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h) To consider approval of dates set for the Notice of Public Rights [Pg 66-70]. 

Council AGREED the dates set for the Notice of Public Rights as presented.  

8. FINANCE & GENERAL PURPOSES COMMITTEE 

a) To note no meeting of the Committee since the last meeting of the Council. 

Noted. 

b) To consider recommendation to approve the Model Publication Scheme Guide to 
Information as presented [Pg 71-82]. 

Council AGREED to adopt the Model Publication Scheme Guide to Information as 
presented.  

c) To consider recommendation to approve the Credit Card Policy as presented [Pg 
83-86]. 

Council AGREED to adopt the Credit Card Policy as presented.  

d) To consider recommendation for expenditure from the Earmarked Reserve for 
Streetlighting as presented [Pg 87].   

Council AGREED expenditure from the Earmarked Reserve for Streetlighting as 
presented.  

9. PLAYING FIELDS & PROPERTY COMMITTEE 

a) To note the meeting of the Committee held on 29th May 2025. 

Noted. 

10. ENVIRONMENT & HIGHWAYS COMMITTEE 

a) To receive minutes of the Committee held on 1st May 2025 [Pg 88-90]. 

Council received the minutes with no further questions or comments.  

b) To consider recommendation to apply to Norfolk County Council’s funding 
scheme for new and improved bus shelters [Pg 91-102].  

Council AGREED to include contractor 1 for the grant application and authorised 
expenditure from CIL should the grant application be successful. Council confirmed 
that it was committed to adopting the shelter as an asset and maintaining it.  
In response to an enquiry received from a member of the public it was noted that the 
Council would include options for a privacy screen for the bus shelter on Cricket Close 
as part of the application. 
It was noted that the replacement shelters would be positioned in the same 
orientation as the existing shelters.   

11. STAFFING COMMITTEE 

a) To receive minutes of the Committee held on 22nd May 2025 [Pg 103-105]. 

Council received the minutes with no further questions or comments. 

12. OTHER MATTERS FOR DISCUSSION AND DECISION 

a) To consider application for casual vacancy by co-option [Pg 106]. 

Council AGREED to co-opt Rachel Turner. It was noted the declaration of acceptance 
of office would be signed before the next meeting of the Council. 
Council AGREED to appoint Cllr. Turner as a member of the Environment & Highways 
Committee.  
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b) To consider grant application(s) received for approval [Pg 107-118].  

Council AGREED to award the grant for electrical works as presented.   
Council AGREED to award the grant for hedge cutting as presented.  

13. EXCHANGE OF INFORMATION 

a) To note any other matters raised.  

Council noted its thanks to the Parish Clerk as RFO for their work on the year-end 
finances.  
It was noted that the barrier locking and unlocking at Longdale was inconsistent and 
causing a disturbance for nearby residents and required reporting back to the 
contractor.  
The Larry Gray Fair would be returning to Longdale from Thursday 31st July – Sunday 3rd 
August 2025.  
The next Neighbourhood Policing Meeting was scheduled for Monday 15th September 
at 6pm and the venue was to be confirmed.  
All Councillors were encouraged to attend the extraordinary meeting of the Playing 
Fields & Property Committee to discuss the KGV Pavilion Project to ensure all relevant 
feedback could be considered prior to presenting any recommendations to Council. 

14. UPCOMING MEETING DATES 

a) Extraordinary meeting of Playing Fields & Property Committee Thursday 3rd July 
2025. 

b) Parish Council meeting Thursday 10th July 2025. 

Council noted the dates of the next Council meetings.  

Meeting Closed: 8:12pm 
 



DRAYTON PARISH COUNCIL 

Paper DPC2a: Declarations of Interest. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Declarations of Interests 

All members of parish councils are required by law to register their disclosable pecuniary 
interests and other registerable interests to avoid conflicts of interests when making 
decisions.  

At the start of the meeting, council members are given the opportunity to declare any 
interest in the items on the agenda. However, if you are not aware of a potential interest 
until you reach an item then you must declare it as soon as it becomes known to you to 
ensure the council’s decision-making process is fair and transparent.  

Per the Council’s adopted Code of Conduct, if an agenda item relates to one of your 
registered interests, you must not take part in the discussion or vote and must leave the 
room.  

You are personally responsible for deciding whether you should declare an interest at a 
meeting and the attached flowchart is provided to assist you in assessing whether you 
must declare an interest. 

If in doubt, you should always seek advice from the monitoring officer at 
monitoringofficer@southnorfolkandbroadland.gov.uk. While advice can be given at 
meetings by the Parish Clerk, seeking advice prior to a meeting is preferable to be sure 
thorough and informed advice can be given. 

For more detailed information, please see section 9 of Drayton Parish Council's adopted 
Code of Conduct available on our website. 

Dispensation Requests 

In certain circumstances you may wish to apply for a dispensation to allow you to take 
part in Council business where this would otherwise be prohibited because of your 
disclosed interests.  

Per section 13 of the Council’s adopted Standing Orders, dispensation requests shall be 
made in writing and submitted to the Parish Clerk as soon as possible before the 
meeting, or failing that, at the start of the meeting for which the dispensation is required. 

A decision as to whether to grant a dispensation shall be made by a meeting of the 
Council for which the dispensation is required and that decision is final.  

For more information on what to include within a dispensation request and criteria for 
granting such a request please see section 13 of Drayton Parish Council's Standing 
Orders available on our website. 

Recommendation 

Council is asked to note the paper for information. 
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Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the 

Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. 

Subject Description 

Employment, office, trade, 
profession or vocation 

Any employment, office, trade, 
profession or vocation carried on for 
profit or gain. 

Sponsorship Any payment or provision of any other 
financial benefit (other than from the 
council) made to the councillor during the 
previous 12-month period for expenses 
incurred by him/her in carrying out 
his/her duties as a councillor, or towards 
his/her election expenses. 
This includes any payment or financial 
benefit from a trade union within the 
meaning of the Trade Union and Labour 
Relations (Consolidation) Act 1992. 

Contracts Any contract made between the 
councillor or his/her spouse or civil 
partner or the person with whom the 
councillor is living as if they were 
spouses/civil partners (or a firm in 
which such person is a partner, or an 
incorporated body of which such person 
is a director* or a body that such person 
has a beneficial interest in the securities 
of*) and the council 
— 
(a) under which goods or services are

to be provided or works are to be
executed; and

(b) which has not been fully discharged

Land and Property Any beneficial interest in land which is 
within the area of the council. 
‘Land’ excludes an easement, 
servitude, interest or right in or over 
land which does not give the councillor 
or his/her spouse or civil partner or the 
person with whom the councillor is 
living as if they were spouses/ civil 
partners (alone or jointly with another) a 
right to occupy or to receive income. 

Licenses Any licence (alone or jointly with others) 
to occupy land in the area of the council 
for a month or longer 
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Corporate tenancies Any tenancy where (to the councillor’s 
knowledge)— 

(a) the landlord is the council; and

(b) the tenant is a body that the councillor,

or his/her spouse or civil partner or the

person with whom the councillor is living

as if they were spouses/ civil partners is

a partner of or a director* of or has a

beneficial interest in the securities* of.

Securities Any beneficial interest in securities* of a 
body where— 

(a) that body (to the councillor’s
knowledge) has a place of
business or land in the area of the
council; and

(b) either—

(i) ) the total nominal value of the
securities* exceeds £25,000 or
one hundredth of the total issued
share capital of that body; or

(ii) If the share capital of that body is of
more than one class, the total nominal
value of the shares of any one class in
which the councillor, or his/ her spouse
or civil partner or the person with whom the
councillor is living as if they were
spouses/civil partners have a beneficial
interest exceeds one hundredth of the total
issued share capital of that class.

* ‘director’ includes a member of the committee of management of an industrial and

provident society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective

investment scheme within the meaning of the Financial Services and Markets Act 2000 and other

securities of any description, other than money deposited with a building society.

Table 2: Other Registrable Interests 

You must register as an Other Registerable Interest : 

a) any unpaid directorships

b) any body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c) any body

(i) exercising functions of a public nature

(ii) directed to charitable purposes or

(iii) one of whose principal purposes includes the influence of public opinion or policy
(including any political party or trade union) of which you are a member or in a
position of general control or management
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DRAYTON PARISH COUNCIL 

Paper DPC3a: To receive minutes for approval. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Per section 12 of the Council’s adopted Standing Orders, Council members are asked to 
confirm by resolution the accuracy of the draft minutes of the previous meeting.  

The minutes shall be taken as read, and there shall be no discussion 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). 

Confirmed minutes shall be signed by the chairman of the meeting and stand as an 
accurate record of the meeting to which the minutes relate. 

For information 

Per section 3t of the Council’s adopted Standing Orders, the minutes of a meeting shall 
include an accurate record of the following:  

i. the time and place of the meeting;
ii. the names of councillors who are present and the names of councillors who are

absent;
iii. interests that have been declared by councillors and non-councillors with voting

rights;
iv. the grant of dispensations (if any) to councillors and non-councillors with voting

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

matters that they held interests in were being considered;
vi. if there was a public participation session;

vii. and the resolutions made.

Recommendation 

Council is asked to confirm the accuracy of the minutes of the last meeting of the Council. 
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Minutes of the annual meeting of Drayton Parish Council held on Thursday 15th May 2025, 
7:00pm at King George V Pavilion, Drayton High Road, Drayton, Norwich, NR8 6AW. 

Present: Cllrs. J. Anderson, C. Brown (7:08pm), A. Crotch (Vice-Chair), J. Edwards-Smith, G. 
Everett (Chair), H. Kisby, T. Lee, K. Morgan, N. Quinsey, A. Taylor and S. White. 

In attendance: Amy Pinkham; Parish Clerk & RFO, 5 member(s) of the public. 

Meeting Opened: 7:00pm 
1. ELECTIONS

a) To elect the Parish Council Chairman and sign the declaration of acceptance of
office [Pg 1]. 

Council AGREED to elect Cllr. Graham Everett to the office of Chairman and the 
declaration of acceptance of office was duly signed.   

b) To appoint the Parish Council Vice-Chairman and sign the declaration of
acceptance office [Pg 2]. 

Council AGREED to appoint Cllr. Adrian Crotch to the office of Vice-Chairman and the 
declaration of acceptance of office was duly signed.  

2. APOLOGIES

a) To receive apologies and consider acceptance for absence.

None. 

3. DECLARATIONS OF INTEREST

a) To receive declarations of interest on matters to be considered at the meeting and
consider requests for dispensation [Pg 3-6]. 

None. 

4. MINUTES

a) To receive minutes of the meeting of the Council held on 10th April 2025 for
approval [Pg 7-11]. 

The minutes were AGREED as an accurate record of the meeting and signed by the 
Chairman. 

5. PUBLIC FORUM

a) To receive any questions or comments from members of the public on matters on
the agenda. 

It was reported that there were long outstanding concerns for road safety on Hall Lane 
and that Council should be progressing traffic calming measures including a meeting 
with Highways. It was noted that there can be difficulty pulling out from the junction of 
the new estate on Hall Lane due to the incline of the road 

It was reported that the overgrown vegetation at the Hall Lane roundabout was 
dangerous and required cutting back to improve visibility. 
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A number of highways issues were noted for reporting to the relevant authority, 
including verge cutting, potholes and road sweeping.  

b) To receive report from County Councillor: Cllr. T. Adams.

In response to concerns raised under the public forum, Cllr. T. Adams agreed to raise 
verge cutting at the roundabout on Hall Lane with the local Highways Engineer for 
action. It was further reiterated that the road narrowing on Hall Lane was a 
requirement of the NDR and that the planning inspector saw no evidence for further 
works on Hall Lane taking into account that there had been no serious accidents or 
serious incidents reported. 

Regarding the temporary closure of School Road, Cllr. T. Adams arranged for the 
closure barriers to be moved at the junction with Reepham Road to a more suitable 
location to prevent vehicles driving on the wrong side of the road and Council noted 
it’s thanks for the prompt response on this matter.  
It was noted that works on School Road were anticipated to be finished early next 
week.   

c) To receive report from District Councillor for Drayton North: Cllr. A. Crotch.

Regarding planning application 2025/0390, it was clarified that the application was a 
reserved matters application only and that the planning permission for the property 
was granted in 2021. It was confirmed that the application was to consider the 
appearance and landscaping only.  Changes had been made to the balcony’s and 
upper floors to be less intrusive to neighbouring properties.  

d) To receive report from District Councillor for Drayton South: Cllr. P. Auber.

None. 

e) To receive reports from any other public bodies.

In response to concerns raised under the public forum, Local Beat Manager PC Peyton 
agreed that the vegetation at the Hall Lane roundabout required cutting back to 
improve visibility. It was further agreed that there can be difficulty pulling out from the 
junction of the new estate on Hall Lane due to the incline of the road and it was noted 
that data from the SAM2 could be useful to determine the scope of the issue.  

The temporary closure of School Road had received positive feedback from the 
community. Disruption appeared to be minimal, helped in part by the promotion of a 
walk to school week and staggered start times. 

No significant incidents impacting the community were reported. Anti-Social 
Behaviour remained very low with no noteworthy incidents.  

Following complaints of what appeared to be abandoned vehicles on the Longdale 
estate, an individual had been identified owning the multiple vehicles and PC Peyton 
was working to arrange relocation of the vehicles where possible.  

One rough sleeper was arrested in March and given conditions not to reattend and 
hasn’t returned since.  

7 of 118



DRAYTON PARISH COUNCIL MINUTES 
15/05/2025 

Page 3 of 6 

In response to concerns raised regarding speeding and dangerous parking on School 
Road PC Peyton had met with local MP on site who agreed to engage in a petition for 
funding to move forward with necessary alterations to the road. 

It was confirmed the recent tree felling at Green Lanes was under investigation with no 
further updates available at this time. PC Peyton would be patrolling the area for the 
foreseeable future.  

It was reported that there were ongoing discussions regarding more Beat Mangers in 
the area but that this was not yet confirmed.  

6. MATTERS ARISING

a) To receive Clerk’s Report on matters arising from previous meetings of the
Council [Pg 12-13]. 

Council received the report with no further questions or comments. 

b) To note no meeting of the Town and Parish Council Forum held since the last
meeting of the Council. 

Noted. 

7. ANNUAL MATTERS

a) To review and confirm delegation arrangements to committees, working groups,
staff and other local authorities and consider Scheme of Delegation for approval 
[Pg 14-23].  

Council AGREED to adopt the Scheme of Delegation as presented. 

b) To consider recommendations for amendment to Committee Terms of Reference
for approval [Pg 24-37]. 

Council AGREED to adopt the Committee Terms of Reference as presented subject to 
an additional amendment to the Staffing Terms of Reference to include ‘legal updates’ 
under bullet point 3. 

c) To appoint membership and Chairmen for Council Standing Committees [Pg 38].

Council AGREED to appoint membership for Council Standing Committees as 
presented.  
Council AGREED to appoint Chairmen for Council Standing Committees as 
presented.  

d) To review representation on or work with external bodies and arrangements for
reporting back [Pg 39]. 

Council AGREED to nominate Cllrs. H. Kisby, C. Brown and J. Anderson for 
appointment at the Annual General Meeting of the Bob Carter Centre Management 
Committee. 
It was noted that the Council can nominate up to 6 trustees and AGREED to request 
expressions of interest from members of the public through the Council’s website and 
Facebook page.  
Council AGREED to appoint Cllr. J. Anderson as representative on the Norwich Airport 
Limited Consultative Committee and Cllr. G. Everett as representative on the Norwich 
Western Link Committee.  
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Council noted Cllr. H. Kisby as the appointed member of Drayton Village Hall and Cllr. 
J. Anderson as the appointed member of Thorpe Marriot Village Hall.

8. PLANNING MATTERS

a) To consider response to planning applications as follows:

i) 2025/1036: 62 Badgers Brook Road, NR8 6EY.

Council AGREED to submit no comments. 

ii) 2025/1003: 1 Station Road, NR8 6SA.

Council AGREED to submit no comments. 

iii) 2025/1202: 2 School Road, NR8 6DN.

Council AGREED to support the application. 

b) To note planning decisions by Broadland District Council as follows:

i) 2025/0589: Community Rooms John Gale Court – Approval with Conditions
(Delegated). 

Council noted the planning decisions by Broadland District Council. 

c) To note the date and time of Appeal Hearing for application 2023/2395 and
consider attendance by a representative of the Council [Pg 40-42]. 

Council noted the date and time of the Appeal Hearing and AGREED to make no 
further representations. 

9. FINANCIAL MATTERS

a) To receive bank reconciliation for approval [Pg 43-45].

The Chairman verified and signed the bank reconciliation as evidence of verification in 
accordance with 2.2 of Council’s adopted Financial Regulations.  

b) To receive list of receipts and approved payments for April 2025 [Pg 46-51].

Council received the list of receipts and approved payments with no further questions. 
It was noted that where two or more invoices from the same supplier are received in 
one month it could be helpful to include the bill period in the Scribe report to ensure 
invoices are not inadvertently duplicated.  

c) To receive list of payments for authorisation [Pg 52-53].

Council received and authorised the list of payments to be made. 

10. FINANCE & GENERAL PURPOSES COMMITTEE

a) To receive minutes of the Committee meeting held on 24th April 2025 [Pg 54-57].

Council received the minutes with no further questions or comments. 

b) To consider recommendation to approve the Financial Risk Assessment as
presented [Pg 58-63].  

Council AGREED to approve the Financial Risk Assessment as presented. 

c) To consider recommendation to approve the Council’s insurance requirements as
presented [Pg 64-68]. 

Council AGREED to approve the Council’s insurance requirements as presented. It 
was noted that Council was pending receipt of the final insurance premium due.  
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d) To consider recommendation to approve the list of regular payments including
payment methods as presented [Pg 69-71]. 

Council AGREED to approve the list of regular payments including payment methods 
as presented. 

e) To consider recommendation to approve fund transfer as presented [Pg 72].

Council AGREED to approve fund transfer as presented. 

11. OPEN SPACES & PROPERTY COMMITTEE

a) To note no meeting of the Committee since the last meeting of the Council.

Noted. 

12. ENVIRONMENT & HIGHWAYS COMMITTEE

a) To note meeting of the Committee held on 1st May 2025.

It was noted that the minutes would be circulated at the next meeting of the Council. 

13. STAFFING COMMITTEE

a) To note no meeting of the Committee since the last meeting of the Council.

Noted. 

14. OTHER MATTERS FOR DISCUSSION AND DECISION

a) To consider recommendation from the Neighbourhood Plan Advisory Group to
appoint a consultant as presented [Pg 73-83].  

Council AGREED to appoint a consultant as presented. 

b) To consider response to PSPO consultation from Broadland District Council [Pg
84-88].

Council AGREED to support the renewal. 

c) To receive correspondence from Norfolk County Council regarding Local
Government Reorganisation and consider a response [Pg 89-92]. 

Council AGREED to appoint Cllr. G. Everett as a representative to attend the online 
meeting and Councillors were asked to submit feedback to the questions posed by 
Norfolk County Council.  

d) To note unauthorised tree felling at Green Lanes and consider further course of
action [Pg 93]. 

Council agreed in principle to the provision of CCTV at Green Lanes and AGREED to 
delegate authority to the Environment & Highways Committee to consider purchase 
and installation of CCTV equipment for recommendation for approval by Council. 

Council AGREED to delegate authority to the Clerk, in conjunction with the Chairman 
of the Environment & Highways Committee to instruct a suitable contractor for tree 
removal for expenditure from the General Fund. 

Council AGREED to issue a press release expressing the Council’s disappointment 
with the recent events, to encourage members of the public to contact the police with 
any information they may have, and provide an overview of actions to be taken by the 
Council in response.  
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15. EXCHANGE OF INFORMATION

a) To note any other matters raised.

Council noted apologies from Cllr. H. Kisby for the next meeting of the Council.  
It was confirmed that Teen Challenge were no longer looking to take on the vacant 
pharmacy building for a bakery. 
Council noted apologies from Cllr. J. Anderson for the upcoming meeting of the Playing 
Fields & Property Committee.   

16. UPCOMING MEETING DATES

a) Staffing Committee meeting Thursday 22nd May 2025.

b) Playing Field & Property Committee meeting Thursday 29th May 2025.

c) Parish Council meeting Thursday 12th June 2025.

Council noted the date of the next Council meeting dates. 

Meeting Closed: 8:35pm 
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DRAYTON PARISH COUNCIL 

Paper DPC5a: To receive the Clerks Report on matters arising from previous meetings. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

It is considered good practice for the Clerk to maintain a log of matters arising from 
previous meetings to ensure actions progress as resolved and in a timely manner.  

Matters arising shall include a record of the following: 

1. The meeting date
2. The minute reference
3. The agenda item
4. The resolution
5. Status update

The Clerks Report on Committee matters arising from previous meetings is intended as a 
verbal update on progress only or to note the completion of an action for information. It 
is not intended for detailed discussion or decision.  

If the item requires a substantial paper for discussion and decision by Council the item 
will appear under its own agenda item.  

Matters arising from previous meetings will continue to appear under matters arising 
until such a time that the item is complete where it will then be removed from the report. 

Recommendation 

Council is asked to note the matters arising for information. 
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DRAYTON PARISH COUNCIL MATTERS ARISING

Meeting Date Minute 
Ref.

Agenda Item Resolution Status Update

15.05.2025 1a) To elect the Parish Council Chairman and 
sign the declaration of acceptance of 
office

Council AGREED to elect Cllr. Graham Everett to the office of 
Chairman and the declaration of acceptance of office was duly 
signed.

Complete: Declaration filed. No further 
action required. 

15.05.2025 1b) To appoint the Parish Council Vice-Chairman 
and sign the declaration of acceptance office

Council AGREED to appoint Cllr. Adrian Crotch to the office of 
Vice-Chairman and the declaration of acceptance of office was 
duly signed.

Complete: Declaration filed. No further 
action required. 

15.05.2025 4a) To receive minutes of the meeting of the 
Council held on 10th April 2025 for approval

The minutes were AGREED as an accurate record of the 
meeting and signed by the Chairman.

Complete: Approved minutes published on 
Council website. 

15.05.2025 7a) To review and confirm delegation 
arrangements to committees, working 
groups, staff and other local authorities and 
consider Scheme of Delegation for approval

Council AGREED to adopt the Scheme of Delegation as 
presented.

Complete: Approved Scheme of Delegation 
published on Council website.

15.05.2025 7b) To consider recommendations for 
amendment to Committee Terms of 
Reference for approval

Council AGREED to adopt the Committee Terms of Reference 
as presented subject to an additional amendment to the 
Staffing Terms of Reference to include ‘legal updates’ under 
bullet point 3.

Complete: Staffing amendment complete 
and all approved Terms of Reference 
published on Council website. OSP name 
change updated on Council website.

15.05.2025 7c) To appoint membership and Chairmen for 
Council Standing Committees

Council AGREED to appoint membership for Council Standing 
Committees as presented.
Council AGREED to appoint Chairmen for Council Standing 
Committees as presented.

Complete: Committee membership updated 
on Council website and distribution list 
accordingly. 
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DRAYTON PARISH COUNCIL MATTERS ARISING

Meeting Date Minute 
Ref.

Agenda Item Resolution Status Update

15.05.2025 7d) To review representation on or work with 
external bodies and arrangements for 
reporting back

Council AGREED to nominate Cllrs. H. Kisby, C. Brown and J. 
Anderson for appointment at the Annual General Meeting of the 
Bob Carter Centre Management Committee.
It was noted that the Council can nominate up to 6 trustees and 
AGREED to request expressions of interest from members of 
the public through the Council’s website and Facebook page.
Council AGREED to appoint Cllr. J. Anderson as representative 
on the Norwich Airport Limited Consultative Committee and 
Cllr. G. Everett as representative on the Norwich Western Link 
Committee.

Not yet started: Advert seeking expressions 
of interest for trustees to be drafted and 
published. 

15.05.2025 8aiii) To consider response to planning application 
2025/1202: 2 School Road, NR8 6DN.

Council AGREED to support the application. Complete: Support for the application 
submitted via email 15th May 2025.

15.05.2025 8c) To note the date and time of Appeal Hearing 
for application 2023/2395 and consider 
attendance by a representative of the Council

Council noted the date and time of the Appeal Hearing and 
AGREED to make no further representations.

Complete: No further action required. 

15.05.2025 10b) To consider recommendation to approve the 
Financial Risk Assessment as presented

Council AGREED to approve the Financial Risk Assessment as 
presented.

Complete: Approved Financial Risk 
Assessment published on Council website. 

15.05.2025 10c) To consider recommendation to approve the 
Council’s insurance requirements as 
presented

Council AGREED to approve the Council’s insurance 
requirements as presented.

Complete: No further changes put forward to 
insurer and final renewal receieved for 
authorisation at June meeting. 

15.05.2025 10d) To consider recommendation to approve the 
list of regular payments including payment 
methods as presented

Council AGREED to approve the list of regular payments 
including payment methods as presented.

Complete: No further action required. 

15.05.2025 10e) To consider recommendation to approve fund 
transfer as presented

Council AGREED to approve fund transfer as presented. Complete: Fund transfer completed 3rd June 
2025. 
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DRAYTON PARISH COUNCIL MATTERS ARISING

Meeting Date Minute 
Ref.

Agenda Item Resolution Status Update

15.05.2025 14a) To consider recommendation from the 
Neighbourhood Plan Advisory Group to 
appoint a consultant as presented

Council AGREED to appoint a consultant as presented. Complete: Consultant notified and initial 
meeting date to be confirmed with NHPlan 
Advisory Group. 

15.05.2025 14b) To consider response to PSPO consultation 
from Broadland District Council

Council AGREED to support the renewal. Complete: Support for renewal confirmed via 
email 3rd June 2025.

15.05.2025 14c) To receive correspondence from Norfolk 
County Council regarding Local Government 
Reorganisation and consider a response

Council AGREED to appoint Cllr. G. Everett as a representative 
to attend the online meeting and Councillors were asked to 
submit feedback to the questions posed by Norfolk County 
Council.

Complete: Update to be presented under 
Public Forum of June 2025 meeting. 

Council agreed in principle to the provision of CCTV at Green 
Lanes and AGREED to delegate authority to the Environment & 
Highways Committee to consider purchase and installation of 
CCTV equipment for recommendation for approval by Council.

Ongoing: Item to be investigated by Deputy 
Clerk & Facilities Manger for consideration as 
soon as possible. 

Council AGREED to delegate authority to the Clerk, in 
conjunction with the Chairman of the Environment & Highways 
Committee to instruct a suitable contractor for tree removal for 
expenditure from the General Fund.

Complete: Works completed on 28th & 29th 
May 2025 with large sections of timbre left for 
habitat. 

Council AGREED to issue a press release expressing the 
Council’s disappointment with the recent events, to encourage 
members of the public to contact the police with any 
information they may have, and provide an overview of actions 
to be taken by the Council in response.

Complete: Press release issued 19th May 
2025 to press in contact with the Council. 

To note unauthorised tree felling at Green 
Lanes and consider further course of action

14d)15.05.2025
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DRAYTON PARISH COUNCIL 

Paper DPC7a: To receive Bank Reconciliation for approval. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Bank reconciliations within Parish Councils involves comparing the council's financial 
records with the bank statement to ensure that both are accurate and consistent. This 
process helps identify discrepancies, such as missing transactions, bank charges, or 
direct debits and ensures the council's financial records are up-to-date and accurate.  

Drayton Parish Council has a number of different bank accounts which need to be 
reconciled individually. All bank accounts are reconciled to provide a comprehensive 
check on the overall bank position. 

Per section 2.2 of the Council’s adopted Financial Regulations, the Chairman is 
appointed to verify monthly bank reconciliations for all accounts. The Chairman shall 
sign the reconciliations as evidence of verification at Council meetings and this activity is 
minuted accordingly. 

Recommendation 

Council is asked to receive the bank reconciliation for approval. 
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Drayton Parish Council

3 June 2025 (2025-2026)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 31/05/2025

Cash in Hand 01/04/2025  1,118,311.56

ADD

Receipts 01/04/2025 - 31/05/2025  127,781.30

 1,246,092.86

SUBTRACT

 35,691.01Payments 01/04/2025 - 31/05/2025

A Cash in Hand 31/05/2025  1,210,401.85

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  0.0031/05/2025

Unity Trust Bank  131,622.6231/05/2025

Unity Trust Bank - Instant Access (Deposit)  637,222.4931/05/2025

BDC Parish Deposit Scheme  95,593.6231/05/2025

Cambridge Building Society  128,471.1431/05/2025

Nationwide Instant Saver Issue 8  129,550.2131/05/2025

Skipton Community Saver 10 A  87,941.7731/05/2025

Credit Card  0.0031/05/2025

 1,210,401.85

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  1,210,401.85

 1,210,401.85

A = B Checks out OK
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DRAYTON PARISH COUNCIL 

Paper DPC7b: To receive list of receipts and payments. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

The list of receipts and payments is a financial report produced by Scribe that provides a 
structured presentation of receipts and payments, sub-totalled for each code for all Cost 
Centres. The report is accompanied by the relevant invoices for information. 

Drayton Parish Council produce reports for the previous full calendar month which 
include authorised payments from the previous meeting and regular payments 
(approved annually) taken by Direct Debit and/or Standing Order.  

The report is valuable for understanding the overall records in detail and provides an 
opportunity for Council members to query receipts and payments and/or code 
allocation.  

Recommendation 

Council is asked to receive list of receipts and approved payments. 
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3 June 2025 (2025-2026)Drayton Parish Council

Listing of Receipts in each Code for All Cost Centres
(Between 01-05-2025 and 31-05-2025)

Cost Centre 1.  Income

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Pavilion Hire 53Code Number    
Invoice No

27/05/2025 13 Unity Trust Bank Hire KGV Pavilion Vintage and Collectables Roadshow S  9.17  55.00 45.832025-2026/148

£55.00£9.17£45.83Pavilion HireSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

3G Income 55Code Number    
Invoice No

31/05/2025 14 Unity Trust Bank 3G Pitch Bookings Stripe S  66.02  396.12 330.10None

£396.12£66.02£330.103G IncomeSubtotal for Code:

 75.19  451.12 375.93Subtotal for Cost Centre: 1.  Income

£375.93 £451.12£75.19TOTALS . . . . . . . . . . . . . . . . 

Page 1
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3 June 2025 (2025-2026)Drayton Parish Council

Listing of Payments in each Code for All Cost Centres
(Between 01-05-2025 and 31-05-2025)

Cost Centre 2. Finance & General Purposes

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Office Equipment 26Code Number    
Invoice No

16/05/2025 71 Credit Card Guillotine Amazon S  6.78  40.67 33.89Credit Card

£40.67£6.78£33.89Office EquipmentSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Utiliites & Services 27Code Number    
Invoice No

22/05/2025 54 Unity Trust Bank Broadband and Telephone Charges Comm Tech S  10.42  62.56 52.14954418

22/05/2025 55 Unity Trust Bank Electricity Charges LD British Gas S  22.28  133.67 111.39810127618

28/05/2025 57 Unity Trust Bank Credit Note O2 S -5.28 -31.68-26.4036467243

16/05/2025 73 Credit Card Tablet Data Lebara Mobile S  0.83  4.95 4.12Credit Card

16/05/2025 74 Credit Card Tablet Data Lebara Mobile S  0.83  4.95 4.12Credit Card

16/05/2025 75 Credit Card Tablet Data Lebara Mobile S  0.25  1.49 1.24Credit Card

£175.94£29.33£146.61Utiliites & ServicesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Handyman Equipment & Consumables 28Code Number    
Invoice No

16/05/2025 62 Credit Card Battery for Strimmer Wickes S  10.00  60.00 50.00Credit Card

£60.00£10.00£50.00Handyman Equipment & ConsumablesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Stationery & Software 201Code Number    
Invoice No

15/05/2025 48 Unity Trust Bank Printing/Copies Norfolk Copiers S  14.45  86.69 72.24506032

12/05/2025 53 Unity Trust Bank Microsoft Office 365 Licence Anglian Internet S  27.20  163.20 136.0048559

16/05/2025 69 Credit Card Date Stamp Amazon S  2.37  14.20 11.83Credit Card

16/05/2025 70 Credit Card Stationary Amazon S  2.84  17.02 14.18Credit Card

16/05/2025 72 Credit Card Printer Paper Viking UK S  11.68  70.06 58.38Credit Card

16/05/2025 76 Credit Card Adobe Annual Subscription Adobe S  39.79  238.75 198.96Credit Card

16/05/2025 77 Credit Card Adobe Annual Subscription Adobe S  39.79  238.75 198.96Credit Card

£828.67£138.12£690.55Stationery & SoftwareSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Bank Charges 215Code Number    
Invoice No

31/05/2025 56 Unity Trust Bank Service Charge Unity Trust Bank E  13.80 13.80None

16/05/2025 58 Credit Card Bank Charges Lloyds Bank E  3.00 3.00Credit Card

16/05/2025 60 Credit Card Bank Charges Lloyds Bank E  3.00 3.00Credit Card

16/05/2025 67 Credit Card Bank Charges Lloyds Bank E  3.00 3.00Credit Card

£22.80£22.80Bank ChargesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Community Newsletter 282Code Number    
Invoice No

15/05/2025 49 Unity Trust Bank Newsletter Just Regional S  39.00  234.00 195.0010639

£234.00£39.00£195.00Community NewsletterSubtotal for Code:
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20 of 118



3 June 2025 (2025-2026)Drayton Parish Council

Listing of Payments in each Code for All Cost Centres
(Between 01-05-2025 and 31-05-2025)

 223.23  1,362.08 1,138.85Subtotal for Cost Centre: 2. Finance & General Purposes

Cost Centre 3. Environment & Highways

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

NCC Highways Verges 31Code Number    
Invoice No

15/05/2025 45 Unity Trust Bank Grass Verge Cutting The Garden Guardian Ltd S  193.90  1,163.40 969.50551

£1,163.40£193.90£969.50NCC Highways VergesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Street Scene Maintenance 36Code Number    
Invoice No

16/05/2025 61 Credit Card Noticeboard Magnets Ryman Ltd S  6.65  39.89 33.24Credit Card

£39.89£6.65£33.24Street Scene MaintenanceSubtotal for Code:

 200.55  1,203.29 1,002.74Subtotal for Cost Centre: 3. Environment & Highways

Cost Centre 5. Open Spaces & Property

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Sports Facilities 58Code Number    
Invoice No

16/05/2025 68 Credit Card LD Smart Padlock Igloohome E  1.50 1.50Credit Card

£1.50£1.50Sports FacilitiesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Pavilion Maintenance 501Code Number    
Invoice No

16/05/2025 63 Credit Card Pavilion Consumables UK Cleaning Supplies S  17.32  103.93 86.61Credit Card

16/05/2025 64 Credit Card Outside Tap Repairs B&Q S  0.61  3.66 3.05Credit Card

16/05/2025 65 Credit Card LD Gutter Repairs Wickes S  1.42  8.50 7.08Credit Card

£116.09£19.35£96.74Pavilion MaintenanceSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Grounds Maintenance 503Code Number    
Invoice No

15/05/2025 50 Unity Trust Bank Sunken tarmac repairs LD A K Deeba S  232.00  1,392.00 1,160.001905

16/05/2025 59 Credit Card Flowerbed Maintenance Taverham Nursery& Shopping Centre S  12.16  72.95 60.79Credit Card

16/05/2025 59 Credit Card Flowerbed Maintenance Taverham Nursery& Shopping Centre Z  69.86 69.86Credit Card

16/05/2025 66 Credit Card LD Bollard Repairs PLG Farm Supplies S  2.45  14.70 12.25Credit Card

£1,549.51£246.61£1,302.90Grounds MaintenanceSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Security 504Code Number    
Invoice No

15/05/2025 46 Unity Trust Bank Barrier at KGV and LD Norse Commerical Services Ltd S  204.00  1,224.00 1,020.005361

£1,224.00£204.00£1,020.00SecuritySubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Pest Control 514Code Number    
Invoice No

15/05/2025 47 Unity Trust Bank Pest Control APC Pest Control Ltd S  45.00  270.00 225.0044627

£270.00£45.00£225.00Pest ControlSubtotal for Code:
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3 June 2025 (2025-2026)Drayton Parish Council

Listing of Payments in each Code for All Cost Centres
(Between 01-05-2025 and 31-05-2025)

 514.96  3,161.10 2,646.14Subtotal for Cost Centre: 5. Open Spaces & Property

Cost Centre 6. Staffing

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Salaries 61Code Number    
Invoice No

31/05/2025 88 Unity Trust Bank EE Tax & NI HMRC X  1,091.18 1,091.18None

31/05/2025 89 Unity Trust Bank EE Pensions Norfolk Pension Fund X  374.17 374.17None

31/05/2025 93 Unity Trust Bank Take-home pay Staff X  5,073.39 5,073.39None

£6,538.74£6,538.74SalariesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Employer Pension Contributions 65Code Number    
Invoice No

31/05/2025 92 Unity Trust Bank ER Pension Norfolk Pension Fund X  1,471.23 1,471.23None

£1,471.23£1,471.23Employer Pension ContributionsSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Expenses/Mileage 601Code Number    
Invoice No

31/05/2025 90 Unity Trust Bank Mileage & Allowance Staff X  232.23 232.23None

£232.23£232.23Expenses/MileageSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Consultancy Services 602Code Number    
Invoice No

06/05/2025 52 Unity Trust Bank HR Consultancy Personnel & Advice Solutions Ltd S  20.00  120.00 100.00None

£120.00£20.00£100.00Consultancy ServicesSubtotal for Code:

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Employer NI Contributions 8531Code Number    
Invoice No

31/05/2025 91 Unity Trust Bank ER NI HMRC X  793.16 793.16None

£793.16£793.16Employer NI ContributionsSubtotal for Code:

 20.00  9,155.36 9,135.36Subtotal for Cost Centre: 6. Staffing

Cost Centre 8. Earmarked Reserves

TotalVatNetVat TypeSupplierDescription Cheq. No.BankMinuteDateVchr.

Projects 8534Code Number    
Invoice No

15/05/2025 51 Unity Trust Bank Fire Risk Assessment Bowls Club Anglia Fire Assessments S  60.00  360.00 300.0010683

£360.00£60.00£300.00ProjectsSubtotal for Code:

 60.00  360.00 300.00Subtotal for Cost Centre: 8. Earmarked Reserves

£14,223.09 £15,241.83£1,018.74TOTALS . . . . . . . . . . . . . . . . 
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DRAYTON PARISH COUNCIL 

Paper DPC7c: To receive list of payments for authorisation. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Per 5.2 of the Council’s adopted Financial Regulations, the RFO shall prepare a schedule 
of payments requiring authorisation, forming part of the Agenda for the Meeting and, 
together with the relevant invoices, present the schedule to council. The council shall 
review the schedule for compliance and, having satisfied itself shall authorise payment 
by a resolution of the council. 

Recommendation 

Council is asked to receive the list of payments for authorisation. 
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Vouche Code Date Bank VAT Type Net VAT TotalMinute

Drayton Parish Council

PAYMENTS (AWAITING AUTHORISATION) LIST

4 June 2025 (2025-2026)

SupplierDescriptionCheque No

 81 Utiliites & Services 12/06/2025 Unity Trust Bank Mrs. V. S. Waples E  452.70  452.70Internal Audit Fee

 80 NCC Highways Verges 12/06/2025 Unity Trust Bank The Garden Guardian Ltd S  969.50  193.90  1,163.40Grass Verge Cutting

 83 Stationery & Software 12/06/2025 Unity Trust Bank Norfolk Copiers S  77.47  15.49  92.96Printing/Copies

 84 Community Newsletter 12/06/2025 Unity Trust Bank Just Regional S  195.00  39.00  234.00Newsletter

 95 Street Lighting Maintenance 12/06/2025 Unity Trust Bank T T Jones Electrical Ltd S  106.69  21.34  128.03Streetlighting Maintenance

 96 Insurance 12/06/2025 Unity Trust Bank Clear Councils X  5,150.42  5,150.42Inusrance Premium

 78 Grounds Maintenance 12/06/2025 Unity Trust Bank The Garden Guardian Ltd S  1,575.47  315.09  1,890.56Grass Cutting

 94 Security 12/06/2025 Unity Trust Bank Norse Commerical Services LtdS  1,054.00  210.80  1,264.80Barrier at KGV and LD

 79 3G Surface Maintenance 12/06/2025 Unity Trust Bank The Garden Guardian Ltd S  352.52  70.50  423.02Longdale 3G suface clean

 82 Pest Control 12/06/2025 Unity Trust Bank APC Pest Control Ltd S  150.00  30.00  180.00Pest Control

 87 KGV Enhancements 12/06/2025 Unity Trust Bank The Parkinson Partnership LLPS  1,000.00  200.00  1,200.00VAT Advice & Report

 85 Projects 12/06/2025 Unity Trust Bank Taurus Monitoring Ltd S  552.00  110.40  662.40Bowls Club Legionella Risk Assessment

 86 Projects 12/06/2025 Unity Trust Bank Peter Stanger E  380.00  380.00Bowls Club EICR

Total  12,015.77  1,206.52  13,222.29
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DRAYTON PARISH COUNCIL 

Paper DPC7d: Annual Governance and Accountability Return Briefing 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

The Annual Governance and Accountability Return (AGAR) is a set of documents and 
financial statements that local councils are required to prepare and submit each year in 
accordance with Proper Practices as found in the Joint Panel on Accountability and 
Governance Practitioners’ Guide. 

It is an essential part of the external audit process and serves several purposes: 

• Accountability: The AGAR provides a transparent and accountable overview of a
council's financial activities, governance procedures, and decision-making
processes. It allows the council to demonstrate its stewardship of public funds and
adherence to legal and financial regulations.

• Compliance: The AGAR helps ensure that local councils comply with statutory
requirements and regulations. It includes information on the council's financial
management, internal control procedures, and adherence to relevant laws and
regulations.

• Transparency: By making the AGAR publicly available, local councils provide
transparency and openness to their constituents. It allows residents and other
stakeholders to review the council's financial performance, budgeting decisions, and
governance arrangements.

• External Audit: The AGAR serves as a basis for the external audit of a local council's
financial statements. Once the council completes the AGAR, it is submitted to an
external auditor appointed by the Audit Commission or another approved auditor.
The auditor reviews the AGAR and issues an audit opinion, assessing the council's
compliance and the accuracy of its financial statements.

• Financial Assurance: The AGAR helps provide assurance to the council and its
stakeholders that the financial operations are conducted in a responsible and proper
manner. It ensures that the council's accounts are accurate, complete, and
reflective of the council's financial position.

PKF Littlejohn is appointed by Smaller Authorities’ Audit Appointments Ltd. (SAAA) as the 
external auditor who provide instructions to enable Council to comply with the relevant 
statute and Regulations regarding accounts and audit. 

The AGAR consists of various sections that require specific information related to the 
council's governance arrangements, financial transactions, assets and liabilities, 
income and expenditure, and other relevant details. 

It's important for local councils to prepare and submit the AGAR in a timely manner to 
comply with legal obligations and maintain transparency and accountability with their 
communities. 

Scribe, 2024 
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DRAYTON PARISH COUNCIL 

Submission Requirements 

The AGAR is made up of 3 parts. Part 1 and 2, including supporting documentation, must 
be submitted for external audit by Tuesday 1st July 2025. 

Part 1 Annual Internal Audit Report: Completed by the Council’s appointed 
Internal Auditor and received before approval of Sections 1 and 2 below. 

Part 2 The Annual Governance Statement (Section 1): Completed and 
approved by Council. Must be approved on the same day or before the 
Accounting Statements (Section 2) below.  

The Accounting Statements (Section 2): Completed and approved by 
Council. Must be certified by the Responsible Financial Officer before 
approval by Council. 

Supporting Documentation: 

• Bank reconciliation as at 31st March 2025
• Reconciliation between Box 7 and Box 8 of the Accounting

Statements (Section 2) 
• An explanation of any significant year on year variances in the

accounting statements 
• Notification of the commencement date of the period of the exercise

of public rights 
• Annual Internal Audit Report 2025
• Any further information requested

Part 3 External Auditor’s Report and Certificate (Section 3): Completed by 
the external auditor upon receipt of Part 1 and 2 and supporting 
documentation. 

Publication Requirements 

Under the Accounts and Audit Regulations 2015, authorities must publish the following 
information on the authorities website/webpage: 

Before 1st July 2025 

• Notice of the period for the exercise of public rights and a declaration that the
accounting statements are as yet unaudited 

• Annual Governance Statement (Section 1), approved and signed
• Accounting Statements (Section 2), approved and signed

It is recommended as best practice to also publish the Annual Internal Audit Report. 

No later than 30th September 2025 

• Notice of conclusion of audit
• External Auditor Report and Certificate (Section 3)
• Sections 1 and 2 AGAR including any amendments as a result of external

audit 

Recommendation 

Council is asked to note the briefing paper for information. 
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DRAYTON PARISH COUNCIL 

Paper DPC7e: Annual Internal Audit Report 2024-2025 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

The Council is responsible in law for ensuring that its financial management is adequate 
and effective. Similarly, the Council must ensure that there is a sound system of internal 
control which facilitates the effective exercise of the Council’s functions and the 
arrangements for the management of risk. Internal Audit is a key component within that 
overall system of internal control. 

The purpose of the Internal Audit is to review whether the systems of financial control 
and other controls over the activities of the Council are adequate, effective, and in line 
with current regulations. Whilst Internal Audit would not actively seek evidence of fraud, 
corruption, error or mistakes, it can assist the Council in its responsibility for the 
prevention and detection of such occurrences.  

The Annual Internal Audit Report 2024-25 

During the financial year ended 31st March 2025, the Council’s appointed internal 
auditor, Victoria Waples, acting independently and on the basis of an assessment of risk, 
carried out a selective assessment of compliance with the relevant procedures and 
controls in operation and obtained appropriate evidence from the Council.  

The End-of-Year Audit was carried out on 26th May 2025 and on the basis of the findings in 
the areas examined, the internal audit conclusions are summarised in the attached 
AGAR Annual Internal Audit Report. The full report provided by the Internal Auditor is also 
provided for information.  

Outcome 

The Internal Audit conclusions confirmed, in all significant respects, that the control 
objectives were achieved throughout the financial year to a standard adequate to meet 
the needs of the authority and the Council received one recommendation for 
consideration by Finance & General Purposes Committee. 

Publication 

Under the Accounts and Audit Regulations 2015, there is no publication requirement for 
the Annual Internal Audit Report but publication is recommended as best practice. 

Recommendation 

Council is asked to note the Internal Audit Report and approve publication on the Parish 
Council website.  
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DRAYTON ANNUAL INTERNAL AUDIT – 2024-2025 FINAL 

1 

Report to Drayton Parish Council 
Internal Audit of the Accounts for the Year Ending 31st March 2025 

The primary objective of Internal Audit is to independently review, appraise and provide assurance upon the control environment, 
making sure that controls are mitigating the Council from increased risk exposure, and to achieve this, the internal auditor will 
adopt a predominantly systems-based approach to audit. 

The Annual Accounts at the audit review of 31st March 2025 can be summarized as follows: 

Income to date: £271,816.74 

Expenditure to date: £230,603.55 

Precept figure: £196,495.52 

General reserves: £155,328.47 

Earmarked reserves: £298,444.36 

Restricted reserves: (CIL) £669,805.64 

The following Internal Audit work was conducted on the adequacy of systems of internal control in accordance with the scope 
previously approved by the Council with particular emphasis upon the following: 

• Review and assess the soundness, adequacy, effectiveness and reliability of financial and performance management
systems 

• Review and assess the efficiency and effectiveness of internal control arrangements and working practices and make
recommendations to improve these where appropriate 

• Review and assess the adequacy of procedures to ensure the Council's assets and interests are adequately protected and
risks are identified and effectively managed 

• Check for compliance with legislation and the Council's integrity and ethical standards, policies and procedures
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DRAYTON ANNUAL INTERNAL AUDIT – 2024-2025 FINAL 

2 

Comments and any recommendations arising from the review are made below. 

Subject & tests conducted Comments/Recommendations 
1. Proper book-keeping.

Examination of 
• Cashbook
• Reconciliations of cashbook

The Council continues with its use of the Scribe Accounting Financial Package to produce 
reports on an Income and Expenditure basis. Council’s gross income and expenditure has 
been above the threshold of £200,000 for three (3) continuous years and this is the 
correct format for the reporting of council’s transactions. 

The Clerk has used the full accounting package to ensure that transactions are allocated 
to cost codes to reflect the budgetary responsibility of its standing committees. The 
system allows multiple users to access the details of the financial transactions of the 
council thereby ensuring that a full audit trail is available to the internal auditor for the 
audit review. 

An analysis of the accounting procedure ensures that the Responsible Financial Officer 
(RFO) uses the financial package to achieve an accurate presentation of the authority's 
true financial position by focusing on the balance of economic benefits that it has under 
its control, rather than just its bank balance. The RFO has used the full suite of accounting 
and reporting tools associated with the package to produce clear financial management 
information to the council on both a monthly and annual basis. 

Spot checks were made and were found to be correct. Cash books are reconciled on a 
regular basis. Spot checks were made and found to be correct.  
Comment: It is noted that, effective April 2025, the RFO will ensure that all payments and 
receipts documentation are referenced with account settlement dates to ensure the 
integrity of data being input and processed. 

Statutory powers are granted by Parliament and give local councils the choice or 
opportunity to take action and are therefore discretionary. Like all powers given to public 
bodies the powers of local councils are defined in detail in legislation and these details 
may include a requirement to obtain the consent of another body. Local Councils must 
exercise their powers subject to the provisions of the general law. 
Comment: the RFO has still to explore the implementation of the use of the cashbook to 
make reference to the powers used to incur expenditure.  

2. Payment controls.
Examination of: 
• Understanding of the process involved for

VAT is identified in the cash book and reclaimed on a regular basis. The RFO uses the 
accounts software to fulfil the Making Tax Digital requirements. The VAT Assessment File 
for the last quarter of 2023-2024 to 31st March 2025 in the sum of £5,984.30 as recorded 
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DRAYTON ANNUAL INTERNAL AUDIT – 2024-2025 FINAL 

3 

reclaiming VAT 
• Expenditure controls
• Credit Card payments
• Internal Banking controls
• Procurement controls
• General power of competence
• Grants
• Public Works Loans

in the Scribe accounting system (and as referenced in the year-end internal audit report) 
was submitted in April 2025 and correctly recorded as a year-end debtor in the balance 
sheet for the year ending 31st March 2025. The VAT reclaim for Quarter 3 of 2024-2025 
in the sum of £5,984.30 was settled in February 2025.  

It is confirmed that for the year under review, the RFO has ensured that VAT has been 
appropriately identified in relation and correctly coded according to the council’s 
business and non-business activities within the  financial records of the software used 
thereby confirming that robust arrangements are in place for managing its 
responsibilities regarding VAT. 
Comment: in accordance with Proper Practices for authorities reporting on an income 
and expenditure basis the RFO had ensured that the amounts of VAT collected from 
customers, paid to suppliers, and payable to, or repayable by HMRC was posted to a 
creditor account at year-end. 

Following ongoing discussions in relation to the King George V Pavilion Refurbishment 
Project, council, at its meeting of 10th October 2024, resolved to appoint The Parkinson 
Partnership to advise on the VAT implications of the renovation of the KGV Pavilion and 
review the council’s overall VAT activity.  
Comment: in recognising the complexities in relation to the VAT recover on construction 
and refurbishment projects, council has sought to ensure that it will be in a position to 
receive practical advice and expertise in the VAT recovery on specialized projects. 

A further selection of random payments (18) including all single payments over £2,500 
were cross checked against payment authorisation slips, cash book, bank statement 
and invoices and all were found to be recorded/ authorised in accordance with Proper 
Practices. In accordance with its own Financial Regulation 5.2, all expenditure is 
presented to council on a monthly basis for review and authorisation for payment is 
made by resolution. 

A further spot check of items paid via the BACS/Direct Debit system from the Council's 
Accounts were cross checked against cashbook, bank statements and invoices. All were 
found to be in order. A spot check of payments made under contractual terms were 
further analysed and all were found to be in accordance with agreed schedules and sums 
approved.  
Comment: The council shows good practice by ensuring that standing order payments 
and direct debits incurred for the month are submitted to full council in accordance with 
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council’s own standing orders and financial regulations. 

Access to the Scribe Accounting system supported by a review of the associated 
paperwork for the settlement of invoices via electronic means, enables the council to 
demonstrate that it has in place an effective control over movement through the 
council’s accounts and is operating within Financial Regulation 6.5. 

Spot checks were conducted on the Credit Card statements for the period under review 
and statements were interrogated to ensure a clear audit trail from point of purchase to 
allocation on the statement. The account is subject to automatic payment in full at each 
designated date for the month-end.  
Following the interim internal audit report, clarity has been given on the limits of the 
card within council’s Credit Card Policy (stated at £1,000) with recognition that the limit 
is the maximum limit per card at any one time. Council currently operates with three 
cards as reflected in the limits shown on the credit card statement. It is noted that this 
policy was amended by the Finance and General Purposes Committee at its meeting in 
April 2025 and scheduled for review and adoption at the June meeting of full Council.  
Comment: with reference to council’s own Financial Regulation  6.17, council has ensured 
that it adheres to the specific control procedure for the use of any payments by a credit 
card with the limits authorised by the council. 

Council follows good practice by ensuring that, on receipt of invoices, verification that 
the relevant goods or services have been received is obtained and invoices checked to 
ensure that the arithmetic is correct, agreed discounts have been deducted and 
everything is acceptable regarding reclaiming the VAT.  

Council continues with its procedure, in accordance with Council’s Financial Regulation 
6.4, of retaining a two-tier security system for payments which are settled by the BACS 
system. In the case of BACS payments, the RFO may set up transactions online for 
approval in advance, once the Council or Finance & General Purposes Committee 
approves the accounts for payment, two bank signatories shall authorise the 
transactions online using their own unique ID. The system ensures that two authorised 
bank signatories sign the instructions for each payment. In the actions undertaken in 
committing the council’s resources, council is operating within Financial Regulations 5.2 
through to 5.30. 
Comment: whilst this not only protects the RFO and fulfils an internal control objective to 
ensure the safeguarding of public money and allows the council to have in place specific 
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control procedures for payments by bank transfer or other electronic means and a 
process and mitigating action to protect the council against payment of invoices which 
may show fraudulent bank account details. 

During the period under review there were no new significant contracts awarded. 

The council has not confirmed that it is eligible to exercise the General Power of 
Competence and as such is unable to use the discretionary power to do anything that an 
individual can do unless specifically prohibited by law. 

Council operates a community grants programme which is aimed at providing financial 
support to organisations undertaking activities for the benefit of the residents of 
Drayton. For the year under review, grants totalling £1,195 against a budget of £3,000 
were paid out. Grants approved for the year under review can be seen on the council’s 
website within the minutes for the year. 
Comment: The Local Government Transparency Code 2015 requires all Parish Councils to 
publish data if they have a gross annual income or expenditure exceeding £200,000. The 
Code specifies how frequently data is to be published, be it quarterly, annually or once 
only, but in many cases encourages more frequent publication. Section 42 provides clarity 
on the manner in which this information should be produced whilst section 43 details the 
information that must be published as a minimum: date the grant was awarded; time 
period for which the grant has been given; local authority department which awarded the 
grant; beneficiary; beneficiary’s registration number (if applicable) summary of the 
purpose of the grant, and amount.  

The council has no outstanding public works loans. 
3. Standing Orders

Examination of: 
• Compliancy
• Annual Review
• Adherence
• Appointment of Responsible Financial Office

Council’s Standing Orders, were formally reviewed by the Finance and General Purposes 
Committee in April 2023. The reviewed Standing Orders are based on the latest model 
published by the National Association of Local Council (2022) with amendments relating 
to Procurement and Financial Thresholds. As such they are compliant with legislation and 
have been adapted (where they are not statutory requirements) to ensure that they are 
relevant to the Parish Council.  
Comment: at the April meeting of the Finance and General Purposes Committee, the 
meeting noted that NALC have updated a number of provisions within the Model 
Standing Order (England). It is expected that the revised orders will be considered at the 
July meeting. Main amendments included revisions to section 18 to comply with new 
procurement legislation and ensure consistency with their Model Financial Regulations. 
The changes are to 18.a.v, 18.c, 18.d, and 18.f. NALC have also updated Model Standing 
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Order (England ) section 14 to better reflect Code of Conduct requirements. 14.a, 14.b, 
and 14.c have been removed. NALC have also changed the language in the document to 
gender-neutral terms to align with their policy and the Civility and Respect Project.  

Financial Regulations (FR), were adopted at the meeting of 6th April 2023 with 
amendments approved as part of amendments to council’s overall internal governance 
at the May meeting of full Council along with amendments to the statutory limits for 
procurement. The regulations are based on the 2019 version as produced by NALC with 
updated amendments. 
Comment: at the next review, council should seek to adopt the Model Financial 
Regulations as issued by NALC in March 2025 tailoring the budgeting and financial spend 
thresholds to the council.  

The Council, in accordance with proper practices and with reference to section 151 of 
the Local Government Act 1972, has employed a Responsible Financial Officer (RFO) who 
is responsible for the financial administration of the authority. Section 1.8 of the 
Council’s FR’s demonstrates that this a statutory office appointed by the Council. 

4. Budgetary controls.
Examination of: 
• Verification of process of setting of budget
• Monitoring of budget
• Reserves

Full Council approved the budget for 2024-2025 at its meeting of 11th January 2024 to be 
funded by the precept and known income streams. Paperwork seen by the internal 
auditor demonstrates that the budget set is detailed and should prove an effective 
budgetary control for the year under review. 

As previously confirmed, at the meeting of 11th January 2024, council resolved to accept 
the recommendation from the Finance and General Purposes Committee to set the 
precept to be levied on the parishioners of Drayton at £196,495.51. The minutes 
demonstrate that this would result in a 2% increase. 

The budget for the year 2025-2026 was approved at the meeting of 16th January 2025 
with the minutes confirming that council resolved to set a revenue budget of 
£262,389.49 to be funded from the precept and known income streams. The approved 
precept to be levied on the parish was confirmed as £209,784.00 which would equate to 
a 3.2% or £3.19 increase for a Band D property over that set for the previous year. 
Comment: in response to comments raised in the interim internal audit report,  to ensure 
clarity and transparency, council has expanded the minutes to show not only the 
percentage (%) but also the financial increase (£) the precept being set would have on a 
Band D Council Tax dwelling, taking into account movement in the tax base, over that set 
for the previous year.  
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A review of the budget including detailed income and expenditure position is reported 
to the Council in accordance with council’s own standing orders. Evidence was seen of 
budget report to actual with committed expenditure and funds available for the 3rd  
quarterly financial report. The written report from the RFO, in accordance with Financial 
Regulations, clause 4.8, reports on variances in income and expenditure exceeding 15% 
of the budget. Such reports submitted by the RFO provide clarity on the day-to-day 
functioning of the revenue budgets along with transactions to/from Earmarked 
Reserves allowing for an understanding of the use of the annual precept funds and 
existing funds in the context of the Council’s overall budget assessment process. For the 
period under review, there were no significant unexplained variances from the budget, 
and it was considered that the budget was overperforming for that time of the year with 
no concerns to be brought to the council’s attention. 
Comment: Council shows good practice by following the recommended key stages as to 
the budgetary process to be followed for the year and ensures that in its monitored 
actual performance against its budget during the year taking corrective action where 
necessary. Council continues to demonstrate that it shows good practice by following the 
recommended key stages as to the budgetary process have been followed throughout the 
year under review. 

The RFO continues to ensure that virements between budgets are considered by full 
Council as and when they arise, subject to Financial Regulation 4.2, which states that 
“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’).”  

The council, as at 31st March 2025, had overall reserves totalling £1,123,578.47  - General 
Reserves stood at £155,328.47with agreed Earmarked Reserves of £968,250.00 The 
Reserve Transfer Report for the year (as produced from the financial system used by the 
council) was reviewed during the year-end audit. Transactions were verified with the 
status of each earmarked reserve being noted and explanatory notes give for their 
movement. 
Council will be aware of the guidance as issued by Proper Practices which states that it is 
regarded as acceptable for a council’s general (non-earmarked revenue) reserves to be 
equal to 3 to 12 months of Net Revenue Expenditure and should ensure that the level of 
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general reserves adopted is in accordance with its General Reserve Policy. There is no 
upper limit for Earmarked Reserves, but they should be held for genuine and intended 
purposes and their level subject to regular review and justification (at least annually). 
Comment: council has noted guidance as issued that each authority needs to adopt, as a 
general reserve policy, the level of reserves that are appropriate to their size, situations, 
risks and plan budgets accordingly so that the adopted level is maintained.  
It has been confirmed that the Reserve Policy as seen on the council’s website is scheduled 
for annual review during the year 2025-2026. 
Council’s Reserve Policy, as adopted, states that the level of General Reserves shall be 
reviewed on an annual basis during the annual budgetary review and agreed by the 
Parish Council. The minimum level of General Reserves shall be recommended to the 
Parish Council by the Responsible Financial Officer. This will form part of the 
recommendations for the Annual Budget and Precept request by the Parish Council. The 
policy outlines the current level of General Reserves to be held by the Council which is 
set at equal to between three and six months of predicted expenditure. 

5. Risk Management.
• Annual Review and Minuted
• Review of risks associated with
 Financial Management
 Governance
 Building/ Assets

• Insurance in place
 Adequate
 Reviewed

• Fidelity Guarantee Cover Insurance
 Adequate
 Reviewed

• Internal Controls documented and
regularly  reviewed 

The Council’s Governance and Risk Management Policy and Register as reviewed by the 
Finance and General Purposes Committee at its meeting of 24th April 2025 and adopted 
by the Council at the meeting of 15th May 2025 covers the financial year 2024-2025 and 
follows an internal review to ensure that there is protection in place for council’s assets 
and that the manner in which council operates is in conformity with its overall 
objectives. The document is regarded as a “live” register with evidence provided that 
the council’s internal controls were updated the previous year to align with the council’s 
current practices and to reflect the latest regulations, ensuring that relevant documents 
meet the required standards and promoting accountability, transparency, and efficiency 
in the council’s operations.  
Comment: Council continues to ensure that it acts within the sphere of the controls as 
set out in the Risk Register and has demonstrated that in accordance with Proper 
Practices and with reference to the Accounts and Audit Regulations 2015, it has in place 
safe and efficient arrangements to safeguard public money and that a regular review of 
the safety of the parish council’s assets and in particular its money, is part of the 
methodical manner in which Council addresses the risks associated with the activities 
and services it provides.  

Public / Products liability cover is £10million, Employer’s Liability cover is £10million, 
Officials Indemnity is £500thousand and Fidelity Guarantee is £1million. 
Comment: whilst council is aware that Fidelity Guarantee (Employee's Dishonesty) cover 
at £1million is not in accordance with guidance, which provides that the cover should be 
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at least the sum of the year-end balances plus 50% of the precept/grants to be received 
in the following April/May, it has reviewed this position and sought clarification from its 
current insurance providers over the increased cost to council to ensure cover for the 
maximum risk exposure (as determined by the council). The minutes of the February 
2025 meeting of full council confirm that it agreed to maintain the cover at £1million as 
an increase would result in a referral to the insurance underwriter with estimated 
premiums outweighing the risk of exposure. 

At its meeting of 9th May 2024, following a review by the Finance and General Purposes 
Committee (25th April 2024), full Council reviewed and approved the insurance schedule 
for 2024-2025 noting that council, at renewal, was in year 2 of a 3-year long-term 
undertaking with its current provider. The review ensured cover to be continued 
through to the coming year in accordance with the long-term undertaking that was in 
place. The Council requested that the reinstatement values of the buildings were double 
checked for purpose of insurance. A review of the Council’s assets and risk confirmed 
that increases in cover to the council’s play areas was approved.  
Comment: in accordance with Proper Practices, Council has identified its key risks and 
taken steps to manage them in a way which it can justify to a level which is tolerable by 
transferring the risk and buying in services from specialist external bodies and taking out 
insurance. Overall Council has understood the requirement to have in place safe and 
efficient arrangements to safeguard public money. 

A scan of the minutes did not give rise to any unusual financial activity and there were 
no actions of a potentially unlawful nature being considered. A review of the financial 
year end process confirms that there were no events that have occurred after the 
financial year-end that need to be considered by the council prior to the approval of the 
accounting statements in June 2025.  

The council is operating within its own internal control measures, and the minutes of the 
Finance and General Purposes Committee meeting of 24th April 2025 demonstrate formal 
evidence that, as part of the financial risk management, Council formally reviewed the 
effectiveness of its internal control arrangements for the year 2024 – 2025. The adoption 
of an Internal Control Statement for the year 2024-2025, provides details of the purpose 
of the system of internal control; the personnel involved with the internal control regime, 
internal and external audit remit, review of effectiveness of internal control along with 
an action plan to address issues raised within the internal control process. The 
Committee agreed to recommend to Council that it has met its obligations in relation to 
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Assertion 2 of the Annual Governance Return. 
Comment: Council has ensured conformity with the requirements of Regulation 6 of the 
Accounts and Audit Regulations 2015 and formally reviewed the effectiveness of its 
system of internal control. 

The detailed reviews submitted as part of the specific internal control checks 
demonstrates that Council has taken steps to ensure that is has processes in place to 
enable it to identify, assess and record the control mechanisms in place to ensure that 
all reasonable steps are taken to safeguard and protect public finances. Safe and efficient 
arrangements are  also in place to cover how the council orders goods and services, 
incurs liabilities, manages debtors, makes payments and handles receipts. 

The council has also considered specific control procedures for payments by bank 
transfer or other electronic means and a process including mitigating actions has been 
undertaken to protect the council against payment of invoices which may show 
fraudulent bank account details and has demonstrated that it has taken steps to identify, 
assess and record the control mechanisms in place to ensure that all reasonable steps 
are taken to safeguard and protect public finances. 
Comment: Council has noted that in accordance with Regulation 6 of the Accounts and 
Audit Regulations 2015, it should conduct a formal review of its system of internal control 
and should have in place monitoring documents which would identify the risks involved 
with and the potential for improvements to its arrangements to protect public money. 

6. Income controls.
 Examination of: 
 Precept
 CIL
 Other income
 Review of charges
 Debtors

Council received precept in the sum of £196,495.51 from Broadland District Council for 
the period under review in April and September 2024 as reported in the quarterly budget 
monitoring reports submitted to the Finance and General Purposes Committee its 
meetings in July and October 2024. Evidence was provided showing a full audit trail from 
precept being discussed and approved to being served on the Charging Authority to 
remittance advice showing the precept to be paid and receipt of same in the council’s 
bank account. 

During the year under review, Council received CIL receipts totalling £10,426.31 
(£5,283.99 on 19th April and £5,142.32 on 25th October 2024). The RFO maintains a 
comprehensive spreadsheet detailing running totals along with expiry date of money 
received. The RFO has created an earmarked reserve for retained CIL balances. CIL 
receipts received are reported within the financial reports submitted to the Finance & 
General Purposes Committee, the minutes of such meeting being reported to full council, 
with further analysis within the CIL Project Lists detailing progress against committed 
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funds. 

The Annual CIL Statement for 2024-2025 is expected to be approved at the council 
meeting of 12th June 2025 at which the annual accounts and supporting documentation 
were received and approved. The statement, for the year ending 31st March 2025, 
demonstrates that there is a retained balance of £669,805.64 which has been transferred 
into in an Earmarked Reserve specifically allocated, in accordance with the Regulations 
and was available to view on the council’s website. 
Comment: council is aware that the Regulations provided clarity on the timing of the 
reports, and by which date they should be brought into the public domain. 

18 randomly selected receipts paid under BACS / Direct Credit into the council's accounts 
were cross checked against cashbook, bank statements and invoices raised by the 
council. All were found to be in order with a clear underlying audit trail. The council’s 
minutes show receipt of and approval of a list of receipts occurred during a specified 
period, which are included within the published minutes of the council’s meetings. 
Comment: Council has ensured that appropriate control procedures are in place and 
documentation is in existence to provide a clear audit trail from invoicing through to 
recovery of all such income. 

A review of the “Aged debtor” listings as at 31st March 2025 was undertaken with 
assurances given that appropriate follow up action is in place for those small outstanding 
accounts with the parish council. The RFO confirms that there were no accounts that 
gave cause for concern. 
Comment: Council is aware that Proper Guidance states that uncollectible amounts, 
including bad debts, should only be written off with the approval of members, or under 
delegated authority by the RFO and that such approval should be shown in the accounting 
records. 

At the meeting of 17th October 2024, the Open Spaces & Property Committee conducted 
a review in its consideration of the hire charges for the open spaces and property under 
the remit of the council. The final approved schedule was approved as part of the budget 
proposals as approved in January 2025 to take effect from April 2025. 
Comment: Council is aware that where it has self-generated income (other than the 
precept) it should consider situations that may lead to a loss of revenue as well as 
increased costs and ensure that appropriate measures are put in place to account for 
significant impacts to this revenue stream. Council is mindful of its own Financial 
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Regulation 9.3 which requires all fees and charges to be reviewed on an annual basis. 

7. Payroll controls.
Examination of: 
• Management of payroll
• PAYE/NIC system in place
• Compliance with HMRC procedures
• Records relating to contracts of employment
• Compliance with Pensions Duties
• Treatment of expenses

The council's payroll service is outsourced and operated by the Norfolk Association of 
Local Councils in accordance with HM Revenue and Customs guidelines. The council is a 
member of the Local Government Pension scheme (LGPS) as administered by Norfolk 
County Council.  

At the year-end, council had three employees on its payroll – Clerk and Responsible 
Financial Officer, Deputy Clerk and Facilities Manager and Parish Ranger.  

Cross-checks were completed on a sample of payments covering salary, PAYE and 
pension contributions and these were all found to be in order. In accordance with Proper 
Practices, PAYE taxes and employee and employer National Insurance contributions (NIC) 
are calculated and recorded for every employee. Deductions are paid to HM Revenue 
and Customs and Norfolk County Council on or before the dates prescribed. 
Comment: There are robust payroll arrangements in place which ensures the accuracy 
and legitimacy of payments of salaries and wages, and associated liabilities and as such 
the Council has complied with its duties under employment legislation and has met its 
pension obligations. 

Salaries are paid in accordance with contracted hours worked and timesheets for office 
staff and labour including those for overtime were seen. Payroll records including 
variations to contracts with approval dates of such revisions are accurately maintained 
and held securely by the Clerk to the council. All staff are paid at the agreed rate of pay 
as outlined in the 2024 agreement for Local Government Services Pay (as issued by the 
National Joint Council for Local Government Services). 
Comment: in accordance with Proper Practices, Council has ensured that the 
remuneration payable to all employees has been approved in advance by the Council.  

Electronic payments to all staff are made, in accordance with the approved procedure 
for accounts payable and as outlined under Financial Regulations 7.1-7.4. The payments 
to staff by bank transfer are ratified at meetings of the Council in accordance with 
Financial Regulation 7.5. 
The Council continues with the retention of the services of Personnel and Advice 
Solutions Ltd for ongoing support on Human Resource matters which includes (inter alia) 
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the updating of employment contracts, staff handbooks and all necessary employment 
related documents and written procedures. Amendments to staff contracts are reviewed 
and overseen by the Staffing Committee under delegated powers with formal approval 
submitted to full Council as recommendations going forward. 

Council is aware of its pension responsibilities with all members of staff being members 
of the Norfolk County Council Local Government Pensions Scheme. The council’s re-
enrolment with The Pension Regulator was submitted on 31st March 2025. 
Comment: Council is aware that every three years an employer must put certain staff 
back into a pension scheme. This is known as ‘re-enrolment.’ This is an employer’s legal 
duty under the Workplace Pensions legislation and council are required to confirm to the 
Pension Regulator know when they have completed the task by completing and 
submitting a re-declaration of compliance.  

8. Asset control.
Examination of: 

• Asset Register
• Checks on existence of assets
• Recording of fixed asset valuations
• Cross checking on insurance cover

The asset register for the year-ending 31st March 2025 was reviewed for appropriateness 
and accuracy and will be submitted for formal approval at the full Council meeting in 
June 2025. The asset register as reviewed reflects those items listed under insurance and 
within the parish council's remit for maintenance and ownership. The Asset Register has 
been fully integrated into the Scribe accounting system which allows for the recording of 
assets at a determined cost (acquisition) or at a suitable proxy cost. Where assets have 
been gifted or where there is no known value, a proxy value of £1 has been applied. The 
register details assets held by the Council which have been defined as Fixed Assets and 
stands at £925,609.98.  

There are appropriate measures in place to allow for the tracking of additions and 
disposals from the previous year to the current year with the asset register value at 31st 
March 2024 being recorded as £912,966.08. The approved itemised list as at 31st March 
2025 will form the basis of Box 9 of the Annual Governance and Accountability Guide and 
includes long term investments as at year-end. 
Comment: Council follows the requirements for smaller authorities to record each asset 
at its original purchase cost or were the original purchase cost is unknown at the time of 
first recording on the asset register, a current value is recorded, which acts as a proxy 
value to the original cost and will remain unchanged until disposal. 

From a review of the asset register of 31st March 2025 alongside the insurance cover 
provided, confirmation is given of the overall adequacy of cover of insurance for the 
ensuing year. Appropriate insurance is in place under generic category headings based 
on policy declared values. The Finance and General Purposes committee at its meeting 
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of 24th April 2025, reviewed the asset register for appropriateness and accuracy along 
with the scope and method of valuation for appropriateness. A review of the asset 
acquisitions and disposals was undertaken, and agreement was forthcoming that there 
were no applicable amendments required. 

The council has used a preferred threshold value for exiting assets and has ensured that 
the fixed asset value for any individual item will not usually be altered from year to year 
(unless a material enhancement has taken place). Council is aware that assets that are 
either under construction or are materially enhanced should only be included in the asset 
register once they are complete and they benefit the community. 
Recommendation: as council has chosen a minimum value for the reporting of fixed 
assets and general consumables, this should be minuted and reviewed at least 
annually. Council might wish to adopt a fixed asset policy which would confirm the 
setting of the base register for reporting purposes. 

Premises cover is shown for three identified premises with all risk cover for items listed 
under generic headings for those located within the boundaries of Drayton. Specified 
cover is listed for street furniture and playground equipment. 
Comment: in accordance with Proper Practices, Council has identified its key risks and 
taken steps to manage them in a way which it can justify to a level which is tolerable by 
transferring the risk and buying in services from specialist external bodies and taking out 
insurance. Overall Council has understood the requirement to have in place safe and 
efficient arrangements to safeguard public money and council’s assets. 

9. Petty cash/expenses procedure The council does not operate a petty cash system. 

10. Bank reconciliation.
Examination of: 
• Reconciliations
• Cashbook
• Bank Statements
• Investment Records
• Investment Strategy

Bank reconciliations are completed on a regular basis and reconcile with the cash sheets. 
Overall there is regular reporting of bank balances within the detailed financial reports 
submitted to the parish council and Finance and General Purposes Committee Meetings. 
Comment: Council is aware that, in accordance with Proper Practices, the bank 
reconciliation is a key tool for management as it assists with the regular monitoring of 
cash flow which aids decision-making, particularly when there are competing priorities. 
In accordance with Proper Practices.  

Council is able to evidence that it is working in accordance with guidance issued within 
Proper Practices which state that bank reconciliations should be prepared routinely, 
subject to independent scrutiny and signed  by members. Section 5.18 states that  “It is 
a requirement of the current model financial regulations that bank reconciliations be 
prepared regularly, approved by members and signed as part of the regular minute 
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record.”  The RFO has ensured that the bank reconciliation is available for all to view and 
is uploaded to the shared drive accessible to all councillors. 
Comment: council might wish to confirm, via a minute reference, that such a review has 
taken place. This is not only good practice but is also a safeguard for the RFO and fulfils 
one of the authority’s internal control objectives.  

Council has implemented a system whereby regular bank reconciliation reviews are 
undertaken by a member of the Finance and General Purposes Committee, thereby 
separating the roles of overview from that of authorisation, of the effectiveness of its 
system of internal control to ensure that it has mitigation measures in place to address 
the risks associated with the management of public finances.  

Bank balances as of 31st March 2025 agree with the position bank statements (or 
acknowledging letters of statements) and for the period end stood at £1,118,311.56 
across the accounts held in the parish council’s name. 

Drayton parish council currently holds investments with Cambridge Building Society; 
Nationwide Building Society; Skipton Building Society and Broadland District Council – all 
of which have been placed in investment strategies that are regarded as short-term 
investments. Following the recommendation raised within the interim internal audit, 
council has sought clarification and reviewed the terms of each account held in the name 
of the parish council. It has been confirmed that the accounts were established to spread 
the financial exposure of the council and not intended as long-term assets.  

Council’s Investment of Surplus Funds policy (as adopted in 2018) states that it is not the 
policy of the council to have any long-term investments and that the maximum period 
for the investment of funds should be managed so as not to compromise availability 
using the appropriate cash flow projections provided by the RFO and Chair of the (then) 
Governance Committee. Council’s policy provides definition as to long-term investments 
and the procedures in place for monitoring, assessing and mitigating the risk of loss of 
invested sums.  
Comment: Council’s Investment of Surplus Funds Policy, is included for review within the 
Document Review Schedule and it is expected that it will follow guidance on investments 
as issued by the Secretary of State under section 15(1)(9) of the LGA 2003 (third edition). 

11. Internal Audit:
Examination of: 
• Reporting of Previous Internal Audit Reports

The interim Internal Audit Report for the period ending 31st October 2024 was formally 
considered and approved by the parish council at the meeting of 13th February 2025 
following a review by the Finance and General Purposes Committee at its January 2025 

43 of 118



DRAYTON ANNUAL INTERNAL AUDIT – 2024-2025 FINAL 

16 

• Review of internal audit
• Appointment of internal auditor
• Review of effectiveness of internal audit

meeting. The minutes of full Council confirm that it approved the actions to be 
undertaken by the committee in response to the recommendation made within the 
interim internal audit report which also included the retention of the existing Fidelity 
Guarantee cover at £1million and to publish financial data in accordance with the 
requirements of the Local Transparency Code 2015.  

The following recommendations as raised in the internal audit report for the period 
ending 31st October 2024 having been considered by full Council, were the subject of a 
separate action plan which provided commentary on the procedures to be followed by 
the council to address the comments / recommendations raised: 

1. Transparency in the budgetary process followed by council to incorporate within the 
minutes the budget being set and the reasoning for the budget 

2. Review of level of Fidelity Guarantee (Employee and Councillor Dishonesty)
3. Clarification of the maximum limits of the credit cards held in the name of the

parish council within the adopted Credit Card Policy 
4. Adoption of an Investment Policy
5. Review of long-term investments to ascertain whether they should be treated as 

long-term assets 
6. Publication of financial data in accordance with the provisions of the

Transparency Code 2015 – actioned April 2025 
7. Review of the Document Retention Policy – to be undertaken in July 2025
8. Review of Council’s adopted policies – to be undertaken in July 2025
9. Review of council’s website use of cookies and adoption of a Cookie Policy

Comment: Council has followed guidance which confirms that, in accordance with Proper 
Practices, the annual review of internal audit should be received and recorded as such by 
the Council (or delegated committee). Any actions planned from the outcomes of the tests 
undertaken along with the narrative reports from the Internal Auditors should be the 
subject of an audit plan detailing actions to be undertaken, members or officers 
responsible for delivering improvement and deadlines for the completion of the actions.  

Mrs Waples was confirmed as being appointed to act as the parish council’s 
independent internal auditor  for the year 2024-2025 at a meeting of full Council of 8th 
August 2024 following a recommendation by the Finance and General Purposes 
Committee at its meeting of 24th July 2024 at which the internal audit plan was reviewed. 
In accordance with the Accounts and Audit Regulations 2015, the council formally 
reviewed the scope of its internal audit arrangements at the meeting at which the 
internal auditor was appointed which covered an assessment of the scope of internal 
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audit, independence, and  competence of the internal auditor, audit planning and 
reporting along with overall responsibility for each function. All were found to be 
acceptable to the council along with the audit plan produced. 

The internal audit dates were agreed by mutual convenience and council was provided 
with and signed a letter of engagement for the year 2024-2025 outlining the scope of 
internal audit activity; independence of the internal auditor, rights of access; reporting 
and remuneration.  
Comment: as outlined in proper practices, council has understood that it should have a 
letter of engagement detailing roles and responsibilities for internal audit, audit planning 
and timing of visits, reporting requirements; access to information; period of engagement 
and remuneration.  

12. External Audit
Examination of: 

• Reporting of External Audit Report

As reported in the interim internal audit, the External Auditor’s Certificate and Report 
for the year ending 31st March 2024 was considered by the Parish Council at its meeting 
of 12th September 2024. A review of the External Audit Certificate on the Council’s 
website notes that the information in Sections 1 and 2 of the AGAR is in accordance with 
Proper Practices and no other matters have come to their attention giving cause for 
concern that relevant legislation and regulatory requirements have not been met. 
Comment: Council has noted the provisions of Regulation 20 (in part) of the Accounts and 
Audit Regulations 2015 which states that once the annual audit letter is received from 
the auditor, the members of the authority (not a committee) must meet to consider that 
letter as soon as reasonably practicable.  

In accordance with the Accounts and Audit Regulations 2015, as a smaller authority with 
either income or expenditure exceeding £25,000 but not exceeding £6.5 million, it is 
confirmed that the Council has complied with the requirements of the Accounts and 
Audit Regulations 2015 for the year ending 31st March 2024 and published the following 
on its website:  
Annual Internal Audit 
Section 1 - Annual Governance Statement  
Section 2 - Accounting Statements  
Section 3 - The External Auditor Report and Certificate  
Notice of the period for the exercise of public rights and other information required by 
Regulation 15(2) Accounts and Audit Regulations 2015. 
Comment: Council should note that there is a requirement to ensure that Sections 1, 2 
and 3 are published and remain available for public access for a period of not less than 5 
years from the date of publication. 
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13. Period for the Exercise of Public Rights set in
accordance with the Audit & Accounts 
Regulations of 2015 
Examination of: 
• Dates set
• Minuting of dates set

The Members approved the dates for the period of public rights and the publication of 
the unaudited Annual Governance and Accountability Return (AGAR) at the council 
meeting of 13th June 2024. The internal auditor is able to confirm that the notice of the 
public rights was seen on the website and can confirm that the dates set were 17th June 
to 26th July 2024 with the notice being dated 14th  June 2024.  
Comment: within the Annual Internal Audit Report, internal control objective test M 
requires the internal auditor to establish whether the parish council correctly provided 
for the exercise and published a copy of the required “Public Notice” by ensuring that it 
clearly identified the statutory 30 working day period when the Authority’s records are 
available for public inspection. This is evidenced by the notice on the website which 
contains the period for the exercise of public right; details of the manner in which the 
documents can be inspected; the name and address of the external auditor and the 
provisions as contained under section 25 and section 27 of the Act. 

14. Have the publication requirements been met in
accordance with the Audit & Accounts 
Regulations of 2015. 
Examination of: 
• Publication requirements

The Internal Auditor is able to confirm that the Council has complied with the 
requirements of the Accounts and Audit Regulations            2015 for smaller authorities with 
income and expenditure exceeding £25,000 and published the following for the year 
2023/2024 on a public website: 

• Annual Internal Audit Report of the AGAR
• Section 1 – Annual Governance Statement of the AGAR
• Section 2 – Accounting Statements of the AGAR
• Section 3 – The External Auditor Report and Certificate
• Conclusion of the limited assurance review
• Notice of the period for the exercise of public rights and other information

required by Regulation 15 (2), Accounts and Audit Regulations 2015. 
15. Year-End Accounting Procedures

Examination of: 
• Appropriate accounting procedures used
• Bank Statements and Cash Book agree
• Debtors and Creditors properly recorded

At the end of each financial year, the RFO has the responsibility for preparing the annual 
accounts for the Council and ensures that the overriding principle in the council’s final 
accounts reflecting goods and services that have been received (for payments) or 
provided (for income) by 31st March 2025 is accurately applied. The Council has not 
applied any de minimis level on year-end accruals.  

Accounts are produced on an income and expenditure basis. All were found to be in 
order. There is a full underlying financial trail from financial records to the accounts 
produced. Debtors and creditors have been properly recorded and the RFO has 
continued to ensure that the Council’s accounting software contains and records details 
on its assets and liabilities including the asset and investment register and other debts. 

Year-end balances agree with cash book and bank reconciliations: 

46 of 118



DRAYTON ANNUAL INTERNAL AUDIT – 2024-2025 FINAL 

19 

Debtors: £3,131.94 
VAT Account: £5,984.30 
Prepayments: £635.30 
Bank Accounts: £1,118,311.56 
Trade Creditors: £4,484.33 
Represented by: 
Total Reserves: £1,123,578.47 

The Internal Auditor confirms that having reviewed the year-end files, the financial detail 
to be reported at Section 2 of the AGAR accurately reflects the detail in the accounting 
records maintained for the financial year. As the Council’s annual turnover exceeds 
£200,000.00, appropriate records were maintained throughout the year on an income 
and expenditure basis and it is confirmed that appropriate accounting arrangements 
were in place to account for debtors and creditors at the financial year-end. 

The Draft AGAR is as follows: 

Narrative Box 2023-2024 2024-2025 
Balances brought forward 1 616,395 1,082,366 
Annual precept 2 186,990 196,495 
Total other receipts 3 567,068 75,321 
Stagg costs 4 75,323 91,024 
Loan interest/capital repayments 5 0 0 
Total other payments 6 212,764 139,579 
Balances carried forward 7 1,082,366 1,123,578 
Total cash & short-term 
investments 

8 1,074,163 1,118,312 

Total fixed assets & long-term 
investments 

9 912,966 925,610 

Total borrowings 10 0 0 

Council is aware that it meets the requirement for an intermediate level review. Details 
of the additional submission requirements for those meeting this level of review can be 
found within the Detailed Instructions Update for the year ending 31st  March 2025. 

16. Transparency Code.
Examination of: 
• Transparency code requirements

Drayton Parish Council is subject to the Local Government Transparency Code 2015 (for 
those with annual turnover of income and expenditure exceeding £200,000) and is 
advised to consider maintaining and monitoring the council’s website so that it is 
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updated regularly with pertinent information. For full details of the information that is 
to be published on a quarterly and annual basis, please review the following link: 
Transparency Code for Smaller Authorities 2015 
Council has agreed that it meets the requirements of the 2015 code and has published 
financial data, land and building assets on the finance page of the Council’s website. 
Effective 1st April 2025, council will also fulfil the quarterly requirements and publish the 
following date within its financial pages: 
Individuals items of expenditure that exceed £500; 
Government procurement card transactions; 
Invitations to tender for contracts over £5,000; 
Details of contracts that exceed £5,000. 
Comment: council is aware that proper practices advises that financial information 
should be held for a period of four years on a publicly accessible website. 

17. General Data Protection Regulations (GDPR).
Examination of: 
• ICO Registration
• Compliancy with GDPR requirements

The Council is correctly registered with the Information Commissioner’s Office (ICO) as 
a Data Controller in accordance with the Data Protection Legislation. Council has taken 
active steps to ensure compliancy with the GDPR requirements and has produced a 
comprehensive suite of policies that provide clear responsibilities and obligations of 
Drayton Parish Council in respect of the collecting, using and protecting of personal 
information in accordance to the provisions of the GDPR. It has also ensured that the 
Privacy Policy as seen on the Council’s website covers the framework that the public can 
expect for dealing with requests from individuals who have the right to know what data 
is held on them, why the data is being processed and whether it will be given to any third 
party.  

Council has confirmed that it holds a Document Review Schedule which is monitored 
annually by the Finance and General Purposes Committee and that the Record 
Management and Retention Policy is contained within that schedule for consideration at 
the meeting of the Finance and General Purposes Committee in July 2025. 

Under the Freedom of Information Act 2000, public authorities must provide access to 
information held which must be published proactively. The Freedom of Information Act 
requires every public authority to have a publication scheme and to publish information 
covered by the scheme. At the meeting in May 2025, Council agreed to amendments to 
job titles to reflect the designation of the Proper Officer and Responsible Financial Officer 
to the Parish Clerk along with a further section added confirming current delegation 
arrangements in place. 
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18. Responsibilities as a Trustee
Examination of: 
• Council’s role and responsibilities under

Charity’s Acts 
• Submission of returns to Charity Commission

The council, as a corporate body, does not act as a sole trustee and is not responsible for 
the managing of Trust funds or assets. 

19. Additional comments.
Examination of: 
• Annual Meeting
• Election of Chair and Vice-Chair and signing of

Declaration of Acceptance of Office 
• Register of Interests
• Code of Conduct
• Review of Terms of Reference for Standing

Committees 
• Minutes
• Openness of Local Government Bodies

Regulations 2014 
• Policies
• Accessibility for Websites and Mobile

Applications 
• Cookie and Disclaimer Notices on Websites
• Use of secure email

Council held its Annual Meeting of the Parish Council on 9th May 2024 with the election 
of the Chair the first item on the agenda in accordance with legislation. At the same 
meeting Council reviewed and agreed all of its committee titles including membership 
numbers, Chairs of and appointments to its Standing Committees: Finance and General 
Purposes; Staffing Committee; Open Spaces & Property; Environment and Highways. 
Appointments were also made to Working Groups set up for specific projects and 
appointments made for council representatives to the committees or organisations upon 
which the council had a seat.  
Comment: in accordance with legislation, council has delegated the performance of a 
number of its statutory and legal responsibilities to a number of its committees in 
accordance with section 101(1) of the 1972 Act ensuring that each committee is acting 
for and on behalf of the council. 

In accordance with section 83(4) of the 1972 Act, Council has ensured that the Chair and 
Vice-Chair, on being elected to office, have signed a declaration of acceptance of office 
in the presence of another councillor or the clerk.  

Evidence was seen on the parish council’s website of a direct link to the District Council’s 
website for the Register of Interests for all current Town Councillors. 

It is reconfirmed that, at the meeting of 9th December 2023, Council resolved to adopt 
the Model Councillor Code of Conduct 2020 with changes in line with the Local 
Government Association (LGA) Model Template for the purposes of discharging its duty 
to promote and maintain high standards of conduct within its area. The Code as adopted 
also includes specific sections for members regarding sensitive interests and 
dispensation procedures.  
Comment: council has noted guidance which states that the Code, once adopted, should 
be published on the Council’s website.  

From a review of the minutes, the council, at its meeting of 11th April 2024, approved the 
Council’s adopted Scheme of Delegation which also included delegated authority for 
Working Groups. The council, in recognising that it may arrange for the discharge of any 
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of their functions by a committee, a sub-committee, or an Officer of the authority, has 
sought to ensure that the adopted scheme facilitates the effective day to day running of 
the council. The minutes of the Finance and General Purposes Committee meeting of 
30th January 2025, demonstrate that a review of the approved the terms of reference for 
council’s standing committees was considered with recommendations to be made 
including the Community Events Working Group to be setup as a Sub-Committee for 
community events. Such recommendations were submitted and considered at the 
Annual Council meeting of 15th May 2025. 
Comment: council has noted best practice which states that where it appoints a 
committee, it must ensure that the terms of reference clearly state the matters for which 
that committee is collectively responsible.  

In accordance with the Local Government Act 1972 Schedule 12 para 41 (1), Council is 
aware that the looseleaf minutes and associated documents of the parish council should 
be initialled and signed by the person chairing the meeting at the time of signature which 
ensures their lawful providence. During the year under review, at each meeting, the 
council resolves to receive and approve the minutes with appropriate signatures 
collected to ensure their lawful providence. 
Comment: Council should be aware that LGA 1972 Schedule 12, paragraph 41 allows for 
the minutes of the proceedings of meetings of a local authority to be recorded on loose 
leaves consecutively numbered and consideration should be given for the implementation 
of such a system. 

Council’s minutes show apologies given (where applicable) with a formal record to show 
that Council has approved the apologies submitted.  
Comment: council shows compliance with the provisions of s85 of the 1972 Act in the 
recording of apologies and the approval of absences. 

The Openness of Local Government Bodies Regulations 2014 were enacted on 5th 
August and came into force on 6th August 2014. These regulations allow for the filming 
and recording of Council meetings (and other specified public bodies) and provide for 
access to records (e.g. of decisions made by officers). 
Comment: Council has reviewed the provisions of the 2014 Regulations to ensure that, by 
publishing a range of information online, it is compliant with the provisions of the 2014 
Act. 

The Regulations of the Public Sector Bodies (Websites and Mobile Applications) (No. 2) 
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Accessibility Regulations 2018 was enacted on 23rd September 2018. The regulations aim 
to ensure public sector websites and mobile apps are accessible to all users, especially 
those with disabilities. Council’s Accessibility Statement details how information will be 
produced on a website and how to gain access to content that is readily  accessible to 
view as well as detailing the technical information of the website along with the methods 
used for testing the website; the steps being taken to improve accessibility and how the 
site is being improved to ensure that content meets the WCAG 2.1 Standard under 
Regulation 8 of the Public Sector Bodies (Websites and Mobile Applications) (No. 2) 
Accessibility Regulations 2018. 

As mentioned in the interim internal audit,  council had previously agreed that all policies 
are to be reviewed on a four-yearly basis, unless legislation requires otherwise, to 
coincide with the term served by the council. Due to staffing capacities, the expected 
review of specified policies was not brought back for review during the year 2024-2025. 
Within the review of the narrative interim internal audit report, the Finance and General 
Purposes Committee confirmed (as approved by full Council at its February meeting) that 
the Document Review Schedule, as established in July 2023, would be updated in terms 
of priority and specified policies brought back for review during the year 2025-2026. 

The rules on cookies are covered by the Privacy and Electronic Communications 
Regulations 2003 (PECR). PECR also covers the use of similar technologies for storing or 
accessing information, such as ‘Flash cookies’ and device fingerprinting. The ICO is 
responsible for enforcing these rules and recommends that organisations have clear and 
comprehensive information about the way they use cookies and ensure that for any 
cookie not strictly necessary for their website, they give you an appropriate means of 
consenting to that cookie being set on your device. Council has confirmed that its 
website uses cookies, with the main cookie notice appearing on the site at the first-time 
access is gained. Cookie settings are accessible in the bottom right corner of the website 
for the user to take appropriate action. 

Council has a .gov.uk domain for its council website which also supports a secure and 
digitally managed email system for officers and members. The Clerk has confirmed that 
all correspondence is communicated through councillor emails since May 2024. 
Comment: Council is aware of the importance of ensuring that it uses a secure e-mail 
system thereby identifying that it has local government status and demonstrating 
authenticity when building trust and  credibility with the public. Council has also adhered 
to the guidance contain within proper practices which recommends that such a domain 
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name be used to support council’s official email accounts for officers and councillors. 

20. Summary

The Internal Auditor offers her appreciation for the assistance given by the Clerk to the Council in completing this audit. The year-end files were 
extremely well presented for review, and the Clerk is to be commended. 

It is reconfirmed that overall Council has demonstrated effective governance arrangements and can show evidence of strong governance and good 
financial practice. The internal audit review, undertaken on the documentation provided during both visits to the council’s Offices, has provided 
evidence of the overall adequacy of the financial arrangements in place within the council.  

The examination of the period-end accounts and supporting documentation has further confirmed that the Responsible Financial Officer has 
satisfactory undertaken the administration of the Council’s financial affairs and produced satisfactory financial management information to enable 
the Council to make well-informed decisions.  

Recommendations made and/or commentary provided are to enhance the systems in place as opposed to detract from the positive assurance that 
can be given as to the manner in which the Council’s finances are managed. 

For further information and for the year effective 1st April 2025 please refer to the Practitioners Guide 2025 – Governance and accountability for 
smaller authorities in England as produced by the Smaller Authorities Proper Practices Panel to be applied in the preparation of statutory annual 
accounts and governance statements - March 2025. 

Victoria S Waples 
Date of Internal Audit Visits: 21.11.2024 & 20.05.2025   Date of Annual Internal Audit Report: 26.05.2025 

Victoria S Waples, BA(Hons), CiLCA, PSLCC 
 37 Queenscliffe Road, Ipswich, IP2 9AS 
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DRAYTON PARISH COUNCIL 

Paper DPCf: Annual Governance Statement 2024-25 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

The Accounts and Audit Regulations 2015 requires all authorities to conduct a review of 
the effectiveness of the system of internal control and prepare an annual Governance 
Statement in accordance with proper relations to accounts.  

The purpose of the Annual Governance Statement is for an authority to report publicly on 
its arrangements for ensuring that its business is conducted in accordance with the law, 
regulations and best practices and that public money is safeguarded and properly 
accounted for.  

Annual Governance Statement 2024-25 

The review of the effectiveness of the system of internal control for 2024-25 was two-
fold: 

• The End-of-Year Internal Audit was completed by Victoria Waples on 26th May
2025 with one recommendation for consideration by Finance & General
Purposes Committee.

• A review of effectiveness of internal control was completed by the Finance &
General Purposes Committee at its April meeting and is attached for
consideration of approval.

The outcome of the End-of-Year Internal Audit together with the review of effectiveness 
of internal controls attached provides an adequate level of assurance for Council to 
complete the Annual Governance Statement.  

Recommendation 

Council is asked to confirm ‘Yes’ there is a sound system of internal control, including 
arrangements for the preparation of the Accounting Statements for all 8 statements.  

A draft copy of the Annual Governance Statement is attached for consideration of 
approval.  

Publication 

The approved, signed Governance Statement must be published on the Parish Council 
website before 1st July 2025 

Recommendation 

Council is asked to approve the Annual Governance Statement 2024-25 for return to the 
external auditor and publication on the Parish Council website. 
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*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual
Governance Statement.

Section 1 – Annual Governance Statement 2024/25

We acknowledge as the members of:

Page 4 of 6Annual Governance and Accountability Return 2024/25 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2025, that:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Yes No N/A

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

Chair

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

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

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YYYY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS



DRAYTON PARISH COUNCIL 
STATEMENT OF INTERNAL CONTROLS 31st MARCH 2025 

Page 1 of 5

1. The Purpose of the System of Internal Control

Drayton Parish Council (the Council) is responsible for ensuring that its financial 
management is adequate and effective and that it has a sound system of internal control 
which facilitates the effective exercise of the Council’s functions, including arrangements 
for the effective management of risk.  

Internal control is designed to reduce financial risk to the Council; the system of internal 
control is designed to ensure that the Council’s activities are carried out properly and as 
intended.  

Systems will include the checking of routine financial procedures; the examination of 
financial comparisons; the recording of assets and liabilities; the identification of risk and to 
evaluate the likelihood of those risks being realised and the impact should they be realised, 
and to manage them efficiently, effectively and economically. 

2. Scope of Responsibility

While internal controls are established by the Parish Clerk and Responsible Financial 
Officer, Council Members have a collective responsibility for ensuring the system of 
effective internal controls is maintained. For full details on matters reserved for Council, 
please see the Council’s adopted Scheme of Delegation.  

2.1. The Council 

2.1.1. Annually 
a) Appoints a Chair responsible for the smooth running of meetings and for 

ensuring that all Council decisions are lawful in line with the Clerk’s advice 
b) Reviews its obligations and objectives and approves the budget and level of

precept for the following financial year 
c) Approves the accounting statements and Annual Governance and 

Accountability Return 
d) Determines action to be taken in response to recommendations in any report

from the internal or external auditors 
e) Receives recommendations from Finance & General Purposes Committee for

consideration and approval 

2.1.2. Monthly  
a) Receives the minutes for approval, with each page signed by the Chair to

confirm the minutes are agreed as an accurate record of the meeting 
b) Receives and confirms bank reconciliations
c) Receives and considers all receipts and approved payments
d) Receives and authorises payments in line with adopted Financial Regulations
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Page 2 of 5

2.2. The Finance & General Purposes Committee 

2.2.1. Annually 
a) Appoints a member of the Committee to conduct quarterly internal control

checks 
b) Receives and monitors the Document Schedule to ensure policies are reviewed

for accuracy in relation to the policy areas they reflect, changes in legislation 
and current best practice 

c) Reviews the Council’s banking arrangements, banking mandates and authorised
signatories and makes recommendations to Council 

d) Reviews the effectiveness of internal control and makes recommendations to
Council to inform its response to the Annual Governance Statement 

e) Reviews the regular payments list including payment methods for
recommendation to Council 

f) Reviews the asset register for appropriateness and accuracy
g) Reviews insurance needs and makes recommendations to Council
h) Reviews the effectiveness of Internal Audit and makes recommendations to

Council 
i) Reviews the interim internal audit report and makes recommendations for

corrective action to Council 
j) Receives annual review of Financial Regulations and Standing Orders by the

Parish Clerk and RFO and makes recommendations to Council 
k) Reviews the Council’s adopted Financial Risk Assessment and makes

recommendations to Council 

2.2.2. Quarterly 
a) Receives quarterly budget reports comparing planned and actual expenditure
b) Receives reports of internal control checks carried out by the appointed person

and considers recommendations for corrective action 
c) Monitors progress of Audit Plan in line with agreed corrective actions identified

in internal/external audit reports 

3. The Parish Clerk and Responsible Financial Officer

In accordance with the Local Government Act 1972 s151, the Council appoints a 
Responsible Financial Officer (RFO) who administers the council's financial affairs. 
The RFO acts as the Council’s advisor and principal administrator and is responsible for the 
day-to-day compliance with legislation and policies and for managing risks. In accordance 
with internal imperatives and external requirements, the RFO: 

a) Conducts an annual review of Standing Orders and Financial Regulations in line with
national guidance and legislation 

b) Ensures that the Council’s procedures and control systems outlined in this statement
are maintained 
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c) Ensures that Payments are made in accordance with adopted Financial Regulations and
Standing Orders 

d) Manages the timetable for the internal control checks and audit programme
e) Manages the timetable for Council approval of the annual return and compliance with

electors’ rights 
f) Submits all requested information to the External Auditor by the agreed date and

arranges for the required publication of notices, accounts and returns 
g) Manages the Council’s Credit Card procedures in line with adopted Financial

Regulations and Credit Card Policy 

The Council has appointed the Parish Clerk as RFO who’s duties are outlined in a Job 
Description which was last reviewed in October 2024. A full list of delegated responsibilities 
can be found in the Scheme of Delegation.   

4. Internal Audit

The Council appoints an independent and competent Internal Auditor who undertakes an 
internal audit to evaluate the effectiveness of the Council’s risk management, control and 
governance processes. The Internal Auditor is appointed by Council in line with best 
practice outlined in the Joint Panel on Accountability and Governance Practitioners’ Guide. 

The Internal Auditor will as a minimum complete the annual internal audit report on the 
Annual Governance and Accountability Return (AGAR). In addition, the internal auditor also 
provides a narrative report highlighting areas for improvement and development and is 
received by Council for consideration. The Finance & General Purposes Committee is 
responsible for monitoring an action plan setting out the areas for improvement required, 
agreed corrective action, the member(s)/Officer(s) responsible for delivering improvement 
and the deadlines for completion of the actions.  

Per section 4 of the Practitioners Guide, the effectiveness of the overall internal audit 
arrangements is reviewed annually to provide sufficient assurance that standards are being 
met and that the work of internal audit is effective.  

The review is undertaken by the Finance & General Purposes Committee in line with the 
Practitioners Guide including a review of the personal independence, financial 
independence and professional independence of the appointed person. Any 
recommendation to rotate the appointed person shall be approved by Council.  

5. External Audit

PKF Littlejohn LLP was appointed as external auditor by Smaller Authorities’ Audit 
Appointments Ltd (SAAA) to all local government smaller authorities who are subject to the 
limited assurance regime for the 5 financial years from 2022-23 to 2026-27. 
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Under the limited assurance regime, the Council is subject to an intermediate review 
procedure. PKF Littlejohn LLP undertake a limited range of specified procedures to give a 
report that provides limited, rather than reasonable, assurance about the accounting 
statements. 

The report is presented to Council for consideration and corrective action as necessary. 

6. Review of Effectiveness

Regulation 6 of the Accounts and Audit Regulations 2015 requires an authority to “conduct 
a review of the effectiveness of the system of internal control” each financial year. The 
review informs the Council’s preparation of its annual governance statement and is 
informed by the work and any significant matters raised by:  

a) Council: identification of new activities
b) Finance & General Purposes Committee: identification of new activities or risks
c) Parish Clerk and RFO: identification of areas for improvement and development of

the internal control environment and management of risks 
d) Internal Audit: identification of areas for improvement and development
e) External Audit: identification of matters arising from the annual governance and

accountability return 

7. Significant Internal Control Matters

Significant matters raised during the financial year ending 31st March 2025: 

a) Council
No significant matters raised. 

b) Finance & General Purposes Committee
No significant matters raised. The effectiveness of the overall internal audit 
arrangements was reviewed at the Committee meeting held on 25th July 2024 and 
recommendations approved at the Council meeting held 8th August 2024. 

c) Parish Clerk and RFO
No significant matters raised. 

d) Internal Audit
The 2023-24 End-of-Year Audit was carried out on 1st May 2024 and confirmed, in all 
significant respects, that the control objectives were achieved to a standard 
adequate to meet the needs of the authority and the Council received no 
recommendations for action.  
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The interim internal audit carried out in November 2024 concluded that “Council 
continues to demonstrate effective management and financial control with officers 
showing a high standard of administrative support thereby enabling council to make 
well-informed decisions.” A number of comments and recommendations were 
made in light of the period ending 31st October 2024 with areas identified that could 
be expanded to provide independent assurance that the Council’s risk 
management, governance and internal control processes are operating effectively. 
Council received the report and approved corrective action to be taken at its 
meeting held on 13th February 2025. The status of action taken is monitored by the 
Finance & General Purposes Committee.  

e) External Audit
There were no matters raised on the Annual Return for the financial year ending 31st 
March 2024 which gave cause for concern. This was noted and accepted by the 
Parish Council at its meeting held on 12th September 2024.  
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DRAYTON PARISH COUNCIL 

Paper DPC7g: Accounting Statements 2024-25 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

The accounts have been prepared on an income and expenditure basis following Proper 
Practices, and present the financial position of the Council at 31st March 2025. 

A draft copy of the Accounting Statements is attached for approval by Council. 

Supporting Information 

The following reports have been produced from Scribe and are attached for your 
information in considering approval of the Accounting Statements: 

• Income and Expenditure: The total income for the year and the total
expenditure, taking into account any Adjustments made.

• Balance Sheet: Sets out the Current Assets and Liabilities of the Council at the
year end.

• Significant Variances: Explanation of any significant variances in the accounting
statements. For the purpose of this exercise, ‘significant’ is determined as a
variance of more than 15%

• Bank Reconciliation as at 31st March 2025: Approved at the May 2025 meeting
of the Council

• Reconciliation between Box 7 and Box 8: The report explains the difference
between the total balance in Box 7 and the cash balance in Box 8 by showing the
totals for each type of adjustment. It deducts the assets which have been
included on the balance sheet and adds back in the liabilities from Box 7 to arrive
at Box 8.

Publication 

The approved, signed Accounting Statements must be published on the Parish Council 
website before 1st July 2025. 

Recommendation 

Council is asked to consider the Accounting Statements 2024-25 for approval, signing and 
returning to the external auditor and publication on the Parish Council website. 
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I confirm that these Accounting Statements were
approved by this authority on this date:

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

I certify that for the year ended 31 March 2025 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.
Signed by Responsible Financial Officer before being 
presented to the authority for approval

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YYYY

DD/MM/YYYY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2024/25 for

Page 5 of 6Annual Governance and Accountability Return 2024/25 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

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

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

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

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

Notes and guidanceYear ending
31 March 

2024 
£

31 March 
2025 

£

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

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

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

11a. Disclosure note re Trust funds 
(including charitable)

The Council, as a body corporate, acts as sole trustee and 
is responsible for managing Trust funds or assets.

Yes No N/A

11b. Disclosure note re Trust funds 
(including charitable)

The figures in the accounting statements above 
exclude any Trust transactions.

For Local Councils Only



Income & Expenditure Account

(Current) Year Ended(Last) Year Ended

01/04/2024 to 31/03/2025

Drayton Parish Council

3 June 2025 (2024-2025)

31 Mar 2024 31 Mar 2025

Income

1. Income  271,691.74 751,535.36

3. Environment & Highways 2,692.75

5. Open Spaces & Property-170.00

8. Earmarked Reserves  125.00

£271,816.74£754,058.11

Expense

2. Finance & General Purposes  39,545.20 37,392.84

3. Environment & Highways  25,161.84 17,888.28

5. Open Spaces & Property  47,343.08 36,230.27

6. Staffing  95,311.73 78,102.05

8. Earmarked Reserves  12,001.70 118,473.96

1. Income  11,240.00

£230,603.55£288,087.40

General Fund

Balance at 01 Apr 2024  159,197.01 111,637.36

ADD Total Income  271,816.74 754,058.11

 431,013.75 865,695.47

DEDUCT Total Expenditure 288,087.40  230,603.55

 200,410.20 577,608.07

 418,411.06  45,081.73DEDUCT Reserves Balance

£159,197.01 £155,328.47Balance at 31 Mar 2025

Reserves: 

Earmarked Reserve Balance  £968250.00
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BALANCE SHEET

(Last) Year Ended (Current) Year Ended

£ £CURRENT ASSETS

TOTAL ASSETS

CURRENT LIABILITIES

NET ASSETS

Represented by:

Reserves:

Stocks and stores

Work in progress

Debtors (Net of provision for doubtful debts)

Prepayments

VAT Recoverable

Temporary lendings (investments)

Cash in hand

Creditors

General fund Balance

Capital

Earmarked

Adjustments

 3,131.94

 635.00

 5,984.30

 1,118,311.56

 1,128,062.80

 4,484.33

 1,123,578.47

 155,328.47

 968,250.00

 1,123,578.47

 4,367.00

 4,770.25

 1,074,163.36

 1,083,300.61

 935.33

 1,082,365.28

 1,082,365.28

 159,197.01

 923,168.27

The above statement represents fairly the financial position of the council as at 31 Mar 2025

31 Mar 2024 31 Mar 2025

Drayton Parish Council

31/03/2025

3 June 2025 (2024-2025)

Signed

Date

Responsible Financial Officer

63 of 118



Name of smaller authority: 

County area (local councils and parish meetings only): 

Insert figures from Section 2 of the AGAR in all Blue highlighted boxes 

2023/24 2024/25 Variance Variance
Explanation 
Required?

Automatic responses trigger below based on figures 
input, DO NOT OVERWRITE THESE BOXES Explanation from smaller authority (must include narrative and supporting figures)

£ £ £ %

616,395 1,082,365
Explanation of % variance from PY opening balance not 
required - Balance brought forward agrees

186,990 196,496 9,506 5.08% NO

567,068 75,321 -491,747 86.72% YES
Council received £505,720.12 in CIL in 2023/24 and only £10,426.31 in 2024/25. A difference of 
£495,293.81

75,323 91,024 15,701 20.85% YES £5,837.15 increase in 2024/25 due to increase in employee hours and national pay award. 
£11,144.09 increase in 2024/25 due to increase in employee hours, scale point, annual increment 
and national pay award. 

0 0 0 0.00% NO

212,764 139,579 -73,185 34.40% YES

Council spent £99,935.72 in CIL payments for play equipment, street furniture and other 
community assets in 2023/24.
Council spend approx. £20,000 in one off costs for repairs to steps, new wheeled goals and a 
SAM2 device in 2024/25. A difference of £79,935.72

7 Balances Carried Forward 1,082,365 1,123,578 VARIANCE EXPLANATION NOT REQUIRED

1,074,163 1,118,312 VARIANCE EXPLANATION NOT REQUIRED

912,966 925,610 12,644 1.38% NO

0 0 0 0.00% NO

Rounding errors of up to £2 are tolerable

Variances of £200 or less are tolerable

Next, please provide full explanations, including numerical values, for the following that will be flagged in the 
green boxes where relevant:
• variances of more than 15% between totals for individual boxes (except variances of less than £200); 
• New from 2020/21 onwards: variances of £100,000 or more require explanation regardless of the % variation year on 
year;

5 Loan Interest/Capital Repayment

6 All Other Payments

Explanation of variances – pro forma 

8 Total Cash and Short Term Investments

9 Total Fixed Assets plus Other Long Term Investments and 

10 Total Borrowings

1 Balances Brought Forward

2 Precept or Rates and Levies

3 Total Other Receipts

4 Staff Costs
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Drayton Parish Council

14 April 2025 (2024-2025)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 31/03/2025

Cash in Hand 01/04/2024  1,074,163.36

ADD

Receipts 01/04/2024 - 31/03/2025  295,075.59

 1,369,238.95

SUBTRACT

 250,927.39Payments 01/04/2024 - 31/03/2025

A Cash in Hand 31/03/2025  1,118,311.56

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  0.0031/03/2025

Unity Trust Bank  39,532.3331/03/2025

Unity Trust Bank - Instant Access (Deposit)  637,222.4931/03/2025

BDC Parish Deposit Scheme  95,593.6231/03/2025

Cambridge Building Society  128,471.1431/03/2025

Nationwide Instant Saver Issue 8  129,550.2131/03/2025

Skipton Community Saver 10 A  87,941.7731/03/2025

Credit Card  0.0031/03/2025

 1,118,311.56

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  1,118,311.56

 1,118,311.56

A = B Checks out OK
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DRAYTON PARISH COUNCIL 

Paper DPC7h: Notice of Public Rights 2024-25 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

The Local Audit and Accountability Act 2014 and the Accounts and Audit Regulations 
2015 require that: 

The accounting records for the financial year to which the audit relates and all books, deeds, 
contracts, bills, vouchers, receipts and other documents relating to those records must be 
made available for inspection by any person interested, during a period of 30 working days set 
by the smaller authority and including the first 10 working days of July. 

The Council will meet its statutory requirements by completing the following: 

1) Fully and accurately completing the notice of public rights pro forma attached; and

2) Publishing (including publication on the Council’s website) the following documents, at
least the day before the public rights period commences:

a) The approved Sections 1 and 2 of AGAR; and

b) The completed Notice of Public Rights and Publication of Unaudited Annual
Governance & Accountability Return and the notes which accompany the Notice
(Local authority accounts: a summary of your rights).

Please note that, based on the date of the June Council meeting, the pro-forma has been pre-
completed with suggested dates. The latest possible dates that comply with the statutory 
requirements are Tuesday 1st July to Monday 11th August 2025. 

Recommendation 

Council is asked to approve the dates set for the period for the exercise of public rights for 
return to the external auditor and publication on the Parish Council website. 
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WHAT SMALLER AUTHORITIES NEED TO DO TO ADVERTISE THE PERIOD DURING WHICH 
ELECTORS AND INTERESTED PERSONS MAY EXERCISE RIGHTS RELATING TO THE 
ANNUAL ACCOUNTS 

The Local Audit and Accountability Act 2014 and the Accounts and Audit Regulations 2015 require 
that: 

1) The accounting records for the financial year to which the audit relates and all books, deeds,
contracts, bills, vouchers, receipts and other documents relating to those records must be 
made available for inspection by any person interested, during a period of 30 working days 
set by the smaller authority and including the first 10 working days of July. 

2) The period referred to in paragraph (1) starts with the day on which the period for the
exercise of public rights is treated as having been commenced i.e. the day following the day 
on which all of the obligations in paragraph (3) below have been fulfilled. 

3) The responsible financial officer for a relevant authority must, on behalf of that authority,
publish (which must include publication on the authority’s website): 
a) the Accounting Statements (i.e. Section 2 of either Form 2 or 3, whichever is relevant, of

the Annual Governance & Accountability Return (AGAR)), accompanied by: 
i) a declaration, signed by that officer to the effect that the status of the Accounting

Statements are unaudited and that the Accounting Statements as published may be 
subject to change;  

ii) the Annual Governance Statement (i.e. Section 1 of either Form 2 or Form 3,
whichever is relevant, of the AGAR); and 

b) a statement that sets out—
i) the period for the exercise of public rights;
ii) details of the manner in which notice should be given of an intention to inspect the

accounting records and other documents; 
iii) the name and address of the local auditor;
iv) the provisions contained in section 26 (inspection of documents etc.) and section 27

(right to make objections at audit) of the Act, as they have effect in relation to the 
authority in question;   

HOW DO YOU DO IT? 

1) You will meet statutory requirements if you fully and accurately complete the notice of public
rights pro forma in this document, and publish (including publication on the smaller 
authority’s website) the following documents, the day before the public rights period 
commences: 
a) the approved Sections 1 and 2 of either Form 2 or 3, whichever is relevant to your

smaller authority, of the AGAR; and 
b) the completed Notice of Public Rights and Publication of Unaudited Annual Governance

& Accountability Return. Please note that we have pre-completed it with the following 
suggested dates: Tuesday 3 June – Monday 14 July 2025. (The latest possible dates that 
comply with the statutory requirements are Tuesday 1 July – Monday 11 August 2025); 
and  

c) the notes which accompany the Notice (Local authority accounts: a summary of your
rights). 

Where the authority has answered ‘No’ to any assertions on Section 1, as stated on the face of 
Section 1 of the AGAR, a sufficiently detailed explanation of the reasons must be published with 
the AGAR on the authority’s website.
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DRAYTON PARISH COUNCIL 

NOTICE OF PUBLIC RIGHTS AND PUBLICATION 
OF UNAUDITED ANNUAL GOVERNANCE & 

ACCOUNTABILITY RETURN 
ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2025 

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

NOTICE NOTES 

1. Date of announcement: Friday 19th June (a)

2. Each year the smaller authority’s Annual Governance and Accountability
Return (AGAR) needs to be reviewed by an external auditor appointed by 
Smaller Authorities’ Audit Appointments Ltd.  The unaudited AGAR has been 
published with this notice. As it has yet to be reviewed by the appointed auditor, 
it is subject to change as a result of that review.  
Any person interested has the right to inspect and make copies of the 
accounting records for the financial year to which the audit relates and all 
books, deeds, contracts, bills, vouchers, receipts and other documents relating 
to those records must be made available for inspection by any person 
interested. For the year ended 31 March 2025, these documents will be available 
on reasonable notice by application to: 

Amy Pinkham, Parish Clerk & Responsible Financial Officer, 
clerk@draytonparishcouncil.gov.uk (b) 

commencing on Monday 23 June 2025 (c) 

and ending on Friday 1 August 2025 (d) 

3. Local government electors and their representatives also have:

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

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

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

4. The smaller authority’s AGAR is subject to review by the appointed auditor
under the provisions of the Local Audit and Accountability Act 2014, the 
Accounts and Audit Regulations 2015 and the NAO’s Code of Audit Practice 
2015.  The appointed auditor is: 

PKF Littlejohn LLP (Ref: SBA Team) 
15 Westferry Circus 
Canary Wharf 
London E14 4HD 
(sba@pkf-l.com) 

5. This announcement is made by Amy Pinkham, Parish Clerk & Responsible
Financial Officer (e) 

(a) Insert date of placing of the notice
which must be not less than 1 day before 
the date in (c) below 

(b) Insert name, position and
address/telephone number/ email 
address, as appropriate, of the Clerk or 
other person to which any person may 
apply to inspect the accounts 

(c) Insert date, which must be at least 1
day after the date of announcement in (a) 
above and at least 30 working days 
before the date appointed in (d) below 

(d) The inspection period between (c)
and (d) must be 30 working days 
inclusive and must include the first 10 
working days of July. 

(e) Insert name and position of person
placing the notice – this person must be 
the responsible financial officer for the 
smaller authority 
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LOCAL AUTHORITY ACCOUNTS: A SUMMARY OF YOUR RIGHTS 

Please note that this summary applies to all relevant smaller authorities, including local 
councils, internal drainage boards and ‘other’ smaller authorities. 

The basic position 

The Local Audit and Accountability Act 2014 (the Act) governs the work of auditors appointed to smaller 
authorities. This summary explains the provisions contained in Sections 26 and 27 of the Act. The Act 
and the Accounts and Audit Regulations 2015 also cover the duties, responsibilities and rights of smaller 
authorities, other organisations and the public concerning the accounts being audited.  

As a local elector, or an interested person, you have certain legal rights in respect of the accounting 
records of smaller authorities. As an interested person you can inspect accounting records and related 
documents. If you are a local government elector for the area to which the accounts relate you can also 
ask questions about the accounts and object to them. You do not have to pay directly for exercising 
your rights. However, any resulting costs incurred by the smaller authority form part of its running costs. 
Therefore, indirectly, local residents pay for the cost of you exercising your rights through their council 
tax. 

The right to inspect the accounting records 

Any interested person can inspect the accounting records, which includes but is not limited to local 
electors. You can inspect the accounting records for the financial year to which the audit relates and all 
books, deeds, contracts, bills, vouchers, receipts and other documents relating to those records. You 
can copy all, or part, of these records or documents. Your inspection must be about the accounts, or 
relate to an item in the accounts. You cannot, for example, inspect or copy documents unrelated to the 
accounts, or that include personal information (Section 26 (6) – (10) of the Act explains what is meant 
by personal information). You cannot inspect information which is protected by commercial 
confidentiality. This is information which would prejudice commercial confidentiality if it was released to 
the public and there is not, set against this, a very strong reason in the public interest why it should 
nevertheless be disclosed.  

When smaller authorities have finished preparing accounts for the financial year and approved them, 
they must publish them (including on a website). There must be a 30 working day period, called the 
‘period for the exercise of public rights’, during which you can exercise your statutory right to inspect 
the accounting records. Smaller authorities must tell the public, including advertising this on their 
website, that the accounting records and related documents are available to inspect. By arrangement 
you will then have 30 working days to inspect and make copies of the accounting records. You may 
have to pay a copying charge. The 30 working day period must include a common period of inspection 
during which all smaller authorities’ accounting records are available to inspect. This will be 1-14 July 
2025 for 2024/25 accounts. The advertisement must set out the dates of the period for the exercise of 
public rights, how you can communicate to the smaller authority that you wish to inspect the accounting 
records and related documents, the name and address of the auditor, and the relevant legislation that 
governs the inspection of accounts and objections.  

The right to ask the auditor questions about the accounting records 

You should first ask your smaller authority about the accounting records, since they hold all the 
details. If you are a local elector, your right to ask questions of the external auditor is enshrined in law. 
However, while the auditor will answer your questions where possible, they are not always obliged to 
do so. For example, the question might be better answered by another organisation, require 
investigation beyond the auditor’s remit, or involve disproportionate cost (which is borne by the local 
taxpayer). Give your smaller authority the opportunity first to explain anything in the accounting records 
that you are unsure about. If you are not satisfied with their explanation, you can question the external 
auditor about the accounting records.  

The law limits the time available for you formally to ask questions. This must be done in the period for 
the exercise of public rights, so let the external auditor know your concern as soon as possible. The 
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advertisement or notice that tells you the accounting records are available to inspect will also give the 
period for the exercise of public rights during which you may ask the auditor questions, which here 
means formally asking questions under the Act. You can ask someone to represent you when asking 
the external auditor questions.  

Before you ask the external auditor any questions, inspect the accounting records fully, so you know 
what they contain. Please remember that you cannot formally ask questions, under the Act, after the 
end of the period for the exercise of public rights. You may ask your smaller authority other questions 
about their accounts for any year, at any time. But these are not questions under the Act.  

You can ask the external auditor questions about an item in the accounting records for the financial 
year being audited. However, your right to ask the external auditor questions is limited. The external 
auditor can only answer ‘what’ questions, not ‘why’ questions. The external auditor cannot answer 
questions about policies, finances, procedures or anything else unless it is directly relevant to an item 
in the accounting records. Remember that your questions must always be about facts, not opinions. To 
avoid misunderstanding, we recommend that you always put your questions in writing.  

The right to make objections at audit 

You have inspected the accounting records and asked your questions of the smaller authority. Now you 
may wish to object to the accounts on the basis that an item in them is in your view unlawful or there 
are matters of wider concern arising from the smaller authority’s finances. A local government elector 
can ask the external auditor to apply to the High Court for a declaration that an item of account is 
unlawful, or to issue a report on matters which are in the public interest. You must tell the external 
auditor which specific item in the accounts you object to and why you think the item is unlawful, or why 
you think that a public interest report should be made about it. You must provide the external auditor 
with the evidence you have to support your objection. Disagreeing with income or spending does not 
make it unlawful. To object to the accounts you must write to the external auditor stating you want to 
make an objection, including the information and evidence below and you must send a copy to the 
smaller authority. The notice must include: 

• confirmation that you are an elector in the smaller authority’s area;
• why you are objecting to the accounts and the facts on which you rely;
• details of any item in the accounts that you think is unlawful; and
• details of any matter about which you think the external auditor should make a public interest

report. 

Other than it must be in writing, there is no set format for objecting. You can only ask the external auditor 
to act within the powers available under the Local Audit and Accountability Act 2014.  

A final word 

You may not use this ‘right to object’ to make a personal complaint or claim against your smaller 
authority.  You should take such complaints to your local Citizens’ Advice Bureau, local Law Centre or 
to your solicitor. Smaller authorities, and so local taxpayers, meet the costs of dealing with questions 
and objections.  In deciding whether to take your objection forward, one of a series of factors the auditor 
must take into account is the cost that will be involved, they will only continue with the objection if it is 
in the public interest to do so. They may also decide not to consider an objection if they think that it is 
frivolous or vexatious, or if it repeats an objection already considered. If you appeal to the courts against 
an auditor’s decision not to apply to the courts for a declaration that an item of account is unlawful, you 
will have to pay for the action yourself. 

For more detailed guidance on public rights and 
the special powers of auditors, copies of the 
publication Local authority accounts: A guide to 
your rights are available from the NAO website. 

If you wish to contact your authority’s appointed 
external auditor please write to the address in 
paragraph 4 of the Notice of Public Rights and 
Publication of Unaudited Annual Governance & 
Accountability Return. 
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DRAYTON PARISH COUNCIL 

Paper DPC8b: To consider recommendation to adopt the Guide to Information 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

At the April 2025 meeting, the Finance & General Purposes Committee reviewed the 
Council’s adopted Guide to Information (published alongside the Model Publication 
Scheme) per the Council’s document review schedule.  

The Guide to Information was reviewed against the template produced by the 
Information Commissioners Officer (ICO) and covers information currently held by 
Council. Information not held by the Council is marked as ‘not held’. 

The Guide has also been reviewed against the Transparency Guide for Local Authorities 
2015, and applicable publication requirements have been included along with any other 
information historically published by the Council under ‘additional information’. 

Recommendation 

The Finance & General Purposes Committee recommend to adopt the attached Guide to 
Information as presented for publication alongside the Model Publication Scheme. 

Recommendation 

Council is asked to consider the recommendation of the Finance & General Purposes 
Committee to adopt the Guide to Information as presented.  
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Model publication scheme 

Version 1.2  
20151023   1 

Model publication scheme 

Freedom of Information Act

This model publication scheme has been prepared and approved by the 
Information Commissioner. It may be adopted without modification by any 

public authority without further approval and will be valid until further notice. 

This publication scheme commits an authority to make information available to 
the public as part of its normal business activities. The information covered is 

included in the classes of information mentioned below, where this information 
is held by the authority. Additional assistance is provided to the definition of 

these classes in sector specific guidance manuals issued by the Information 
Commissioner. 

The scheme commits an authority: 

 To proactively publish or otherwise make available as a matter of

routine, information, including environmental information, which is held by 

the authority and falls within the classifications below. 
 To specify the information which is held by the authority and falls within

the classifications below. 
 To proactively publish or otherwise make available as a matter of

routine, information in line with the statements contained within this 
scheme. 

 To produce and publish the methods by which the specific information is
made routinely available so that it can be easily identified and accessed by 

members of the public. 
 To review and update on a regular basis the information the authority

makes  available under this scheme. 
 To produce a schedule of any fees charged for access to information

which is made proactively available. 
 To make this publication scheme available to the public.

 To publish any dataset held by the authority that has been requested,

and any updated versions it holds, unless the authority is satisfied that 
it is not appropriate to do so; to publish the dataset, where reasonably 

practicable, in an electronic form that is capable of re-use; and, if any 
information in the dataset is a relevant copyright work and the public 
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authority is the only owner, to make the information available for re-use 

under the terms of the Re-use of Public Sector Information Regulations 
2015, if they apply, and otherwise under the terms of the Freedom of 

Information Act section 19.    
The term ‘dataset’ is defined in section 11(5) of the Freedom of 

Information Act. The term ‘relevant copyright work’ is defined in section 

19(8) of that Act. 

Classes of information 

Who we are and what we do.  

Organisational information, locations and contacts, constitutional and 
legal  governance.  

What we spend and how we spend it.  
Financial information relating to projected and actual income and 

expenditure, tendering, procurement and contracts.   

What our priorities are and how we are doing.  

Strategy and performance information, plans, assessments, inspections 
 and reviews. 

How we make decisions. 
Policy proposals and decisions. Decision making processes, internal 

 criteria and procedures, consultations. 

Our policies and procedures. 

Current written protocols for delivering our functions and responsibilities.

Lists and registers. 

Information held in registers required by law and other lists and registers 
 relating to the functions of the authority. 

The services we offer. 
Advice and guidance, booklets and leaflets, transactions and media 

 releases. A description of the services offered. 

The classes of information will not generally include: 

 Information the disclosure of which is prevented by law, or exempt

under the Freedom of Information Act, or is otherwise properly 
considered to be protected from disclosure. 

 Information in draft form.
 Information that is no longer readily available as it is contained in files

that have been placed in archive storage, or is difficult to access for 
similar reasons. 
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The method by which information published under this 
scheme will be made available 

The authority will indicate clearly to the public what information is covered by 

this scheme and how it can be obtained. 

Where it is within the capability of a public authority, information will be 
provided on a website. Where it is impracticable to make information available 

on a website or when an individual does not wish to access the information by 
the website, a public authority will indicate how information can be obtained by 

other means and provide it by those means.  

In exceptional circumstances some information may be available only by 

viewing in person. Where this manner is specified, contact details will be 
provided. An appointment to view the information will be arranged within a 

reasonable timescale.  

Information will be provided in the language in which it is held or in such other 
language that is legally required. Where an authority is legally required to 

translate any information, it will do so. 

Obligations under disability and discrimination legislation and any other 
legislation to provide information in other forms and formats will be adhered to 

when providing information in accordance with this scheme. 

Charges which may be made for information published 
under this scheme 

The purpose of this scheme is to make the maximum amount of information 

readily available at minimum inconvenience and cost to the public. Charges 
made by the authority for routinely published material will be justified and 

transparent and kept to a minimum.  

Material which is published and accessed on a website will be provided free of 
charge.  

Charges may be made for information subject to a charging regime specified 
by Parliament.  

Charges may be made for actual disbursements incurred such as: 

 photocopying
 postage and packaging

 the costs directly incurred as a result of viewing information
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Charges may also be made for information provided under this scheme where 

they are legally authorised, they are in all the circumstances, including the 
general principles of the right of access to information held by public 

authorities, justified and are in accordance with a published schedule or 
schedules of fees which is readily available to the public. 

Charges may also be made for making datasets (or parts of datasets) that are 
relevant copyright works available for re-use. These charges will be in 

accordance with the terms of the Re-use of Public Sector Information 
Regulations 2015, where they apply, or with regulations made under section 

11B of the Freedom of Information Act, or with other statutory powers of the 
public authority.   

If a charge is to be made, confirmation of the payment due will be given before 

the information is provided. Payment may be requested prior to provision of 
the information.  

Written requests 

Information held by a public authority that is not published under this scheme 

can be requested in writing, when its provision will be considered in 
accordance with the provisions of the Freedom of Information Act.  
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Document Change History 

This is version 1 of this policy and it is the responsibility of the Parish Clerk to ensure that new 
versions are communicated to Council and made available per the adopted Publication 
Scheme.  

It is the responsibility of the reader to familiarise themselves with this version of the document. 

This document is subject to revision and is maintained electronically. Electronic copies are 
version controlled and printed copies are not subject to this control. 

Summary of Changes 

Version 1 

Ref. Change 

N/A N/A 
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DRAYTON PARISH COUNCIL 
GUIDE TO INFORMATION 

* Local Government Transparency Code 2015
**Hard copies will incur a fee - see schedule of charges. 

Information to be published How the information can be obtained Cost 

Class 1: Who we are and what we do 
Organisational information, structures, locations and contacts. Current information only. 

List of Council members and their responsibilities Available on Parish Council website ** 

List of Council Committees Available on Parish Council website ** 

Details of any representation on local public bodies Available on Parish Council website ** 

Postal and email address Available on Parish Council website ** 

Contact details for Parish Clerk and Council members Available on Parish Council website ** 

Where possible, provide named contacts including contact phone numbers and email 
addresses 

Available on Parish Council website ** 

Location of main Council office and accessibility details Available on Parish Council website ** 

Staffing structure Not held 

Class 2: What we spend and how we spend it 
Financial information about projected and actual income and expenditure, procurement, contracts and financial audit. Current and previous 
financial year as a minimum. 

Statement of accounts and internal audit report in the format included in the Annual 
Return Form 

Available on Parish Council website ** 

Finalised budget Available on Parish Council website ** 

Precept Available on Parish Council website ** 

Borrowing Approval letter Not held N/A 

All items of expenditure above £500* Available on Parish Council website ** 

Standing Orders Available on Parish Council website ** 

Financial Regulations Available on Parish Council website ** 
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DRAYTON PARISH COUNCIL 
GUIDE TO INFORMATION 

* Local Government Transparency Code 2015
**Hard copies will incur a fee - see schedule of charges. 

Information to be published How the information can be obtained Cost 

Grants given and received* Available on Parish Council website ** 

List of current contracts awarded and value of contract* Available on Parish Council website ** 

Members’ allowances and expenses Not held N/A 

Class 3: What our priorities are and how we are doing 
Strategies and plans, performance indicators, audits, inspections and reviews. Current and previous years as a minimum. 

Annual Governance Statement in format included in the Annual Return Form Available on Parish Council website ** 

Parish Plan Not held N/A 

Annual Report to Parish Meeting Available on Parish Council website ** 

Quality Status Not held N/A 

Local charters drawn up in accordance with DLUHC’s guidelines Not held N/A 

Data protection impact assessments (in full or summary format) or any other impact 
assessment (e.g. Health & Safety Impact Assessment, Equality Impact Assessments etc. 
as appropriate and relevant 

Available on request to the Parish Clerk ** 

Class 4: How we make decisions 
Decision making processes and records of decisions. Current and previous council year as a minimum. 

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

Available on Parish Council website ** 

Agendas of meetings (as above) Available on Parish Council website ** 

Minutes of meetings (as above) – excluding material that is properly considered to be 
exempt from disclosure 

Available on Parish Council website ** 

Reports presented to council meetings – exclude material that is properly considered to 
be exempt from disclosure 

Available on Parish Council website ** 

Responses to consultation papers Available on request to the Parish Clerk ** 
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DRAYTON PARISH COUNCIL 
GUIDE TO INFORMATION 

* Local Government Transparency Code 2015
**Hard copies will incur a fee - see schedule of charges. 

Information to be published How the information can be obtained Cost 

Responses to planning applications Available on Local Planning Authority website ** 

Bye-laws Available on request to the Parish Clerk ** 

Class 5: Our policies and procedures. 
Current written protocols, policies and procedures for delivering our services and responsibilities. Current Information only.  

Policies and procedures for the conduct of Council business: 
• Procedural standing orders
• Committee and sub-committee terms of reference
• Delegated authority in respect of officers
• Code of Conduct
• Policy Statements

Available on Parish Council website ** 

Policies and procedures for the provision of services and about the employment of staff: 
• Internal instruction to staff and policies relating to the delivery of services
• Equality and diversity policy
• Health and Safety policy
• Recruitment policies and details of current vacancies
• Policies and procedures for handling requests for information
• Complaints procedures (including those covering requests for information and

operating the publications scheme) 

Available on Parish Council website ** 

Records management, personal data and access to information policies: 
• Information security policies
• Record retention
• Destruction and archive policies
• Data protection (including data sharing and CCTV usage policies)

Available on Parish Council website ** 

Class 6: Lists and Registers 
Currently maintained lists and registers only. 
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DRAYTON PARISH COUNCIL 
GUIDE TO INFORMATION 

* Local Government Transparency Code 2015
**Hard copies will incur a fee - see schedule of charges. 

Information to be published How the information can be obtained Cost 

Information legally required to hold in publicly available registers (in most circumstances 
existing access provisions will suffice) 

Available on request to the Parish Clerk ** 

Assets register, including details of public land and building assets* Available on Parish Council website ** 

Disclosure log indicating the information provided in response to FOIA and EIR requests. 
There are recommended as good practice 

Available on request to the Parish Clerk ** 

Register of members’ interests Available on Local Authority website ** 

Register of gifts and hospitality Not held ** 

Class 7: The services we offer 
Information about the services we offer, including leaflets, guidance and newsletters produced for the public and businesses. Current information 
only.  

Allotments Not held N/A 

Burial grounds and closed churchyards Not held N/A 

Community centres and village halls Not held N/A 

Parks, playing fields and recreational facilities Available on request to the Parish Clerk ** 

Seating, litter bins, clocks, memorials and lighting Available on request to the Parish Clerk ** 

Bus shelters Available on request to the Parish Clerk ** 

Markets Not held N/A 

Public conveniences Not held N/A 

Agency agreements Available on request to the Parish Clerk ** 

Services for which we are entitles to recover a fee and details of those fees (e.g. burial 
fees) 

Not held N/A 

Additional Information 
Information not itemised in the lists above 
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DRAYTON PARISH COUNCIL 
GUIDE TO INFORMATION 

* Local Government Transparency Code 2015
**Hard copies will incur a fee - see schedule of charges. 

Information to be published How the information can be obtained Cost 

Requests for quotations and tenders exceeding £5,000 published quarterly* Available on Parish Council website ** 

Information about counter fraud work* Available on Parish Council website ** 

CIL Reporting including income and expenditure Available on Parish Council website ** 

Internal and External Auditor’s report Available on Parish Council website ** 

Neighbourhood Plan Available on Local Authority website ** 

Schedule of Charges 

Type of charge Description Basis of charge 

Disbursement cost Photocopying @ 5p per sheet 
(Black and white) 

Estimated actual cost 

Photocopying @ 10p per 
sheet (Colour) 

Estimated actual cost 

Postage Actual cost of Royal Mail standard 2nd class 

Statutory Fee In accordance with the relevant legislation (quote the actual statute) 
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DRAYTON PARISH COUNCIL 

Paper DPC8c: To consider recommendation to amend Credit Card Policy 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

At the April 2025 meeting, the Finance & General Purposes Committee considered a 
response to the Interim Internal Audit Report, “to clarify the limits of the credit card 
within the policy (stated at £1,000) in recognition that the limit is the maximum limit per 
card at any one time. Council currently operates with three cards as reflected in the 
limits shown on the credit card statement.” 

Recommendation 

The Finance & General Purposes Committee recommend to adopt the attached Credit 
Card Policy as presented. 

Summary of changes include; change of job details under credit card holders, 
clarification of a £1000 limit per card at any one time under credit card limit, and an 
additional employee responsibility to report a lost or stolen card to the card issuer.  

Recommendation 

Council is asked to consider the recommendation of the Finance & General Purposes 
Committee to adopt the amendments to the Credit Card Policy as presented. 
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DRAYTON PARISH COUNCIL 

CREDIT CARD POLICY 

POLICY BRIEF AND PURPOSE 

Drayton Parish Council may provide employees with credit cards that can be used 
for business-related expenses. Having these cards helps us keep track and process 
our expenses, prevent fraud and make payments more efficiently. We want to make 
sure that employees who hold Parish Council credit cards will use them properly and 
will know their limitations and responsibilities. 

SCOPE 

This policy applies to all employees who are eligible to use a Parish Council credit 
card. It also applies to employees who have the right to approve the use of a Parish 
Council credit card to their employees. 

OPERATION 

Drayton Parish Council will take out a credit card in the employee’s name. They will 
be able to use it for business-related expenses and Drayton Parish Council will pay 
the card bills. 

EMPLOYEE CREDIT CARD AGREEMENT 

When Drayton Parish Council gives an employee a credit card, they will need to sign 
and abide by a credit card agreement. This is to acknowledge that the credit card 
belongs to Drayton Parish Council and that they can process and investigate 
charges as they see fit. It will also refer to the employee’s responsibilities and the 
consequences of incorrect use. 

CREDIT CARD HOLDERS 

Credit cards may be allocated to: 

• Parish Clerk/RFO
• Deputy Clerk & Facilities Manager
• Parish Ranger
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EXPENSES ALLOWED ON THE CREDIT CARD 

• Minor expenses that have been approved by the Parish Clerk/Council
in the pursuit of their business. 

Employees may not use the credit card for non-authorised or personal expenses. 
Employees may not withdraw cash using the credit card. 

Employees may not purchase amounts of alcohol, or any drugs, weapons, 
pornography or incur charges for other adult entertainment. 

CREDIT CARD LIMIT 

The limit of the credit card is £1,000 per card, at any one time. 

Drayton Parish Council may adjust the limits based on the job’s specific needs. 

EMPLOYEES RESPONSIBILITIES 

Employees issued with a credit card will be expected to: 

• Protect it to the best of their ability. Not leave it unattended or give it
to unauthorised people (eg. friends, family, colleagues) even just to hold. 
• Report it lost or stolen as soon as possible. If, for example, there is
a break-in at their home and the credit card is taken, they need to report a lost 
or stolen card to the card issuer, file a police report and call the Council 
immediately. 
• Use it only for approved reasons. Follow the instructions in this
policy and the employee card agreement, and not to use the card for personal 
or unauthorised expenses, even if they intend to compensate the charges 
later. 
• Document all expenses and forward the credit card bills to the
Clerk/RFO. The employee will keep receipts and submit documentation with 
the date and purpose of the expenses. 
• Authorising and approving credit card invoices. The Clerk/RFO will
authorise and approve credit card invoices within the time limits to avoid late 
fees. 
• Expenses. Confirm the particular expense is allowed under this Policy.
• Credit Card Limit. Mind the credit card limit and the transaction limit, if
any, so that business expenses can be planned properly. 
• Credit Card PIN Number. Keep the credit card PIN number and
physical card secure. 
• Use of the credit card. Use the card sensibly and avoid unnecessary
expenses even if it is allowed under this Policy. 

VIOLATION OF THIS POLICY 
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Drayton Parish Council expects employees to comply with this Credit Card Policy 
and the Employee Agreement and may take action if the employee violates the 
Policy. For example: 

• If they incur personal or unauthorised expenses, they will need to pay them
themselves. If they do this consistently, they may face disciplinary action 
that could include the loss of the right to have a credit card or even 
termination depending on the amount and the type of expenses. 

• If they lose a receipt, they will need to inform the Clerk/Council immediately.
The Council may find a solution if this happens rarely, but if the employee 
fails to submit receipts consistently, they may lose the right to hold a credit 
card. 

• If they fail to submit expenses on time, and incur late fees, they will need to
pay them themselves. Doing this repeatedly will result in the loss of the use 
of the credit card. 

• Giving the credit card to unauthorised people or abusing the expenses limit
may result in suspension or termination. 

• Making prohibited purchases as mentioned previously (eg. weapons, drugs)
will result in immediate termination, and possibly legal action. 

Drayton Parish Council has the right to review the employee’s credit card use and 
withdraw it if there is any inappropriate use. 

Dated: 3rd February 2022 

Review Date: April 2025 (Finance & General Purposes) 

Approval Date: June 2025 (Council) 
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DRAYTON PARISH COUNCIL 

Paper DPC8d: To consider authorisation for expenditure from Earmarked Reserve 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

At the April 2025 meeting, The Finance & General Purposes Committee considered a 
request to install additional streetlighting to improve safety and visibility on Herbert 
Nursey Close.  

The Committee considered the demographic of those affected by the report of 
inadequate streetlighting, the suitability of the area and the proposed solutions and 
agreed to recommend expenditure from the earmarked reserves to install a solar lighting 
unit. 

Recommendation 

Per the Council’s adopted Financial Regulations, expenditure from the earmarked 
reserve is a matter reserved for Council and the Committee requests authorisation to 
spend £2,700 to cover the associated costs for purchase and installation of a solar 
lighting unit. 

For information 

Specification 

5M Galv Steel Column, Pro-Lectric AE3 LED lantern, Pro-Lectric Solar Array panel and 
Battery set. 

Operation 

At dusk the lights will switch on at 30% until motion is detected, it will then light at 100% 
until the motion is no longer detected (+30 seconds) and switch back to 30%. After 
approx 8 hours the light will switch to standby mode, the PIR sensors will still be active, 
and the light will switch to 100% when motion is detected. At dawn, charge mode will be 
activated. 

Installation 

Contractor advised by Norfolk County Council that there is no objection to their use and 
there is a two weeks lead time from order to installation. 

Ongoing costs 

No electricity charge, no DNO siting constraints. Repairs and maintenance as needed. 

Recommendation 

Council is asked to consider authorisation for expenditure from the earmarked reserve for 
streetlighting.  
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DRAYTON PARISH COUNCIL 

Paper DPC10a: To receive minutes for information. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Per the adopted Terms of Reference for Standing Committees of the Council, minutes 
(draft or approved) are received by Council as soon as practicable after each of its 
meetings for information only. 

Matters arising from the meeting of the Committee will be listed separately for 
consideration by Council as part of the agenda.  

Recommendation 

Council is asked to note receipt of the minutes of the Committee meeting. 
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DRAYTON PARISH COUNCIL MINUTES 
ENVIORNMENT & HIGHWAYS COMMITTEE MEETING 01/05/2025 

Page 1 of 2 

Minutes of the Environment & Highways Committee held on Thursday 1st May 2025 at 7:00pm 
at King George V Pavilion, Drayton High Road, Drayton, Norwich, NR8 6AW. 

Present: Cllrs. J. Anderson, G. Everett, H. Kisby (Chair), J. Edwards-Smith, N. Quinsey and S. 
White. 

In attendance: Rachel Catto; Deputy Clerk & Facilities Manager, one member of the public. 

Meeting Opened: 7:41pm 
1. To receive apologies and consider acceptance for absence.

No apologies received. 

2. To receive declarations of interest on matters to be considered at the meeting and
consider requests for dispensation [Pg 1-4]. 

 None. 

3. To receive minutes of the meeting of the Environment & Highways Committee held on
6th February 2025 for approval [Pg 5-8]. 

The minutes were AGREED as an accurate record of the meeting and signed by the 
Chairman. 

4. To receive any questions or comments from members of the public on matters on the
agenda. 

None. 

5. To receive Clerk’s Report on matters arising from previous meetings of the
Committee [Pg 9-10]. 

The Committee received the report and noted the verbal update provided by the Deputy 
Clerk and Facilities Manager regarding delays with organising a traffic count outside the 
Bob Carter Centre on School Road, expected timeframe for flail cutting works on School 
Road, quotes for Priority 3 Tree Works, allotments, resident complaints regarding road 
closures and the Jetty Advisory Group. 

6. To receive statement of receipts and payments to date and explanation of material
variances comparing planned and actual expenditure [Pg 11-13]. 

The Committee noted the report with no further comments or questions. 

7. To receive the proposal for the 2025 Drayton Best Kept Garden Competition and
consider a response [Pg 14-17]. 

The Committee considered the proposal for the 2025 Drayton Garden Competition and 
associated arrangements and noted the preference for the competition to be inclusive, 
incorporating front and back gardens, pots, hanging baskets and vegetable gardens etc. 
The Committee AGREED to proceed with the Best Kept Garden Competition in 2025 as 
presented, retaining the Best Young Gardener category but removing the reference to 
‘under the age of 18’ from the poster and revising the Best Gardener category to Most 
Impactful Garden or Display.  

8. To receive the update regarding progress with the Parish Partnership Scheme for the
SAM2 device [Pg 18]. 

The Committee noted the update regarding the Parish Partnership Scheme for the SAM2 
device.  
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ENVIORNMENT & HIGHWAYS COMMITTEE MEETING 01/05/2025 

Page 2 of 2 

9. To receive the update regarding waste disposal and bins in the village and consider a
response [Pg 19-27]. 

The Committee considered the update regarding waste disposal and bins in the village 
centre and noted the significant increase in Broadland District Council’s bin emptying 
costs in recent years. 

The Committee AGREED that the Parish Ranger should increase the frequency of litter 
picking in the village centre for a trial period until 7th August 2025 and that a response 
should be sent to Domino’s, informing them that the issue is currently being monitored but 
requesting that they clearly display signage in the local branch requesting that customers 
dispose of pizza boxes and other waste in the litter in bins provided. 

10. To consider request for metal detecting at Green Lanes [Pg 28-33].

The Committee considered the request for metal detecting at Green Lanes. 
The Committee AGREED that Parish Council land was not suitable for metal detecting, so 
permission for metal detecting at Green Lanes was declined.  

11. To receive the Norfolk County Council bus shelter funding scheme and consider a
response [Pg 34-44]. 

The Committee considered the suitability of the Norfolk County Council bus shelter 
funding scheme. 
The Committee AGREED to recommend to Council the pursuit of an application for the 
Norfolk County Council bus shelter funding scheme and to request replacement bus 
shelters for the following locations in order of preference: 

1. Longdale/junction Cricket Close
Bus shelter type: Pendlesham Rise style bus shelter with toughened glass and perch 
bench. 

2. Drayton High Road/junction Carter Road
Bus shelter type: Pendlesham Rise style bus shelter with toughened glass 

The Committee AGREED to delegate authority to the Deputy Clerk and Facilities Manager 
to undertake further investigation, seeking written confirmation from the Highway 
Engineer that the proposed locations were suitable and presenting three quotes for 
appropriate bus shelters to the Council meeting on 12th June 2025.  

12. To receive the bus shelter and flag cleaning review and consider a response [Pg 45-
48]. 

The Committee AGREED to proceed with bus shelter cleaning as quoted by Contractor 1, 
but to request that the contractor inform the office following completion of each clean, 
and to obtain quotes for cleaning all bus stop flags for consideration at the Environment 
and Highways Committee on 7th August 2025. 

13. To note exchange of information.

The high quality of the paperwork was noted. 

14. To note the date and time of the next meeting is scheduled to take place on Thursday
7th August 2025 at 7pm at KGV. 

Noted 

Meeting closed: 8.55pm 
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Paper DPC10b: Bus Shelter Funding Scheme 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

At the May 2025 meeting, the Environment & Highways Committee considered 
correspondence from Norfolk County Council regarding a new funding Scheme to help local 
councils upgrade waiting facilities for bus passengers.  
The Committee considered the suitability and eligibility criteria of the scheme and agreed to 
pursue an application to replace bus shelters for the following locations in order of 
preference: 

1. Longdale/junction Cricket Close
Bus shelter type: Pendlesham Rise style bus shelter with toughened glass and
perch bench. 

2. Drayton High Road/junction Carter Road
Bus shelter type: Pendlesham Rise style bus shelter with toughened glass

Since the meeting, the Deputy Clerk and Facilities Manager has received written confirmation 
from the Highway Engineer that the proposed locations are suitable.  

Due to the pressing application deadline of 30th June 2025, the Committee agreed for the 
Deputy Clerk & Facilities Manager to present three quotes for appropriate bus shelters for 
consideration at the June meeting of the Council prior to submitting the application.  

As part of the grant funding eligibility, Council’s must contribute 20% of the total cost up with 
a maximum grant of £8,000 per shelter. Per Council’s adopted Financial Regulations, 
authorisation for expenditure is a matter reserved for Council.  

Recommendation 
Council is asked to consider quotes received for inclusion in the grant application and 
authorise expenditure from the general fund should the grant application be successful. 

As part for the grant funding eligibility, Council is also asked to resolve that the new shelters 
will be adopted as a community asset and that the Council will take responsibility for ongoing 
maintenance. 

Quotes 
Of the four organisations approached for a quote 2 have replied, 1 is pending and 1 has not 
replied at the time of writing. The quotes are attached for consideration and have been 
summarised below for information. All quotes include the supply, delivery, installation of 
new shelter and removal and disposal of existing shelter.  
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Longdale 
Contractor Quote Total Cost to Council 
Contractor 1 £5,676.00 £1,135.20 
Contractor 2 £7,000.00 £1,400.00 
Contractor 3 Pending 
Contractor 4 No response 

Drayton High Road 
Contractor Quote Total Cost to Council 
Contractor 1 £5,833.00 £1,166.60 
Contractor 2 £6,575.00 £1,315.00 
Contractor 3 Pending 
Contractor 4 No response 

Considerations 

Please note that additional expenditure may be required in regards to: 
• Confirmation regarding any additional permit requirements
• Further traffic management requirements not stipulated within quotations

For Information 

Please note, contractor quotes have been redacted from the published papers due to 
commercial sensitivity. 

Recommendation 

Council is asked to confirm the preferred contractor for inclusion in the grant application and 
authorise expenditure from the General Fund should the grant application be successful.  

Council is also asked to confirm that it is committed to adopting the shelter as an asset and 
maintaining it for the purpose of the grant application.  
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Paper DPC11a: To receive minutes for information. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Per the adopted Terms of Reference for Standing Committees of the Council, minutes 
(draft or approved) are received by Council as soon as practicable after each of its 
meetings for information only. 

Matters arising from the meeting of the Committee will be listed separately for 
consideration by Council as part of the agenda.  

Recommendation 

Council is asked to note receipt of the minutes of the Committee meeting. 
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Minutes of the meeting of the Staffing Committee held on Thursday 22nd May, 7:00pm at King 
George V Pavilion, Drayton High Road, Drayton, Norwich, NR8 6AW. 

Present: Cllrs. J. Anderson, H. Kisby, N. Quinsey (Chairman). 

In attendance: Amy Pinkham; Parish Clerk & RFO, no member(s) of the public. 

Meeting Opened: 7:00pm 

1. To receive apologies and consider acceptance for absence.

Apologies received and accepted for Cllr. A. Taylor. 

2. To receive declarations of interest on matters to be considered at the meeting and
consider requests for dispensation [Pg 1-4]. 

None. 

3. To receive minutes of the meeting of the Staffing Committee held on 20th February
2025 for approval [Pg 5-7]. 

The minutes were AGREED as an accurate record of the meeting and signed by the 
Chairman. 

4. To receive any questions or comments from members of the public on matters on the
agenda. 

None. 

5. To receive Clerk’s Report on Committee matters arising from previous meetings [Pg 8-
9]. 

The Committee received the report with no further questions.  
It was noted that further to item 8 of the last meeting, a re-declaration of compliance for 
Drayton Parish Council was submitted to the Pensions Regulator on 31st March 2025. 

6. To receive statement of receipts and payments to date and explanation of material
variances comparing planned and actual expenditure [Pg 10-12]. 

The Committee received the report with no further questions or comments. 

7. To consider amendments to staff contracts and employment documents in line with
employment law changes and recommendation from HR Consultant [Pg 13-34]. 

The Committee AGREED to amend the staff contracts and employment documents as 
presented to ensure the Council continued to meet its responsibilities under the terms 
and conditions of service with Personnel Advice and Solutions Ltd.  
It was noted that documentation would be circulated to staff following final confirmation 
from Personnel Advice and Solutions Ltd. to proceed with the changes. 
It was noted that the employment documents provided by Personnel Advice and Solutions 
Ltd. included a Grievance Policy and Procedure that would replace the existing Grievance 
Policy. 

8. Pursuant to S1(2) of the Public Bodies (Admission to Meetings) Act 1960 it is resolved
that, because of the confidential nature of the business to be transacted, the public 
and the press leave the meeting during consideration of item(s) 9 and 10. 

The Committee AGREED that because of the confidential nature of the business to be 
transacted, the public and press leave the meeting during consideration of items 9 and 10. 
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9. To receive and agree the outcomes from the Parish Ranger’s annual appraisal [Pg 35-
41]. 

The Committee received the Parish Ranger’s annual appraisal and AGREED the objectives 
as presented.  

10. To receive and agree the outcome of the Deputy Clerk & Facilities Manager’s
probation period [Pg 42-47]. 

The Committee received the Deputy Clerk & Facilities Manager’s probation record and 
AGREED the recommendation as presented. 

11. To note exchange of information.

The Committee noted its thanks to the Parish Clerk for carrying out the appraisal and 
probation in a timely manner.  
It was noted that the Lone Working should be prioritised for review at the next meeting. 

12. To note the date and time of the next meeting is scheduled to take place on 21st

August 2025 at 7pm at KGV. 

The Committee noted that a number of Committee members were unable to attend the 
next scheduled meeting and AGREED to reschedule to 4th September 2025.  

Meeting Closed: 7:31pm 
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Paper DPC12a: To consider application for casual vacancy by co-option. 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 

On 21st May 2025, Council received an expression of interest from a member of the public in becoming 
a Council Member for Drayton Parish Council as follows: 

After moving from Suffolk to the Church Farm development and working for Priscilla Bacon 
Hospice, I would like to get more involved in the local community. In Suffolk I was on our village 
Parish Council for over 20 years so have some experience although Mickfield is a very small 
village! 

Following an initial meeting with the Parish Clerk and attendance at the May 2025 meeting of the 
Council, the candidate has confirmed they wish to be considered and has confirmed in writing that 
they meet the eligibility criteria as follows: 

• They are at least 18 years old;
• They are a British citizen, an eligible Commonwealth citizen, a citizen of the Republic of

Ireland, a qualifying EU citizen or an EU citizen with retained rights 
• They are, and will continue to be, registered as a local government elector for the parish in

which you wish to stand from the day of your nomination onwards.
• Their main or only place of work during the 12 months prior to the day of your nomination and

the day of election has been in the parish area

Recommendation 

Council currently has two vacant seats and is asked to consider the application for co-option. 

For Information 

The debate and vote on the co-option must not exclude the public and press and candidates are 
entitled to be present during the proceedings. The Parish Council is not obliged to fill a vacancy from 
the candidates who apply and co-option is resolved by a majority vote.  

Successful candidates take office immediately and can take part in the remainder of the meeting 
should they wish to do so.  

New councillors must make a declaration of acceptance of office and, where possible, this will be 
dealt with at that meeting, but as a minimum must be made at/before the next meeting. 

All councillors are required under the Localism Act 2011 to complete a Notification of Disclosable 
Pecuniary and Other Interests form within 28 days of taking office. The Clerk to the Council will 
support any new councillors through this process with the relevant information. 

Per 10aix. of the Council’s adopted Standing Orders, a motion to appoint members of a Committee 
may be moved at a meeting without written notice to the Proper Officer should the successful 
candidate express an interest in joining a Committee with vacant seats. 

Recommendation 

Council is asked to consider the application for co-option. 
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Paper DPC12b: To consider applications received for the Council’s Grant Scheme 

Meeting Council 

Date 19th June 2025 

Author Parish Clerk & RFO 

Summary 

Background 
During the week commencing 2nd June 2025, Council received the attached grant 
applications for consideration.  

Considerations 
Per the Council’s adopted Grants Policy, successful grants will need to demonstrate the 
following: 

a. Show that the benefiting group or organisation is based within the parish or that it
is constituted for the benefit of Drayton parishioners.

b. The grant must go towards supporting or purchasing one of the following:
i. Purchasing equipment either in part or in full.

ii. Funding transport to enable group members to partake in a group trip or
outing.

iii. For training activities, or to purchase the expertise of a trainer/facilitator.
iv. Raising the profile of the group's work.
v. Covering running costs of a viable group experiencing a period of

hardship.
vi. Hosting special events or celebrations.

vii. Providing new or improving existing recreational facilities for which the
Council is not currently responsible.

Recommendation 

Council is asked to consider the award of funding for the grant applications received. 
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