Tree Work 6,832 2,416 9,000
36.7%2,278 2,2784511 Tree Wardens 3,078 1,322 3,600

3.2%5,323 5,3234512 Banners on Riverside 2,770 177 5,500
131,312 120,53161,640Community Services :- Indirect Expenditure 58,891 0 58,891 51.1% 22,893

Net Income over Expenditure (61,190) (113,393) (52,203)(125,355)
6000 plus Transfer from EMR 39,724 22,893

Movement to/(from) Gen Reserve (85,631) (38,297)

141,865 293,689
64,56144,326 108,887

151,824
(97,539) (184,802) (87,263)

Environment & Amenities :- Income

Net Income over Expenditure
Expenditure 0 151,824276,942

104,527

(172,415)

40.7%
48.3%

plus Transfer from EMR 43,092 22,893
Movement to/(from) Gen Reserve (129,322) (74,647)

Personnel
102 Staff Costs

39.3%109,723 109,7234000 Salaries 136,105 71,044 180,767
39.3%34,394 34,3944001 National Insurance & Pension 94,104 22,276 56,670

0.0%10,000 10,0004002 Staff Overtime 0 0 10,000
159.7%(2,865) (2,865)4006 NTC Van 0 7,665 4,800

0.0%200 2004007 Subsistence 0 0 200
9.6%1,807 1,8074008 Travel 3,133 193 2,000

38.0%543 5434009 Payroll Costs 723 333 876
26.0%2,220 2,2204010 Training Staff & Councillors 2,204 780 3,000
79.2%1,516 1,5164013 Employment Law/Health & Safety 7,890 5,784 7,300

0.0%(122) (122)4153 PPE 0 122 0
244,159 265,613108,196Staff Costs :- Indirect Expenditure 157,417 0 157,417 40.7% 0

Net Expenditure (108,196) (265,613) (157,417)(244,159)

108,196 265,613
00 0

157,417
(108,196)

Personnel :- Income

Movement to/(from) Gen Reserve
Expenditure 0 157,417244,159

0

(244,159)

0.0%
40.7%

Full Council

Continued over page
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800 Full Council

0.0%(93,346)1181 Town Deal Fund 0 93,346 0
0 093,346Full Council :- Income (93,346) 0

0.0%(300,726) (300,726)4097 EastSide Rec - Town Deal 0 300,726 0 137,511
0 0300,726Full Council :- Indirect Expenditure (300,726) 0 (300,726) 137,511

Net Income over Expenditure (207,380) 0 207,3800
6000 plus Transfer from EMR 0 137,511

Movement to/(from) Gen Reserve 0 (69,869)

300,726 0
(93,346)93,346 0

(300,726)
(207,380) 0 207,380

Full Council :- Income

Net Income over Expenditure
Expenditure 0 (300,726)0

0

0

0.0%
0.0%

plus Transfer from EMR 0 137,511
Movement to/(from) Gen Reserve 0 (69,869)

Earmarked Reserves
901 Earmarked Reserves

0.0%01172 CIL Income 35,300 0 0
35,300 00Earmarked Reserves :- Income 0 0

0.0%(13,189) (13,189)9034 Towns Deal - East Side Project 28,526 13,189 0
0.0%0 09035 Towns Deal - 1st Floor Library 82,001 0 0

110,527 013,189Earmarked Reserves :- Indirect Expenditure (13,189) 0 (13,189) 0
Net Income over Expenditure (13,189) 0 13,189(75,227)

6000 plus Transfer from EMR 91,683 0
Movement to/(from) Gen Reserve 16,456 (13,189)

13,189 0
00 0

(13,189)
(13,189) 0 13,189

Earmarked Reserves :- Income

Net Income over Expenditure
Expenditure 0 (13,189)110,527

35,300

(75,227)

0.0%
0.0%

plus Transfer from EMR 91,683 0
Movement to/(from) Gen Reserve 16,456 (13,189)
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658,998 800,417
(14,630)815,047 800,417
141,419

(118,573) 156,049 0 (156,049)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 0 141,419869,912

751,339 101.8%
82.3%

plus Transfer from EMR 150,187 160,404
Movement to/(from) Gen Reserve 31,614 316,453




