
CROWBOROUGH TOWN COUNCIL 

To the Members of Crowborough Town Council 

You are summoned to attend a meeting of CROWBOROUGH TOWN COUNCIL to be held at 
the Council Offices, Pine Grove, Crowborough on Tuesday 9th November 2021 at 7.30 pm when it 
is proposed to transact the following business: 

Caroline Miles, Town Clerk 
3rd November 2021 

MEETINGS OF THE COUNCIL ARE OPEN TO THE PUBLIC 

Questions from members of the public (15 minutes maximum) 

Please note that in view of the confidential nature of the discussion of some items on this 
agenda, the press and public may be excluded under section 1(2) of the Public Bodies 
(Admission to Meetings) Act 1960 

1. PRAYER

2. APOLOGIES

3. DECLARATIONS OF INTEREST

4. MINUTES
4.1. To resolve that the minutes of the Council meeting held on 21st September 2021 be

taken as read, confirmed as a correct record and ratified by the Chairman 

5. TO RECEIVE REPORTS FROM DISTRICT AND COUNTY COUNCILLORS

6. TO RECEIVE REPORTS FROM CTC COUNCILLORS ON OUTSIDE BODIES

7. TO ANSWER QUESTIONS FROM COUNCILLORS

8.

9   

TO RECEIVE SUCH COMMUNICATIONS AS THE TOWN MAYOR MAY WISH TO LAY BEFORE 
THE COUNCIL

8.1To note the Town Mayor’s engagements

COMMITTEE MINUTES

To receive the acts and proceedings of the following committee meetings:

9.1  A & C – 20th July 2021

9.2  F & GP – 7th September 2021
9.3  Personnel – 7th September 2021

9.4  Planning & Development –6th & 27th September 2021

9.5   S & R –10th August 2021



10. RECOMMENDATIONS FROM COMMITTEE MEETINGS
To approve the following recommendations from the F & GP committee:
To accept the financial regulations (resolution number 9500)

To accept the Risk Management Policy and Register (resolution number 9501)

To approve the following recommendation from the Personnel committee:

To accept the Health and Safety Policy and Arrangements. (resolution number 9541)

11. TO AUTHORISE THE SEALING OF DOCUMENTS
Grants of Exclusive Burial Right

CERTIFICATE NAME GRAVE SPACE 
Q1136 Dee Tormey & Rebecca Cooper 3592 

Q1137 Penny Tester GRH165 & GRH166 

Q1138 Robert Watkins GRH159 & GRH160 

12. CLIMATE CHANGE POLICY
12.1 To note the Climate Change Policy and agree further action

13. COMMUNITY WARDEN
13.1 To note the presentation by the Community Warden.

14. PINE GROVE
14.1 To note the officer’s report on the building.
14.2 To note the financial report and agree any action
14.3 To note the CONFIDENTIAL finance report and update

15. PLANNING AND DEVELOPMENT COMMITTEE SUBSTITUTE MEMBERS
15.1 To elect substitute members to the Planning and Development committee.

16. FINANCIAL MATTERS
16.1 Note all payments made in September including any through petty cash
16.2 Agree disposal of fixed assets as recommended by F&GP committee
16.3 Note update on monies received through CiL
16.4 Note the external auditors report and comments
16.5 Note Q3 performance participation certification

URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR NOTING 



 

 

County Councillor Report October 2021 
 

Council Monitoring 
1st qtr. report was approved by Cabinet last week. The majority of targets – 43 of 52- have 

been met although there are a number, esp. re schools, which can’t be measured because 

of the pandemic. 

The report did highlight a one-off surplus of £8.8m which will be used for Climate Change 

and highways one off expenditure. Exact details to be decide at the November cabinet. 

Climate Change 
Climate change is rightfully always in the forefront of the council’s policies 

The County Council debated climate change in 2019 and agreed the following 

1) to declare that a climate emergency 

2) To achieve net carbon neutral as soon as possible and by 2050 at the latest 

3) To set a plan of action  

4) To report on progress will be made to East Sussex Cabinet and then on to Full 

Council 

The commitment to delivering the action plan is cross party and whilst there will be 

differences in the approach the will to deliver the plan is agreed. 

The Council’s Place scrutiny committee also produced a report “Becoming a Carbon Neutral 

Council. This report was accepted by Council and its recommendations combined into the 

action plan 

Progress on the action plan is reported to Cabinet and Full Council each year.  

Of these 37 recommendations 5 have been completed  

28 (76%) ongoing and just 4 not yet started 

The council aims to has been reducing its emissions by 13% each year clearly this is easier in 

the early years and gets progressively harder as the low hanging fruit is picked. 

Included in that target of 13% pa are maintained schools 

 A small example on work done is at Buxted Primary School where the replacement of 

fluorescent lamps with LED reduced emissions by 5 tonnes of CO2 saved £1500 a year with a 

capital out lay of 15k 

We have also a Street light programme to replace 16000 sodium lights with LED- also some 

lights switched off at midnight but mindful of public safety 

 

The Action Plan will be reviewed every 2 years to ensure the target of 2050 is met or ideally 

bettered 



 

 

This is clearly not a County Council only programme and we work with District and Boroughs 

locally and also with our partners in SE7. We are also working with the SE Local Enterprise 

Partnership 

Remote working – covid has given evidence on home working can assist in reducing carbon 

footprint – there are some disadvantages in home working  

Move to Electric Vehicles on replacement of current vehicles. 

Bus Back Better initiative will encourage more residents onto public transport but again 

more challenging in rural areas 

Council member of Hydrogen Sussex 

This is not just about Councils or business but all of us need to make our contribution 

Final point on roads – and where we differ with the Green Party that does not want any new 

roads- don’t confuse traffic jams and emissions – an electric car or hydrogen vehicle can 

create traffic jams in the same way as Diesel or Petrol. Population in the UK and SE is 

increasing hence the need for housing and new roads to keep the economy growing. 

There was a further extensive debate at Full Council last Tuesday. 

Council resolved the following 

1. That it believes that:  

i Government climate and ecological initiative, as informed by its commitment to the 

Millennium and UN Sustainable Development Goals, its environmental policies and its 

current national carbon budgets as laid down in legislation, advised and audited by the 

Committee on Climate Change, strike the right balance for a country that leads the G7 on 

Climate initiative and accounts for approximately 1% of current global territorial emissions.  

ii. Focus on properly valuing eco-system services, safeguarding and enhancing carbon sinks, 

conserving and restoring biodiverse habitats, natural and human modified ecosystems and 

the health of their soils must be an increasing focus for policy.  

iii. High-level policy ambitions must be grounded at a national, regional and local authority 

level in direction & fine detail, supported by central funding. 

 2. To write to our MP’s asking them to press Ministers for that greater direction, detail and 

support to assist us in delivering on net-zero. Additionally, to ask that they consider further 

Page 1 Agenda Item 7 policy action which puts a proper value on eco-system services, 

enhances carbon sinks,  preserves and improves natural and human modified ecosystems 

and promotes biodiversity 

 

Application for secondary school places 
Reminder that parents of year 6 who will moving to senior school in Sept 2022 need to have 

completed the application form by Oct 31st 

 

 Cllr Johanna Howell, Oct 2021 



 

 

 

 

Update to Crowborough Town Council – November 2021 

Councillor Philip Lunn 
 
This is a summary of current topics relating to my Cabinet portfolio at Wealden District 
Council 
 

Police & Crime 
 

New Recruits 
A new group of 72 Officers joined Sussex Police week commencing 4th October. They were 
sworn in on 28th September. 
54 have joined through the 3 year Police Constable Degree apprenticeship, and 18 through 
the 2 year Detective Constable Degree holder entry programme. 
The new officers will spend 9 weeks training at HQ in Lewes before joining dedicated coaching 
units in Police Stations County wide. 
Recruitment has continued – the current round closing on Monday 11th October. 
Over the past financial year, Sussex police has welcomed 129 Police Constables through the 
Government Uplift Campaign and another 50 as a result of the rise in the local council tax 
precept. 
 
Wealden’s Police team has been presented with an Award at the Police national conference 
- for its work with youths at risk of crime. 
Operation Asteroid, the Wealden’s Neighbourhood Policing’s team response to anti-social 
behaviour in Uckfield, was announced as the winner of the Neighbourhoods category of the 
2021/22 Tilley awards. 
The approach was presented by the team at the event in Burton-on-Trent on 28th September. 
The team stressed that their success was as a result of collaboration over a number of years 
with Town, District and County Councils, as well as the Chamber of Commerce and others. 
Since 2020 there has been a noticeable drop in ASB in some of the hot-spot Uckfield areas. 
In respect of ASB, over the weekend of 1st - 3rd October Operation Blitz targeted Hailsham and 
Heathfield following reports by the public. 
 
**Please note that on each Friday & Saturday you are able to report ASB incidents that you 
have witnessed or that your residents have witnessed, or who have been victims - directly 
to the Op Blitz team on 07770700642 or 1800 0000. Obviously full details / locations etc 
need to be given to the team. 
 

Community Safety 
 

Road Safety 
Over the past few weeks our Wealden Policing teams have partnered up with our Safer Roads 
Safety Camera team to help tackle a number of road related offences: particularly speeding 
and mobile phone use. 
Sadly this year, we have seen a number of fatal RTC’s (road traffic collisions) in North Wealden 
as a result of various driving and road related offences. 
Together our teams have set up in specified and approved sites across the District including 
in Heathfield, Uckfield, Crowborough and Boarshead – speaking with residents, drivers, and 



 

 

recording speeds at the sites. All those exceeding speed limits will be issued with Notices of 
intended prosecution, or a fine and points on licences – or where appropriate offered an 
attendance at a Speed Awareness course for a paid fee. 
This initiative will continue across the District, to help make our roads safer. 
 

Grant Funding Review 
It is now in the public arena that the above scheme is likely to be replaced by a new Wealden 
lottery scheme, and a Crowdfund initiative. The aim is to increase the total amount of funding 
available – to a much wider range of groups / activities.  
Crowborough Life has an article on its’ website in respect of this subject. 
 
END 
 



                             
                    

 
 
 

November 2021 Council Meeting 

                         
                          Mayor’s Engagements                           
 
 
17th September The Mayor attended the re-opening of Boars Head BP Garage 
30th September  The Mayor attended ‘Dementia Friday’ at the Oasis Café, Crowborough 

Community Church for tea and to talk with the attendees. 
1st October  The Mayor attended the re-opening of Sweat-It Gym, London Road where 

he cut a ribbon to officially open the premises. 
21st October  The Mayor and Mayoress attended a charity dinner hosted by the Mayor 

of Tunbridge Wells in aid of Mental Health Resource. 
 
 
 
 
 

 
 

 



21st September 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Financial Regulations 

 

Responsibility: Full Council 

 

Review Cycle: Annually, or earlier in the event of legislative changes 

 

Date of Adoption / Renewal Resolution Number 

18 January 2011 6047 

10 January 2012 6367 

8 January 2013 6683 

16 September 2014 7269 

21 March 2017 8019 

23 May 2017 8070 

21 November 2017 8236 

23 January 2018 8287 

22 May 2018 8391 

14 May 2019 8738 

12 November 2019 8920 

27 October 2020 9155 

15 December 2020 - revoked 9208 

12th January 2021 9216 

21st September 2021 9508 
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FINANCIAL REGULATIONS 

 

Index 

 

Section Title Page 

1 General 3 

2 Accounting and audit (internal and external) 5 

3 Annual estimates (budget) and forward planning 6 

4 Budgetary control and authority to spend 6 

5 Banking arrangements and authorisation of payments 8 

6 Instructions for the making of payments 9 

7 Payment of salaries 11 

8 Loans and investments 12 

9 Income 13 

10 Orders for work, goods and services 13 

11 Contracts 14 

12 Payments under contracts for building or other construction works 16 

13 Stores and equipment 16 

14 Assets, properties and estates 17 

15 Insurance 17 

16 Charities 18 

17 Risk management 18 

18 Earmarked Reserves Policy 18 
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19 Suspension and revision of Financial Regulations 19 

 

 

 

  

 

 

 

1. GENERAL 

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

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

governing policy documents (along with Standing Orders and Members Code of Conduct) providing 

procedural guidance for members and officers. Financial Regulations must be observed in conjunction 

with the council’s standing orders and any individual Financial Regulations relating to contracts.  

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

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

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

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

• for the timely production of accounts; 

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

• to prevent and detect inaccuracy and fraud; and 

• identifying the duties of officers. 

1.4. These Financial Regulations demonstrate how the Council meets these responsibilities and 

requirements. 

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

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

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to disciplinary 

proceedings. 

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

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

Councillor into disrepute. 

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

1.9. The RFO; 

• acts under the policy direction of the Council;  

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

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

• ensures the accounting control systems are observed; 

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

practices; 

• assists the Council to secure economy, efficiency and effectiveness in the use of its resources; 

and  

• produces financial management information as required by the Council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and explain the Council’s 

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

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

may be, or management information prepared for the Council from time to time complies with the 

Accounts and Audit Regulations. 

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

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

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

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

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

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

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

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

reasonably practicable and as accurately and reasonably as possible;  

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

reconstruct any lost records; 

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

responsibilities of those officers in relation to significant transactions; 

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

the Council for approval to be written off except with the approval of the RFO and that the 

approvals are shown in the accounting records; and 

• measures to ensure that risk is properly managed. 

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

decisions. In particular any decision regarding: 

• setting the final budget or the Precept (Council Tax Requirement); 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• writing off bad debts; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations in any report from the internal or external auditors, 
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shall be a matter for the full Council only.  

1.14. In addition the Council must: 

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

• approve any grant or a single commitment in excess of £10,000; and 

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

salaries of employees made by the relevant Committee in accordance with its terms of reference. 

1.15. In these Financial Regulations, references to the Accounts and Audit Regulations or ‘the Regulations’ 

shall mean the Regulations issued under the provisions of section 27 of the Audit Commission Act 

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

In these Financial Regulations the term ‘proper practice’ or ‘proper practices’ shall refer to guidance 

issued in Governance and Accountability for Local Councils – a Practitioners’ Guide (England) issued 

by the Joint Practitioners Advisory Group (JPAG), available from the websites of NALC and the 

Society for Local Council Clerks (SLCC). 

 

2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 

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

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

2.2. On a regular basis, at least once in each quarter and at each financial year end, the Chair of the Finance 

and General Purposes Committee (or the Deputy), shall verify the monthly bank reconciliations (for all 

accounts) produced by the RFO. The Chair/Deputy shall sign the reconciliations and the bank 

statements (or similar document) as evidence of verification. This activity shall on conclusion be 

reported, including any exceptions, to and noted by the Finance and General Purposes Committee. 

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

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

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

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

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

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

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

Council to be necessary for the purpose of the audit and shall, as directed by the Council, supply the 

RFO, internal auditor, or external auditor with such information and explanation as the Council 

considers necessary for that purpose.  

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

controls required by the Council in accordance with proper practices.  

2.6. The internal auditor shall: 

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

report during each financial year; 

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

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

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

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

• perform any operational duties for the Council; 

• initiate or approve accounting transactions; or 

• direct the activities of any Council employee, except to the extent that such employees have 

been appropriately assigned to assist the internal auditor. 

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

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

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

including the opportunity to inspect the accounts, books, and vouchers and display or publish any 

notices and statements of account required by Audit Commission Act 1998, or any superseding 

legislation, and the Accounts and Audit Regulations.  

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

report from internal or external auditors. 

 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

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

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

financial year to the Council not later than the end of January each year including any proposals for 

revising the forecast. 

3.2. The RFO must each year, by no later than the end of November, prepare detailed estimates of all 

receipts and payments including the use of reserves and all sources of funding for the following 

financial year in the form of a budget to be considered by the relevant committees and the Council. 

3.3. Each Standing Committee shall review its three year forecast of revenue and capital receipts and 

payments. Having regard to the forecast, it shall therefore formulate and submit proposals for the 

following financial year to the Finance & General Purposes Committee not later than the end of 

December. 

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

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

sources of funding and update the forecast accordingly. 

3.5. The Council shall fix the Precept (Council tax requirement), and relevant basic amount of Council tax to 

be levied for the ensuing financial year not later than by the end of January each year. The RFO shall 
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issue the Precept to the billing authority and shall supply each member with a copy of the approved 

annual budget. 

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

3.7. CiL Receipts and any grants received that are unspent at the financial year end should be transferred 

to an Earmarked Reserve, clearly annotated for the correct purpose. 

 
 
 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

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

expenditure in the approved budget, subject to the requirements of Standing Orders and Financial 

Regulations.  This authority is to be determined by: 

• the Council for all items over £10,000; 

• a duly delegated Committee of the Council for items over £5,000; or 

• the Clerk, for any items below £5,000.   

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

where necessary also by the appropriate Chairman. 

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

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

that class of expenditure other than by resolution of the Council, or duly delegated Committee. During 

the budget year and with the approval of the relevant spending Committee having considered fully the 

implications for public services, unspent and available amounts may be moved to other budget 

headings or to an earmarked reserve as appropriate (‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets shall not be carried forward to a subsequent year, 

unless placed in an Earmarked Reserve by resolution of the relevant spending Committee. 

4.4. The salary budgets are to be reviewed at least annually in November for the following financial year 

and such review shall be evidenced by a hard copy schedule signed by the Clerk and the Chairman of 

Council or relevant Committee. The RFO will inform Committees of any changes impacting on their 

budget requirement for the coming year in good time. 

4.5. In cases of extreme or immediate risk to the delivery of Council services, the Clerk may authorise 

revenue expenditure on behalf of the Council which in the Clerk’s judgement it is necessary to carry 

out. Such expenditure includes repair, replacement or other work, whether or not there is any 

budgetary provision for the expenditure, subject to a limit of £5,000. The Clerk shall report such action 

to the chairman of the relevant Committee as soon as possible and to the Council as soon as practicable 

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

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

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

4.7. All capital works shall be administered in accordance with the Council's Standing Orders and Financial 

Regulations relating to contracts. 

4.8. The RFO shall regularly provide the Council and duly delegated Committees with a statement of income 

and expenditure to date under each head of the budgets, comparing actual expenditure to the 

appropriate date against that planned as shown in the budget. These statements are to be prepared at 

least at the end of each financial quarter and shall show explanations of material variances. For this 

purpose “material” shall be in excess of £1,000 or 15% of the budget, whichever is the lower amount. 

4.9. Changes in earmarked reserves shall be reported to Council as part of the budgetary control process. 

 

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  

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

approved by the Council; banking arrangements may not be delegated to a Committee.  They shall be 

regularly reviewed for safety and efficiency.  

5.2. The RFO shall prepare a schedule of payments, forming part of the agenda for the meeting and present 

the schedule to Council. Personal payments (including salaries, wages, expenses and any payment 

made in relation to the termination of a contract of employment) may be summarised to remove public 

access to any personal information.  

5.3. All invoices for payment shall be examined, verified and certified by the RFO to confirm that the work, 

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

represents expenditure previously approved by the Council or duly delegated Committee. 

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate 

expenditure heading.  

5.5. The Clerk, Assistant Town Clerk and RFO shall have delegated authority to authorise the payment of 

items in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial 

Debts (Interest) Act 1998, and the due date for payment is before the next scheduled Meeting of 

Council, where the Clerk and RFO certify that there is no dispute or other reason to delay 

payment, provided that a list of such payments shall be submitted to the next meeting of Council; 

b) An expenditure item authorised under 5.6 below (continuing contracts and obligations) provided 

that a list of such payments shall be submitted to the next appropriate meeting of Council; or  

c) fund transfers within the Councils banking arrangements up to the sum of £10,000, provided that 

a list of such payments shall be submitted to the next appropriate meeting of Council. 
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5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which arise on a regular 

basis as the result of a continuing contract, statutory duty, or obligation (such as but not exclusively, 

Salaries, PAYE and NI, Superannuation Fund and regular maintenance contracts)  and the like for which 

Council, or a duly authorised Committee, may authorise payment for the year provided that the 

requirements of Regulation 4.1 (Budgetary Controls) are adhered to, provided also that a list of such 

payments shall be submitted to the next appropriate meeting of Council.  

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed by two members on 

each and every occasion when payment is authorised - thus controlling the risk of duplicated payments being 

authorised and / or made. 

5.8. In respect of grants, a duly authorised Committee shall approve expenditure within any limits set by 

Council and in accordance with any policy statement approved by Council.  Any revenue or capital grant 

in excess of £10,000 shall before payment, be subject to ratification by resolution of the Council.  

5.9. Members are subject to the Code of Conduct that has been adopted by the Council and shall comply 

with the Code and Standing Orders when a decision to authorise or instruct payment is made in respect 

of a matter in which they have a disclosable pecuniary or other interest, unless a dispensation has been 

granted. 

5.10. The Council will aim to rotate the duties of members in these Regulations so that onerous duties are 

shared out as evenly as possible over time. 

5.11. Authority to deal with the bank accounts on a daily basis to be delegated to the RFO, Town Clerk and 

Assistant Town Clerk. 

 

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

6.1. The Council will make safe and efficient arrangements for the making of its payments. 

6.2. Following authorisation under Financial Regulation 5 above, the Council, a duly delegated Committee 

or, if so delegated, the Clerk or RFO shall give instruction that a payment shall be made. 

6.3. All payments shall be effected by cheque or other instructions to the Council's bankers, or otherwise, 

in accordance with a resolution of Council.  

6.4. Cheques or orders for payment drawn on the bank account in accordance with the schedule shall be 

presented to and signed by two members of Council. A member who is also a bank signatory and that 

has declared a disclosable pecuniary interest, or who has a connection with the payment beneficiary 

by virtue of family or business relationships,  must not be a signatory to the payment in question.  

6.5. Cheques or orders for payment shall be prepared for signature and signatories will be informed via 

email of the need for two to either review remotely, or call into the Council Office to sign at their earliest 

convenience. To indicate agreement of the details shown on the cheque or order for payment with 

the counterfoil and the invoice or similar documentation, the signatories shall each also initial the 

cheque counterfoil. 
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6.6. If thought appropriate by the council payment for supplies (e.g. energy, telephone, water and Non-

Domestic Rates) may be made by variable or fixed Direct Debit provided that the instructions are signed 

by two members and any payments are reported to Council as made. The approval of the use of a 

variable Direct Debit shall be renewed by resolution of the Council at least every two years. 

6.7. If thought appropriate by the council, payment for certain items (principally salaries) may be made 

by banker’s standing order provided that the instructions are signed, or otherwise evidenced by a 

council member are retained and any payments are reported to council as made. Banker’s Standing 

Orders shall be renewed by resolution of the Council at least every two years. 

6.8. Payment may be made by Banker’s Standing Order, internet banking transfer, BACS or CHAPS methods 

provided that the instructions for each payment are signed, or otherwise evidenced, by two authorised 

bank signatories and records retained. Any payments are reported to Council as made.  

6.9. The BACS procedure will be as follows: 

a) two Councillors (authorised signatories) to sign the appropriate paper documentation or 

approve by email e.g. BACs form. 

b) Finance Administrator to input the payments on to Bankline. 

c) RFO to authorise the payment on Bankline.  

d) The Town Clerk or Assistant Town Clerk to perform step c) in the absence of the RFO. 

e) The RFO, Town Clerk or Assistant Town Clerk to perform step b) in the absence of the Finance 

Administrator. 

f) Steps b) & c) must be carried out by separate Officers. 

6.10. Where internet banking arrangements are made with any bank, the Clerk, Assistant Town Clerk and 

RFO shall be appointed as Service Administrators with authority to input BACS payments, print bank 

statements, add and delete users, authorise payments and transfer between accounts. The Finance 

Administrator shall be authorised to input BACS payments and to print bank statements.   The Bank 

Mandate approved by the Council shall identify a number of Councillors who will be authorised to 

approve transactions on those accounts.  

6.11. No employee or Councillor shall disclose any PIN or password, relevant to the working of the Council 

or its bank accounts, to any person unless authorised in writing by the Council or a duly delegated 

Committee. 

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

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

6.13. The Council, and any members using computers for the Council’s financial business, shall ensure that 

anti-virus, anti-spyware and firewall, software with automatic updates, together with a high level of 

security, is used. 

6.14. Where internet banking arrangements are made with any bank, the RFO shall be appointed as the 

Service Administrator. The bank mandate approved by the council shall identify a number of 

councillors who will be authorised to approve transactions on those accounts. The bank mandate 

will state clearly the amounts of payments that can be instructed by the use of the Service 

Administrator alone, or by the Service Administrator with a stated number of approval. 
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6.15. Access to any internet banking accounts will be directly to the access page (which may be saved under 

“favourites”), and not through a search engine or e-mail link.  Remembered or saved passwords 

facilities must not be used for Council banking work.  Breach of this Regulation will be treated as a 

very serious matter under these regulations. 

6.16. Changes to account details for suppliers, which are used for internet banking may only be changed 

on written hard copy or e-mail notification by the supplier and supported by hard copy authority for 

change signed by the RFO. A programme of regular checks of standing data with suppliers will be 

followed 

6.17. Any Debit Card issued will be specifically restricted to the Clerk and will also be restricted to a single 

transaction maximum value of £5,000 unless authorised by Council or appropriate Committee in 

writing before any order is placed. The maximum amount which can be withdrawn in cash by the Clerk 

using the debit card is £500 in any three month period. Any amount in excess of this figure must be 

authorised in advance by Council or the appropriate Committee. If the debit card is used for purchases, 

then the Procedures in 6.16 & 6.17 (a-d) should be followed. 

6.18. A pre-paid debit card may be issued to employees with varying limits. These limits will be set by the 

Finance Committee. Transactions and purchases made will be reported to the relevant committee 

and authority for topping-up shall be at the discretion of the relevant committee. 

6.19. Any corporate credit card or trade card account opened by the council will be specifically restricted 

to the Clerk and will be limited to a maximum of £3,000 per month unless authorised by Council or 

appropriate Committee in writing before any order is placed and shall be subject to automatic payment 

in full at each month-end. Personal credit or debit cards of members or staff shall not be used under 

any circumstances. 

6.20. The Charge Card purchase procedures will be as follows: 

a) Monthly expenditure on the Business Charge Card shall be limited to £3,000. 

b) Only the Town Clerk shall be authorised to use the Business Charge Card. With his/her 

written instructions the use of the card may be delegated to the RFO or Finance 

Administrator up to the value of £500 per week. 

c) The Town Clerk (or as above) shall be authorised to purchase any one item that is identified 

in the budget (e.g. stationery) or has previously been approved by Committee up to the value 

of £500. 

d) Prior to a purchase being made or an order placed; 

i. An official purchase order shall be raised and signed by the Town Clerk. 
ii. A Business Charge Card authorisation form shall be completed with purchase details 

attached. 
iii. The expenditure must be authorised by:- 

➢ The RFO, or in his/her absence, an officer designated by him/her, up to £500, 

or 

➢ any two of the Members who are authorised cheque signatories, £501 - £3,000. 

e) When the monthly Business Charge Card statement is received it shall be included with the 

schedule of payments to be signed by the authorised cheque signatories. 
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6.21. The RFO may provide petty cash to officers for the purpose of defraying operational and other 

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

a) The RFO shall maintain a petty cash float of £250 for the purpose of defraying operational and 

other expenses. Vouchers for payments made from petty cash shall be kept to substantiate the 

payment. 

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

provided elsewhere in these Regulations. 

c) Payments to maintain the petty cash float shall be shown separately on the schedule of 

payments presented to council under 5.2 above. 

 

7. PAYMENT OF SALARIES 

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

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

in accordance with payroll records and the rules of PAYE and National Insurance currently operating, 

and salary rates shall be as agreed by Council, or duly delegated Committee. 

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

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

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

contracts, provided that each payment is reported to the next available Council meeting, as set out in 

these Regulations above. 

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

without the prior consent of the Council or duly delegated Committee. 

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

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

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

other than: 

• by any Councillor who can demonstrate a need to know; 

• by the internal auditor; 

• by the external auditor; or 

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

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

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

the period have actually been paid. 

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

officers. 

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

Termination payments shall only be authorised by Council. 
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7.8. Before employing interim staff the Council or duly delegated Committee must consider and approve a 

full business case. 

7.9. The Chair (or Deputy) of the Personnel Committee will check the payroll every month after it has been 

run and countersign the BACs submission form. 

 

8. LOANS AND INVESTMENTS 

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

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

The application for borrowing approval and subsequent arrangements for the loan shall only be 

approved by full Council. 

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

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

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

proposed transaction. 

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

in accordance with Council policy.  

8.4. The Council shall agree an investment strategy which, shall be in accordance with relevant Regulations, 

proper practices and guidance. The strategy shall be reviewed by the Finance & General Purposes 

Committee at least annually.  

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

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

RFO. 

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

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

(Authorisation of payments) and Regulation 6 (Instructions for payments). The RFO (or in their absence 

the Town Clerk) shall be authorised to make all necessary transfers between the Council’s bank 

accounts and investments to achieve the best possible interest within the guidance of the annual 

investment strategy. 

 

9. INCOME 

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

the RFO. 

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

agreed annually by the Council or duly delegated Committee and notified to the RFO and the RFO shall 

be responsible for the collection of all accounts due to the council. 
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9.3. The Council or duly delegated Committee will review all fees and charges at least annually, following a 

report of the Clerk.  

9.4. Any sums found to be irrecoverable and any bad debts shall be reported to and agreed by the Council 

and shall be written off in the year. 

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

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

necessary. 

9.6. The origin of each receipt shall be entered on the paying-in slip. 

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

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

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

year end. 

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

as are agreed by the Council to ensure that more than one person is present when the cash is counted 

in the first instance, that there is a reconciliation to some form of control such as ticket issues, and that 

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

9.10. Any income arising which is the property of a charitable trust shall be paid into a charitable bank 

account.  Instructions for the payment of funds due from the charitable trust to the Council (to meet 

expenditure already incurred by the authority) will be given by the Managing Trustees of the charity 

meeting separately from any Council meeting (see also Regulation 16 below). 

 

10. ORDERS FOR WORK, GOODS AND SERVICES 

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

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

10.2. All orders should be signed by a duly authorised officer who shall be  

• The Town Clerk – must sign all orders over £500 

• The Assistant Town Clerk - can sign all orders over £500 (in the TCs absence) 

• The RFO – only in the absence of another duly authorised officer. 

• The following staff up to £500 on set budgets for which they have day to day responsibility. 

• Operations Manager 

• Assistant Town Clerk 

• Head Grounds Person 

• Events Co-Ordinator 

• Ranger  

• Customer Services Officer 

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

an official order shall ensure as far as reasonable and practicable that the best available terms are 
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obtained in respect of each transaction, usually by obtaining three or more quotations or estimates 

from appropriate suppliers, subject to any de minimis provisions in Regulation 11 below. 

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

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue of any order, and 

in the case of new or infrequent purchases or payments, the RFO shall ensure that the statutory 

authority shall be reported to the meeting at which the order is approved so that the minutes can 

record the power being used. 

10.6. Each Order raised shall conform with Standing Orders and Financial Regulations. 

 

11. CONTRACTS 

11.1. Procedures as to contracts are laid down as follows: 

a. Every contract shall comply with these Financial Regulations, and no exceptions shall be made 

otherwise than in an emergency provided that Regulation 11 need not apply to contracts which 

relate to items (i) to (vii) below: 

i. contracts of employment; 

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

iii. for specialist services such as are provided by solicitors, accountants, surveyors, architects and 

planning consultants; 

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

parts for existing machinery or equipment or plant; 

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

an existing contract by the Council; 

vi. for additional audit work of the external auditor up to an estimated value of £500 (in excess 

of this sum the Clerk and RFO shall act after consultation with the Chairman and Vice Chairman 

of Council); and 

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

only sold at a fixed price. 

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

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

which is valued at £25,000 or more, the Council shall comply with the relevant requirements of 

the Regulations1. (See also Standing Orders 18c/f/g) 

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

tendering and award of a public supply contract, public service contract or public works contract 

 
1 The Regulations require Councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts 
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which exceed thresholds in The Regulations set by the Public Contracts Directive 2014/24/EU 

(which may change from time to time).  (See also Standing Orders 18c/f/g) 

d. When applications are made to waive Financial Regulations relating to contracts to enable a price 

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

Council or duly delegated Committee. 

e. Such invitation to tender shall state the general nature of the intended contract and the Clerk 

shall obtain the necessary technical assistance to prepare a specification in appropriate cases. 

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

last date by which such tenders should reach the Clerk in the ordinary course of post. Each 

tendering firm shall be supplied with a specifically marked envelope in which the tender is to be 

sealed and remain sealed until the prescribed date for opening tenders for that contract. 

f. All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the 

presence of at least two members of Council. 

g. Any invitation to tender issued under this Regulation shall be subject to Standing Orders and shall 

refer to the terms of the Bribery Act 2010. 

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

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

works or specialist services as are excepted as set out in paragraph (a) the Clerk, Assistant Town 

Clerk, Operations Manager, Head Groundsperson, Events Co-Ordinator, Ranger or RFO shall 

obtain 3 quotations (priced descriptions of the proposed supply); where the value is below 

£3,000 and above £1,000 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise, 

Regulation 10.4 above shall apply. 

i. The Council shall not be obliged to accept the lowest or any tender, quote or estimate. 

j. Should it occur that the Council, or duly delegated Committee, does not accept any tender, quote 

or estimate, the work is not allocated and the Council requires further pricing, provided that the 

specification does not change, no person shall be permitted to submit a later tender, estimate 

or quote who was present when the original decision making process was being undertaken. 

k. For each estimated value of cost of works, goods, materials or services as set about below, and 

the provision has been made in the budget, the arrangements for quotations and tenders are as 

the following table.  

 

Estimated Value Method of Invitation Acceptance by 

0 to £1,000 Best Practice to be followed. Town Clerk 

£1,000 to £3,000 the Clerk or RFO shall strive to obtain 

three estimates 

Town Clerk 

£3,000 to £25,000 Minimum of three invitations for 

quotations 

Town Clerk 
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£25,000 

 

 

 

 

 

to £60,000 

 

 

 

 

 

Minimum of three invitations for 

quotations with discretion to invite 

tenders by public advertisement  

Advertise contracts over £25,000 

on contract finder website within 

24 hours of advertising elsewhere. 

 

Chair of the appropriate 

Committee or nominee 

and Town Clerk 

above  £60,000 Invite tenders by public 

advertisement 

Advertise contracts over £25,000 

on contract finder website within 

24 hours of advertising elsewhere. 

 

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS 

12.1. Payments on account of the contract sum shall be made within the time specified in the contract by 

the RFO upon authorised certificates of the architect or other consultants engaged to supervise the 

contract (subject to any percentage withholding as may be agreed in the particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record of all such 

payments. In any case where it is estimated that the total cost of work carried out under a contract, 

excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to 

the Council or duly delegated Committee. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved by the Council, 

or duly delegated Committee, and Clerk to the contractor in writing, the Council being informed where 

the final cost is likely to exceed the financial provision. 

 

13. STORES AND EQUIPMENT 

13.1.     The officer in charge of each section shall be responsible for the care and custody of stores and 

equipment in that section. 

13.2.      Delivery notes shall be obtained in respect of all goods received into store or otherwise delivered and 

goods must be checked as to order and quality at the time delivery is made. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

13.4. The Clerk shall be responsible for periodic checks of stocks and stores at least annually. 

 

14. ASSETS, PROPERTIES AND ESTATES 

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and Land Registry 

Certificates of properties held by the Council. The RFO shall ensure a record is maintained of all 

properties held by the Council, recording the location, extent, plan, reference, purchase details, nature 
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of the interest, tenancies granted, rents payable and purpose for which held in accordance with 

Accounts and Audit Regulations. 

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

disposed of, without the authority of the Council, together with any other consents required by law, 

save where the estimated value of any one item of tangible movable property does not exceed £1,000. 

All items of historic significance shall be referred to the Council prior to any disposal. 

14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without the authority 

of the Council, together with any other consents required by law. In each case a report in writing shall 

be provided to Council in respect of valuation and surveyed condition of the property (including 

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

an adequate level of consultation with the electorate). 

14.4. No real property (interests in land) shall be purchased or acquired without the authority of the full 

Council. In each case a Report in writing shall be provided to Council in respect of valuation and 

surveyed condition of the property (including matters such as planning permissions and covenants) 

together with a proper business case (including an adequate level of consultation with the electorate). 

14.5. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is kept up 

to date.  The continued existence of tangible assets shown in the register shall be verified at least 

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

14.6. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property shall be 

purchased or acquired without the authority of the full council. In each case a report in writing shall 

be provided to council with a full business case 

14.7. Capital receipts from the disposal of fixed assets cannot be used for revenue purposes and can only be 

used for capital purposes – that is the purchase of fixed assets, the making of capital grants or the 

repayment of long-term loans. The Council will keep a separate record to demonstrate compliance of 

this requirement. 

 

15. INSURANCE 

15.1. Following the annual risk assessment (per Financial Regulation 17), in consultation with the Clerk, the 

RFO shall effect all insurances and negotiate all claims on the Council's insurers,  

15.2. The Clerk shall give prompt notification to the RFO of all new risks, properties or vehicles which require 

to be insured and of any alterations effecting existing insurances. 

15.3. The RFO shall keep a record of all insurances effected by the Council and the property and risks covered 

thereby and annually review it, reporting on its suitability to the Council at the next appropriate 

meeting. 

15.4. The RFO shall be notified of any loss liability or damage or of any event likely to lead to a claim and shall 

report these to Council at the next available meeting. 
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15.5. All appropriate members and employees of the Council shall be included in a suitable form of security 

or fidelity guarantee insurance which shall cover the maximum risk exposure as determined by the 

Council, or duly delegated Committee. 

 

16. CHARITIES 

16.1. Where the Council is sole managing trustee of a charitable body the Clerk and RFO shall ensure that 

separate accounts are kept (if required) of the funds held on charitable trusts and separate financial 

reports made in such form as shall be appropriate, in accordance with Charity Law and legislation, or 

as determined by the Charity Commission. The Clerk and RFO shall arrange for any Audit or 

Independent Examination as may be required by Charity Law or any Governing Document. 

 

17. RISK MANAGEMENT 

17.1. The Council is responsible for putting in place arrangements for the management of risk. The Clerk and 

the RFO shall prepare, for approval by the Council, risk management policy statements in respect of all 

activities of the Council. Risk policy statements and consequential risk management arrangements shall 

be reviewed by the Council at least annually. 

17.2. When considering any new activity, the Clerk and RFO shall prepare a draft risk assessment including 

risk management proposals for consideration and adoption by the Council.  

 

18. EARMARKED RESERVES POLICY 

18.1 Reserves will only be earmarked in line with CIPFA code of practice on Local Authority Accounting in 

the UK (the Statement of Recommended Practice). The amount earmarked in any one financial year 

will not exceed the difference (surplus) between the budgeted net expenditure and the actual net 

expenditure. 

18.2  Reserves can be spent or earmarked at the discretion of the Council. They can result from: 

• Events which have allowed money to be set aside 

• Surpluses 

• Decisions causing anticipated expenditure to have been postponed or cancelled 

• Money set aside for major anticipated capital schemes, projects or service arrangements the 
Town council wish to carry out, 

• A working balance to help cushion the impact of uneven cash flows e.g. election expenses 

• To avoid unnecessary temporary borrowing  

• A contingency to cushion the impact of unexpected events or emergencies 

• A means of building up funds to meet known or predicted liabilities 
 

18.3 Expenditure will not be charged direct to Earmarked reserves (EMR) and transfers to and from EMR 
will be clearly itemised in the accounts. 

 
18.4 For each reserve the following will be clearly documented  
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• The reason for or purpose of the EMR 

• The type of expenditure the EMR will be used for  

• Any circumstances the EMR cannot be used for.   
 
18.5 Reserves will be managed controlled and reviewed by the RFO 

• On a transaction by transaction basis to ensure the correct expenditure is being taken from 
the correct reserve and no reserve is being over spent. 

• Twice per year, once during the budget review and once at the year end, in consultation with 
the Town Clerk, the RFO will review the appropriateness of each reserve, making 
recommendations to the relevant Committee as to which reserves should be earmarked next 
financial year. At such time any reserves considered no longer appropriate will be transferred 
back to the General Reserve. 

 
18.6 At the yearend, the RFO will earmark underspends from previously agreed budgets e.g. building 

maintenance, election costs and asset purchases. 

 

19. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 

19.1. It shall be the duty of the Council to review the Financial Regulations of the Council on an annual basis. 

The RFO shall make arrangements to monitor changes in legislation or proper practices and shall advise 

the Clerk and Council of any requirement for a consequential amendment to these Financial 

Regulations. 

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

suspend any part of these Financial Regulations provided that reasons for the suspension are recorded 

and that an assessment of the risks arising has been drawn up and presented in advance to all members 

of Council. 
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1. INTRODUCTION 
 

1.1 In compliance with the requirement of Section 2 (3) of the Health and Safety at Work etc. Act 1974, 
Crowborough Town Council, further referred to as ‘the Council’ is effectively discharging its statutory duties 
by preparing a shared written health and safety policy. 

 
1.2 A copy of the policy, which outlines the Council health and safety arrangements and structure for the 

management of health and safety is provided at the main office for all employees.  Following any significant 
amendment of the Policy, employees will be advised to review amendments made.   

 
1.3 In order for the Council to discharge its statutory duties, employees are required by law to co-operate with 

the management in all matters concerning the health, safety and welfare of themselves and any other 
person who may be affected by their acts or omissions whilst at work. 

 
1.4 The Council agrees that in order to ensure that the health and safety policy is sustained in an effective 

condition, it is essential that the information is up-to-date and accurate.  It is the responsibility of the Town 
Clerk to ensure that suitable revisions are made that reflect changes that have taken place within the 
Council, and any new and relevant legislation. In addition, the Policy will be reviewed if there are any 
concerns arising from accident reports or management inspections. 

 
1.5 The Council encourages all employees and sub-contractors to inform the Town Clerk any areas of the health 

and safety policy that they feel are inadequate to ensure that the Policy is maintained as a true working 
document. 
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2. HEALTH AND SAFETY STATEMENT OF INTENT 
 
Crowborough Town Council recognises that it has a duty to provide for the health, safety and wellbeing of its 
employees and others that may be affected by its activities. It is committed to continuous improvement and to 
allow this it will measure accidents, ill health, near miss incidents and losses. 
 
It is the intent of the Council to provide safe and healthy working conditions for all by: 
 

providing and maintaining safe plant and equipment. 
providing safe systems of work. 

providing a safe place of work and safe access and egress. 
providing for the safe use, handling, storage and transport of all particles and substances. 

providing a safe working environment. 
providing adequate and sufficient information, instruction, training, and supervision. 

 
It is also the intent of this Council to enlist the support of all employees towards achieving the safest possible 
working conditions and to encourage consultation on all health and safety matters. Support, co-operation and 
consultation will also be sought from clients, other contractors and any other persons who might reasonably 
be expected to be included in such discussions. To this end, regular health and safety discussions will be held. 
 
The Council accepts its responsibility for the health and safety of other people who may be affected by our 
activities including clients’ employees, other contractors and members of the public. The Council also 
accepts responsibility for any affects our activities may have on the environment. 
 
The allocation of duties for safety matters and the particular arrangements which will be made to 
implement this policy are set out in this document. 
 
This Policy will be kept up to date particularly as regards any changes in activities or the nature or size of 
the Council and will be reviewed annually. 
 
 
 
Signed: ……………………………………………………………..         Date:…………………… 
(Town Clerk) 
 
 
 
Signed: …………………………………………………………….         Date:…………………… 
 (Mayor on behalf of Crowborough Town Council members)   
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3. COUNCIL STRUCTURE AND RESPONSIBILITIES 
 
3.1 As the employer, Crowborough Town Council has overall responsibility for health and safety at work. All 

individuals working for, or on behalf of, the Council also have a responsibility to maintain a healthy and safe 
workplace. 

 
3.2 The health and safety responsibilities imposed upon those employed by the Council are outlined in Section 

4 and the principles are embodied in the Council health and safety policy statement. 
 
3.3 The Council will include health, safety and welfare issues as an integral part of day to day management of 

its activities. 
 
3.4 Council Health and Safety Structure 
 
The following structure shows the lines of communication within the Council for health and safety 
responsibilities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Crowborough Town 
Council 

Assistant Town Clerk 

Contractors 

Town Clerk 

Health & 
Safety 
Consultant 

Employees 

Office Staff Operations Manager 
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4. ORGANISATION AND RESPONSIBILITIES 
 
This section describes the nominated individual’s health and safety role and responsibilities and is not 
necessarily the same as their functional job title. 
 
4.1 Council Members 
 
The Council Members have a duty to promote a safe working culture, and will: 
 
4.1.1 Ensure suitable financial provision is made for health & safety obligations 
4.1.2 Monitor and assess risk to health and safety through reports submitted to the personnel committee by 

the Operations Manager 
4.1.3 Understand the Council policy for health and safety and ensure it is readily available for employees 
4.1.4 Actively promote at all levels the Council’s commitment to effective health and safety management 
 
4.2 Town Clerk  
 
The Town Clerk is responsible for ensuring that working conditions under their control comply with the Council 
Health and Safety Policy and the current legislation as far as reasonably practicable, and will: 
 
4.2.1 Ensure suitable financial provision is made for health & safety obligations 
4.2.2 Provide appropriate information and instruction to employees 
4.2.3 Ensure work is planned to take into account health & safety issues 
4.2.4 Ensure that staff at all levels receive appropriate training 
4.2.5 Monitor and assess risk to health and safety 
4.2.6 Understand the Council policy for health and safety and ensure it is readily available for employees 
4.2.7 Actively promote at all levels the Council’s commitment to effective health and safety management 
 
4.3 Managers and Supervisors 
 
The Managers and Supervisors will: 
 
4.3.1 Monitor the implementation of the health and safety policy and review its appropriateness by safety 

inspections carried out within the workplace. 
4.3.2 Investigate accidents and implement corrective action, with the assistance of the external safety 

consultant where required. 
4.3.3 Liaise with sub-contractors and specialists as and when appropriate to support the management of 

activities that affect the health and safety of those concerned.  
4.3.4 Identify and arrange training of staff where gap analysis / risk assessment or incident has identified a 

requirement. 
4.3.5 Ensure that each employee is competent to carry out their work safely. 
4.3.6 Ensure that the appropriate plant, equipment, tools and materials are available and are maintained in a 

safe condition and used correctly. 
4.3.7 Arrange for the supply of personal protective equipment, and ensure that when required the employee 

has been shown how to use it correctly. 
4.3.8 Take appropriate action to correct any unsafe condition relating to plant, equipment, tools, and 

buildings, working procedures or unsafe actions. 
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4.4 Direct Employees 
 
Section 7 of the Health and Safety at Work Act 1974 states the following:  
It shall be the duty of every employee while at work to: 
 
4.4.1 To take reasonable care for the health and safety of himself and of other persons who may be affected 

by his acts or omissions at work; and 
4.4.2 As regards any duty or requirement imposed on his employer or any other person by or under any of 

the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or 
requirement to be performed or complied with. 

 
All employees will: 

 

4.4.3 Read and understand this health and safety policy and work safely and in accordance with its 
requirements. 

4.4.4 Ensuring that all protective equipment provided under a legal requirement is properly used in relation 
to any instruction / training given and in accordance with this health and safety policy. 

4.4.5 Report any defects to work equipment immediately to their Supervisor or Manager. 
4.4.6 Report to the management any incidents, which have led or might lead to injury or damage. 
4.4.7 Report any accidents or near misses however minor. 
4.4.8 Use the correct tools and equipment for the task and hold the relevant qualifications where required. 
4.4.9 Co-operate with any investigation, which may be undertaken with the objective of preventing 

reoccurrence of incident. 
 

4.5 First Aiders 
 

First Aiders are responsible for, in addition to any duties set out in this document or elsewhere, assisting in 

meeting the objectives of the health and safety policy, and in particular for: 

 

4.5.1 Maintaining a valid first aid at work certificate issued by an approved first aid training centre. 
4.5.2 Being aware of the various hazards likely to be the cause of injury and the appropriate first-aid treatment 

necessary. 
4.5.3 Taking charge when someone is injured or falls ill, and providing treatment or advice within the limits of 

their training and experience and referring any cases of doubt for medical assistance. 
4.5.4 Checking that appropriate and sufficient first-aid boxes are sited about the premises, that the contents 

are properly checked at least once a month and replenished after use. 
4.5.5 Recording details of all accidents and treatments in the appropriate accident book. 
4.5.6 Ensuring the Operations Manager is advised of all accidents to ensure the appropriate investigations can 

be completed. 
 
4.6 Fire Wardens 
 
Fire Wardens are responsible for, in addition to any duties set out in this document or elsewhere, assisting in 
meeting the objectives of the health and safety policy, and in particular: 
 
4.6.1 Being familiar with the emergency procedures 
4.6.2 Identifying hazards in the workplace and recording and reporting their observations 
4.6.3 Ensuring that escape routes and doors are kept clear and are available for use 
4.6.4 Ensuring fire doors are kept closed 
4.6.5 Checking suitable and sufficient notices are displayed 
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4.6.6 Ensuring appropriate extinguishers are in place and in good condition 
4.6.7 Notifying the Operations Manager if any fire alarms or emergency lighting are found to be faulty 
 
Unless there is a risk to their own safety the fire wardens will: 
 
4.6.8 Ensure that the alarm has been raised 
4.6.9 Check that manufacturing processes have been made safe 
4.6.10 Collect roll call registers 
4.6.11 Evacuate staff from the building or area involved and check that any staff or visitors with disabilities are 

assisted as planned 
4.6.12 Ensure the fire service has been called 
4.6.13 Go to the designated assembly point 
4.6.14 Ensure all persons have been accounted for and remain in the roll call area until instructed otherwise 
4.6.15 Report to the senior manager to confirm all persons are accounted for and report any persons missing 
 
FIRE WARDENS MUST NEVER PUT THEMSELVES AT RISK WHILE UNDERTAKING THEIR ROLE 
 
4.7 Contractors 
 
All contractors and sub-contractors working for the Council shall be responsible for themselves and other 
affected by their acts or omissions. They will as a minimum: 
 
4.7.1 Comply with all relevant statutory and common law requirements 
4.7.2 Comply with all Council health, safety, welfare, security, fire and site instruction requirements 
4.7.3 Ensure that all equipment brought on to Council premises or areas controlled by the Council, including 

borrowed or hired equipment, shall be safe and only used in accordance with the Provision and Use of 
Work Equipment Regulations 

4.7.4 Will have adequate insurance 
4.7.5 Report any accidents and all incidents to the Operations Manager 
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5. THE ARRANGEMENTS FOR HEALTH SAFETY AND WELFARE 
5.1 Emergency Procedures 

 
5.1.1 Management and supervisors will ensure that information on action to be taken in the event of an 

emergency is provided to all employees. Information will relate to: 
1. Medical attention 
2. Fire 
3. Escape of hazardous or environmentally harmful substance 
4. General evacuation of premises. 

 
5.1.2 The Manager or supervisor responsible for the day to day supervision of the work activities will take 

charge of emergency situations including medical attention, fire, explosion and security matters. All 
employees will be familiar with emergency procedures in order that they can take charge of evacuation 
and any other emergency action when necessary (e.g. in the absence of their Manager or supervisor). 
Responsibility will be handed to the most senior suitable manager on their arrival. 

 
5.1.3 Managers will explain the relevant emergency procedures to each new employee during initial induction 

training, including: the evacuation procedure; the calling of emergency services; the provision of first 
aid; the location, identification and use of fire extinguishers; the location and use of spillage kits, and 
any other emergency response measures. 
 

5.1.4 Emergency procedures are stored at the following locations: 
 

Council Chambers Office 
Wolfe Tractor Shed Office 

 
5.1.5 If as a result of business activities, there is environmental damage to: protected species; natural habitats 

or Sites of Special Scientific Interest; surface water; ground water; or to land such that human health 
may be affected adversely, such damage will be reported to the Environment Agency in order that 
remedial work can be agreed. 

 
5.2 Accident and Incident Investigation and Reporting 

 
5.2.1 Any record inputted in the accident book must be removed and handed to the Operations Manager for 

confidential storage. 
 

5.2.2 All accidents and dangerous incidents, however trivial they may appear, will be reported without delay 
to a Manager/Supervisor who will ensure that the information is recorded in an accident book held at 
the following locations; 
 

Council Chambers Office 
Wolfe Tractor Shed Office 

 
5.2.3 Full details will be taken of where the accident/incident took place including a specific note of when 

injuries, damage accidents and injuries sustained not only by employees but by visitors (including 
contractors) and members of the public. All accidents (whether injury is caused or not) including near 
misses, will be reported using ‘Incident Report’ forms to the Operations Manager within 8hrs of the 
incident. 
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5.2.4 Accidents and near miss incidents will be assessed by the Operations Manager and they will deem 
whether an investigation is required. The Operations Manager will investigate in order: 

1. to ensure that all necessary information in respect of the accident or incident is collated;  
2. to understand the sequence of events that led to the accident or incident;  
3. to identify the unsafe acts and conditions that contributed to the cause of the accident or incident;  
4. to identify the root and contributory causes; 
5. to ensure that effective remedial actions are taken to prevent any recurrence;  
6. to enable a full and comprehensive report of the accident or incident to be prepared and circulated to 

all interested parties; 
7. to enable all statutory requirements to be adhered to.  

 
5.2.5 The investigation may include obtaining signed witness statements, photographs and drawings as 

appropriate.  
 

5.2.6 Under the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations (RIDDOR) any accident, 
dangerous occurrence or case where an accident causes an employee to be absent from work over seven 
days, the Operations Manager will inform the Health and Safety Executive (HSE) as soon as possible and 
within 10 days (15 days for “Over seven day” injuries) using the online reporting system at 
http://www.hse.gov.uk/riddor/index.htm or by calling the incident contact centre on 0345 300 9923 
without delay for major incidents or fatalities. The Operations Manager will contact The Town Clerk 
immediately regarding any serious or fatal accident. 
 

5.2.7 The following events must be reported to the Health and Safety Executive:  
1. A death;  
2. A specified injury to an employee as detailed in regulation 4 (RIDDOR); 
3. An injury to a non-employee where that person is taken directly to hospital for treatment as a result 

of their injury;  
4. Any dangerous occurrence;  
5. Any employee diagnosed by a qualified medical practitioner as suffering from a disease specified in the 

Regulations ; 
6. Any employee diagnosed with a cancer caused by work-related exposure to a known carcinogen or 

mutagen. 
 
5.3 First Aid 

 
5.3.1 Accident Books are held as instructed in Section 5.2.2 and employees will familiarise themselves with 

the locations. 
 

5.3.2 First aid kits are held in the following locations. Employees will familiarise themselves with the locations. 
 

Council Chambers Office 
Wolfe Tractor Shed Kitchen 

Wolfe Chemical Store 
All CTC Vehicles 

 
5.3.3 The Council is committed to providing sufficient provision for first aid to deal with accidents and injuries 

that arise at work. To achieve this objective the Council will:  
1. appoint and train a suitable number of first aid personnel to cover all work patterns  
2. display first aid notices with details of first aid provision  

http://www.hse.gov.uk/riddor/index.htm
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3. provide and maintain suitable and sufficient first aid facilities including first aid boxes  
4. provide any additional first aid training that may be required to deal with specific first aid hazards.  

  
5.3.4 The minimum first aid provision at all sites is an adequately stocked first aid box and an Appointed Person 

to take charge of the first aid arrangements.  
 

5.3.5 First aiders are qualified personnel who have received training and passed an examination in accordance 
with HSE requirements. The current list of qualified emergency first aiders will be displayed on the 
noticeboards within staff areas. 
 

5.3.6 First aid personnel will be provided with refresher training every three years to help maintain their skills.  
 
5.4 Occupational Health  
 
5.4.1 Health surveillance is the process of monitoring the health of employees exposed to specific health risks 

during the course of their work. Where appropriate, employers need to provide health surveillance to 
demonstrate they are meeting their duty of care for their employees. 

 
5.4.2 The Council will put in place necessary controls to ensure employees and others are not exposed to 

substances or agents that may have an effect on the health of the individual. 
 

5.4.3 The Council will engage suitable occupational health practitioners to carry out health surveillance if 
appropriate for the following matters: 

1. Vibration monitoring 
2. Noise induced hearing loss 
3. Skin disorders 
4. Occupational Asthma 
5. Respirable crystalline silica (RCS) exposure  
6. Asbestos exposure 
7. Musculo-Skeletal Disorders 

 
5.4.4 Infection Control  

1. For some work activities, staff may be at risk of infection or of spreading infection. Exposure to 
infections may arise at work from a number of situations, including:  
1. contact with people (e.g. Diphtheria, TB, MRSA, Covid-19)  
2. contact with blood and bodily fluids (e.g. Tetanus, Hepatitis B or C, HIV)  
3. injuries arising from needles / sharps (e.g. Tetanus, Hepatitis B or C, HIV)  
4. contact with animals or animal faeces/urine (e.g. Leptospirosis).  

2. The Council aims to prevent the spread of infection through work-based activities by adopting suitable 
control measures.  

3. The Council will:  
1. identify tasks or situations that may expose individuals or groups to potential infection  
2. identify, plan and implement controls and safe systems of work to prevent transmission of infection  
3. provided information, instruction and training to those identified at risk  
4. where required, provide personal protective equipment (PPE) and monitor its use and maintenance  
5. organise for the safe cleaning of equipment and where appropriate disinfection and thorough, 

cleaning of the premises  
6. arrange for safe disposal of any infected materials (double bagged in yellow hazmat bags) 
7. adopt good hygiene practices.  
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4. It is important to remember that infection can also be passed on to people from staff.  Staff should 
notify their manager if they develop any infectious disease that may affect work or people around 
them,  

5. Managers will need to discuss with the individuals, suitable controls. In some cases, employees may 
need to be referred to an Occupational Health Practitioner or their GP for advice.  

 
5.5 Smoking 
 
5.5.1 A Non-smoking and non-vaping Policy applies at the Council in accordance with both health and safety 

and statutory requirements. Where designated smoking zones exist, they will be highlighted during a 
new starter induction. 

 
5.6 Drugs, Alcohol and Medication 
 
5.6.1 A Disciplinary Policy applies at the Council which explains the procedures and consequences of drugs, 

alcohol and improper use of medication in the workplace. 
 

5.6.2 If an employee or sub-contractor is prescribed medication which may affect their performance at work, 
they must notify their Supervisor to ensure no risks are imposed on the employee or any other person 
affected by their undertaking. 
 

5.6.3 Employees who are taking drugs that may affect their ability to carry out their normal work should 
discuss this situation with the Town Clerk, so that arrangements may be made to effectively control the 
situation. 

 
5.7 Hot Works 
 
5.7.1 This section of the policy has been developed to ensure that all ‘hot work’ carried out will be managed 

and appropriate control measures are taken to prevent loss due to fire caused by ‘hot work’ (cutting, 
soldering and welding or any other activity that involves an open flame). All affected employees and sub-
contractors will receive instruction as to the expectations of them to ensure compliance with this policy. 

 
5.7.2 Management 

1. To ensure the appropriate procedures are followed when ‘hot works’ are being used the following will 
be carried out by site management: 
1. Ensure all employees involved in a ‘hot work’ process are trained  
2. Conduct periodic inspections to ensure compliance with this policy 
3. Assessment of the work area is carried out prior to completion of a Hot Work Permit PRIOR to work 

commencing 
4. Have a designated Fire Watch during hot work. This will normally be the Supervisor.  
5. After completion of hot works continuous monitoring for minimum of 30 minutes 
6. Hot works will be completed no later than 1 hour prior to leaving site or longer in accordance with 

local requirements 
 
5.7.3 Person Performing Hot Work 

1. The person carrying out the hot work must verify that a hot work permit is in place before starting. The 
permit is issued for one location only and is valid for no longer than 24 hours. It may become invalid if 
conditions change. 
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2. The person doing the Hot Work is responsible for complying with all site rules concerning safe work 
practices and all requirements stated on the permit. 

3. In addition to site fire extinguishers, the person carrying out the hot works will provide an in date 
(inspected within the previous 12 months) CO2 fire extinguisher to be used in the event of an 
emergency. 

 
5.7.4 The Fire Watch 

1. Ensure hot works area is suitably cleared 
2. Be alert to any changes and identify changes or concerns to Hot Work Operator. 
3. At the end of the monitoring period, the hot work permit is closed down.  

 
5.7.5 Contractors 

1. Will adhere to the same hot work standards as the Council employees. The Supervisor will ensure this 
takes place prior to starting hot work. 

 
5.8 Work Related Stress 
 
5.8.1 This policy adopts the principles of good, effective management and respect for the individual. It 

requires the combined efforts of managers, employees and support functions to ensure the creation and 
maintenance of a psychologically healthy work environment, in which excessive pressures are identified 
and measures put in place to control them, allowing people to succeed and achieve their goals. This 
policy will ensure that their contribution at work will not be to the detriment of their emotional, 
psychological, and ultimately physical health. 

 
5.8.2 All managers are to be aware of the need to identify the hazards and assess risks related to work related 

stress. Risk is the likelihood of harm resulting from exposure to a hazard.  The hazard in this context is 
something that can cause mental ill-health and is known as a stressor. 
 

5.8.3 Examples of stressors in the workplace are poor communication, lack of  definition  of objectives, role 
conflict, job insecurity, low control over work, isolation, bullying or harassment, work overload, long or 
unpredictable hours. 
 

5.8.4 The following factors must be taken into consideration: - 
1. Signs from the employee of impending harm to health 
2. Does the employee have a particular problem or vulnerability? 
3. Has the employee already suffered from illness attributable to stress at work? 
4. Have there been frequent or prolonged periods of absence that are uncharacteristic? 
5. Is there reason to believe these are linked to stress at work – for example, because of complaints or 

warnings made by the employee or others? 
6. The nature and extent of the work done by the employee: - Is the workload more than is normal for 

the particular job? 
7. Is the work particularly intellectually or emotionally demanding for this employee? 
8. Are the demands being made of this employee unreasonable when compared with the demands made 

of others in the same or comparable jobs? 
9. Are there signs that others doing this job are suffering harmful levels of stress? 
10. Is there an abnormal level of sickness or absenteeism among those doing the same job working in the 

same department? 
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5.8.5 Once a stressor has been identified, a risk assessment shall take place of the likelihood of harm resulting 
from exposure to the stressor. 

 
5.8.6 The Council must have a valid and up-to-date assessment of the risk of work-related mental ill-health 

problems, arising from exposure to stressors, whether or not there is a visible problem. Where a problem 
does exist, the need to do a risk assessment becomes more urgent.                            
 

5.8.7 Having assessed the risk, this must be eliminated wherever possible, or otherwise controlled. 
Departmental Managers will follow up assessments identifying the need for training, changes in working 
practice, independent assessment or counselling.  
 

5.8.8 Employees must report to their line manager immediately whenever they believe they are being 
subjected to stressors which are causing them concern, or they believe are in excess of the norm, or they 
believe may affect their ability to function normally, work normally or lead to ill health. 
 

5.8.9 Any employee report shall trigger a formal risk assessment, which must be conducted and recorded in 
line with Council procedures. 
 

5.8.10 Working conditions and practices will be monitored on an on-going basis and consideration will be given 
to new working practices. Risk assessments shall be reviewed whenever there is a reason to believe the 
assessment is no longer valid. 
 

5.8.11 There should be a reassessment of risk if there has been or (is about to be) significant change in the 
workplace, or if mental ill-health problems arise. 
 

5.8.12 Employees highlighting a work-related stress issue will require a re-assessment. 
 

 
5.9 Workplaces and Welfare Facilities 

 
5.9.1 The Council will take reasonable measures to ensure that workplaces and means of access to and egress 

from places of work are safe and without risks to health. Employees must report any defects to a 
Manager who will then arrange the necessary repairs in an appropriate manner. 
 

5.9.2 Welfare facilities (sanitary conveniences, washing facilities, the provision of drinking water and hygienic 
places to rest and eat food) are provided for the use of employees at the Council. These facilities will be 
monitored and maintained by the Operations Manager. 
 

5.9.3 All employees will endeavour to maintain work areas in a safe and tidy condition by: 
1. keeping workplaces tidy 
2. keeping working areas, walkways, exits and fire points free from obstructions 
3. complying with the Non-Smoking and non-vaping policy 
4. informing Manager where safety or health hazards are identified. 

 
5.9.4 The Council will take reasonable measures to ensure that their premises are safe and without risks to 

the people using them. This will be achieved by way of ongoing supervision by all employees, periodic 
inspections and application of risk assessment principles and practices. 
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5.10 Hazard Identification, Risk Assessment and Risk Control 
 
5.10.1 Risk assessments will be reviewed at least every 12 months or when work activity changes, there is an 

accident or case of ill health, near miss or complaint. Hazards will be identified for all work activities 
undertaken at/by the Council. Risks will be assessed, and all significant findings recorded.  
 

5.10.2 All assessments will: 
1. Identify the hazards 
2. Identify who is at risk 
3. Assess existing control measures 
4. Identify any further precautions required. 

 
5.10.3 Assessment records will identify who carried them out, requirements for further action and a suitable 

time scale for implementation and review. Employees will use the Council’s standard risk assessment 
template and all risk ratings will be calculated using a 5x5 risk matrix. Risk Assessment will only be carried 
out in consultation with those employees who are responsible for carrying out those work activities as 
part of their daily work routine. Employees will be provided with adequate training, instruction and 
information. Routine activities will be assessed generically. 
 

5.10.4 Contractors undertaking work are required to assess risks in respect of their activities before starting 
work and to provide copies of assessment records upon request. Further details are set out in “Managing 
Contractors” section of this document. 
 

5.10.5 Those who are involved in risk assessments should:  
1. be competent;  
2. have knowledge and experience of working procedures in practice, potential dangers, strengths and 

weaknesses of existing precautions;  
3. have knowledge and experience of how to solve problems identified by the assessment;  
4. be able to give the commitment, co-operation and resources required to implement the assessment 

results.  
 
5.11 COSHH and Substances Hazardous to the Environment 

 
5.11.1 An inventory of all substances and materials hazardous to health is held at the Pine Grove office. The 

Council will recognise a substance as “Hazardous to Health” under the following definition.  
 

5.11.2 A substance that takes the form of a: chemical, fume, dust, vapour, mist, nanotechnology, gas, biological 
agent, and has the potential to cause harm to any person through: ingestion, inhalation, contact with 
skin or any other bodily function shall be deemed as hazardous to health. 
 

5.11.3 Before any hazardous substances are used during a work process, a material safety data sheet (MSDS) 
will be requested from the supplier and an appropriate assessment made of the risks from that 
substance will be undertaken by the Health and Safety Advisor, in line with the Control of Substances 
Hazardous to Health Regulations (COSHH). Alternative less harmful substances will be used wherever 
possible. 
 

5.11.4 A record will be kept by the Head Groundsman of chemicals applied to any land owned or rented by the 
Council, so that their use can be monitored for environmental purposes and for the management of 
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health and safety. Those employees applying chemicals of this type will have undergone internal training 
as identified by risk assessment.  

 
5.12 Legionellosis 
 
5.12.1 The Council will ensure that reasonable steps are taken to identify potential Legionellosis hazards in the 

work place and to prevent or minimise the risk of exposure. If employees are concerned about the risk 
of an outbreak, they should report concerns to a Manager immediately so that appropriate measures 
can be taken to eliminate or reduce the risks. 
 

5.12.2 All reasonable steps will be taken to identify potential legionellosis hazards and to prevent or minimise 
the risk of exposure. At risk systems include the hot and cold-water storage and distribution system  
 

5.12.3 Avoidance of Conditions Favouring Growth of Organisms  
1. As far as practicable, water systems will be operated at temperatures that do not favour the growth of 

legionella. The recommended temperature for hot water is 60°C and either above 50°C or below 20°C 
for distribution, as care must be taken to protect people from exposure to very hot water.  

2. The use of materials that may provide nutrients for microbial growth will be avoided. Corrosion, scale 
deposition and build-up of bio films and sediments will be controlled, and tanks will be lidded.  

 
5.12.4 Avoidance of Stagnation  

1. Dead-legs, which occur when water services leading from the main circulation water system to taps or 
appliances, are used only intermittently and other parts of systems which may provide a reservoir for 
infection will be identified and where possible eliminated.  

  
5.12.5 System Maintenance  

1. Water systems will be disinfected by an effective means before being taken into service and after shut 
downs of five or more days. Plant will be regularly inspected and maintained. Plant will be disinfected 
periodically by chlorination or by temporarily raising water temperatures. Biocides may be used to 
control microbial growth. Maintenance personnel must wear appropriate protective clothing.  

2. Sampling for legionella will not normally be necessary, unless in the case of an outbreak or to monitor 
the effectiveness of precautionary measures.  

  
5.12.6 Record Keeping  

1. Records will be kept of all maintenance, flushing, temperature monitoring and sampling carried out.  
  
5.12.7 Action in the Event of an Outbreak   

1. Signposting affected staff to GP/ medical professionals. 
2. Immediate shutdown of contaminated system. 
3. Full internal investigation. 
4. Health and Safety Executive to be informed. 
5. Infected system to be cleaned and sanitised by competent person. 
6. Water sampling to be carried out before and after sanitised. 
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5.13 Manual Handling 
 
5.13.1 Manual handling operations will be risk assessed to determine suitable control measures for the 

management of risk and the Council will endeavour to eliminate manual handling operations where 
practicable with any remaining risks being controlled by; 
1. reducing weights 
2. reducing the frequency of manual handling 
3. the use of additional manpower 
4. through the provision of suitable equipment to assist in the operation 
5. the selection of persons to carry out manual handling or lifting tasks will be based on the training 

given, age, physique etc 
 
5.14 Personal Protective Equipment (PPE) 
 
5.14.1 The need for PPE will be established by risk assessment carried out by Managers and will always be the 

last line of protection chosen. PPE will then be provided to employees free of any charge. Employees 
must ensure that they use PPE where necessary and store and maintain it in accordance with the 
suppliers’ instructions. Defects or loss must be reported immediately to the Manager who will arrange 
for replacement. PPE will be personal to the user and will not be shared. 
 

5.14.2 The Council will provide personal protective equipment (PPE) when the risk presented by a work activity 
cannot be eliminated or adequately controlled by other means. When it is provided, it is because health 
and safety hazards have been identified that require the use of PPE and it is therefore necessary to use 
it in order to reduce risks to a minimum.  

 
5.14.3 To effectively implement its arrangements for the use of PPE, Managers/ Supervisors will:  

1. ensure that PPE requirements are identified when carrying out risk assessments;  
2. use the most effective means of controlling risks without the need for PPE whenever possible and only 

provide PPE where it is necessary;  
3. carry out an assessment to identify suitable PPE;  
4. ensure that if two (or more) items of PPE are used simultaneously, they are compatible and are as 

effective used together as they are separately;  
5. ensure that PPE is sourced appropriately and bears the “CE” certification mark;  
6. ensure PPE is available to all staff who need to use it;  
7. provide adequate accommodation for correct storage of PPE;  
8. provide adequate maintenance, cleaning and repair of PPE;  
9. inform staff of the risks their work involves and why PPE is required;  
10. instruct and train staff in the safe use, storage, maintenance and disposal of PPE;  
11. make arrangements for replacing worn or defective PPE;  
12. review assessments and reassess the need for PPE and its suitability regularly or whenever there are 

significant changes.  
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5.15 Noise 
 

5.15.1 Planning Procedure 
1. The supervisor must ensure that information on the noise level of any plant which it is intended to hire 

or purchase is obtained and taken into account before hiring or purchase takes place. They will in 
conjunction with any relevant sub-contractor required to use or work near such plant, ensure that any 
static plant to be installed on site, or in the workshop, is planned to be in a position which takes account 
of the effects of noise on the workers or the public. 

2. Where employees are required to work in situations where high levels of noise are likely to be 
encountered, the supervisor will ensure that full information is obtained, before work commences, on 
the levels and frequencies of noise. Any measures to reduce noise levels to below levels considered to 
be safe must be planned or, if this course is not practicable, suitable hearing protection equipment 
must be identified for use by personnel. 

3. Where such noise levels are above 80 db(A) the Council will provide hearing protection to its employees 
at their request. Where such noise levels are 85 db(A) or above, the Council will provide hearing 
protection to its employees, which must be worn by the employee.  

4. Regular monitoring of noise levels and frequencies will be planned, as required. 
5. Instruction and training will be provided to supervisors and operatives required to work in premises, 

or with plant, which is likely to result in exposure to high noise levels. 
 

5.15.2 Supervision 
1. The Supervisor will ensure that all plant provided is fitted with silencers, mufflers, doors, canopies etc., 

and that all equipment and noise reducing doors etc. are used. They will ensure that all noise control 
items fitted to plant, or in premises, are kept in good order and that any defects noted are reported to 
the sub-contractor or Council, immediately. 

2. The Supervisor will ensure that supplies of ear defenders, or other hearing protection, are made 
available for any operations, where it is not practicable to reduce the noise level to a safe limit.  These 
will be issued to operatives as required and must be worn at all times when an operative is exposed to 
noise. 

 
5.15.3 Safe System of Work 

1. Carry out a written noise assessment to establish levels and frequencies of noise for individual items 
of plant and machinery.  

2. Regularly monitor noise levels and frequencies. 
3. Give advice on noise control measures. 

 
 

5.16 Vibration 
 

5.16.1 Manager/ Supervisors will: 
1. assess the vibration risk to our employees;  
2. take action to reduce vibration exposure that produces those risks;  
3. decide if employees are likely to be exposed above the:  

1. daily exposure action value (EAV) and if they are, introduce a programme of controls to eliminate 
risk, or reduce exposure to as low a level as is reasonably practicable;  

2. daily exposure limit value (ELV) and if they are, take immediate action to reduce their exposure 
below the limit value;  

4. make sure the legal limits on vibration exposure are not exceeded;  

http://www.hse.gov.uk/vibration/hav/advicetoemployers/assessrisks.htm
http://www.hse.gov.uk/vibration/hav/advicetoemployers/controlrisks.htm
http://www.hse.gov.uk/vibration/hav/advicetoemployers/responsibilities.htm#make
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5. provide information and training to employees on health risks and the actions you are taking to control 
those risks;  

6. carry out health surveillance (regular health checks) where there is a risk to health;  
7. keep a record of our risk assessment and control actions;  
8. keep health records for employees under health surveillance; and 
9. review and update our risk assessment regularly 

 
5.16.2 The Council recognises the importance of implementing a range of control measures to reduce the risks 

from hand-arm vibration. Risk controls include: 
1. Alternative work methods: We will consider alternative work methods that eliminate or reduce 

exposure to vibration, for example…. Equipment selection, we will make sure that the equipment 
selected is suitable for the task and can do the work efficiently. 

2. Maintenance of work equipment: We will introduce appropriate maintenance programmes for 
equipment to prevent an avoidable increase in vibration (following the manufacturer's 
recommendations where appropriate). 

3. Purchasing policy for replacing old equipment and tools: Work equipment is likely to be replaced over 
time as it becomes worn out. It is important that we choose replacements, so far as is reasonably 
practicable, which are suitable for the work, efficient and of lower vibration. 

4. Work schedules: We will limit the time that our employees are exposed to vibration. For example, by 
planning work to avoid work to avoid individuals being exposed to vibration for long, continuous 
periods - several shorter periods are preferable. Where tools require continual or frequent use, 
introduce employee rotas to limit exposure times. 

5. Clothing and gloves: We will provide employees with protective clothing to keep them warm and dry. 
6. Information and training: All employees who work with equipment that creates a risk of exposure to 

hand-arm vibration. 
7. Personal protective equipment: Where identified in the risk assessment, suitable PPE will be provided 

together with a suitable place to allow for its proper storage. Training and supervision in its use and 
maintenance will be part of the training programme. 

8. Health surveillance: We will provide health surveillance for any employees who, despite our action to 
control the risk, are likely to be regularly exposed above the exposure action value or are considered 
to be at risk for any other reason. We will consult our employees concerned before introducing health 
surveillance. 

9. Monitoring: Compliance with this policy will be monitored by the Manager/ Supervisor 
 
5.17 Asbestos Management 
 
5.17.1 A suitable register and management plan will be prepared for all asbestos containing materials (ACMS) 

which exist, or which are presumed to exist in all buildings belonging to the Council. The register and 
management plan will be held in the ‘Asbestos Folder’ in the Council Offices, Pine Grove, Crowborough. 
The asbestos register and management plan must be referred to before any maintenance work is carried 
out which has the potential to disturb asbestos fibres.  
 

5.17.2 Disposal of ACMs must be carried out only in accordance with procedures based on strict legal 
requirements. Details of disposal procedures are available from HSE “Asbestos Essentials” series via 
 http://www.hse.gov.uk/asbestos/essentials/indesx.htm 
 

5.17.3 The Council will protect employees and other persons potentially exposed to asbestos as far as is 
reasonably practicable. Everyone who needs to know about the presence of asbestos will be alerted. No 

http://www.hse.gov.uk/vibration/hav/advicetoemployers/information.htm
http://www.hse.gov.uk/vibration/hav/advicetoemployers/healthsurveillance.htm
http://www.hse.gov.uk/asbestos/essentials/indesx.htm
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one will be allowed to start any work that could disturb asbestos unless the correct procedures are to 
be employed.  
 

5.17.4 This will be achieved by minimising exposure through the management of asbestos-containing materials 
in the workplace premises by: 

1. Where appropriate asbestos awareness training will be undertaken by employees.  
2. Assessment - The premises will be surveyed to determine whether asbestos containing materials are 

present. It will be presumed that materials contain asbestos unless there is strong evidence to the 
contrary.  

3. The amount and condition of the asbestos-containing material will be assessed, and measures will be 
identified to ensure that airborne asbestos fibres are not present or formed in the workplace.  

4. A Written Plan - A written plan or register that sets out the location of the asbestos containing material, 
and how the risk from this material will be managed will be prepared and steps will be taken to put the 
plan into action. The plan or register will be made available and the arrangements will be reviewed at 
regular intervals or when there has been a significant change to the organisation or personnel.  

5. Access to Asbestos-containing Materials - Access to asbestos-containing materials in the premises will 
be controlled to prevent inadvertent disturbance of the material and the release of asbestos fibres. 
Systems will be put in place to ensure that anyone liable to disturb asbestos-containing materials is 
made aware of their location. Any area where asbestos is presumed or proven to be in situ will be 
marked appropriately. 

6. Monitoring and Maintenance - The condition of all asbestos-containing materials or materials 
suspected of containing asbestos will be inspected at agreed intervals to ascertain that there has been 
no damage or deterioration. Where damage or deterioration is found the asbestos-containing material 
will be reassessed and repaired or removed as appropriate.   

7. Any work on, or removal of, asbestos-containing materials will be controlled to ensure that adequate 
precautions are taken to prevent the release of asbestos fibres.  

8. Work with asbestos and asbestos-containing materials is to be carried out by a licensed contractor 
(licensed by the HSE) unless the work is exempted from the requirement for licensing.  

9. When contractors are engaged to work on the premises, adequate steps will be taken to ensure the 
contractors are competent and have sufficient skills and knowledge to do the job safely and without 
risks to health.  

 
5.17.5 Only contractors licensed by the HSE will be used for the removal of asbestos-containing materials, 

unless the work involves the removal of materials in which:  
1. asbestos fibres are firmly linked in a matrix  
2. the exposure during the removal process is likely to be sporadic or of low intensity.  

 
5.18 Working at Height 
 
5.18.1 Height is interpreted as “any place where, if precautions were not taken, a person could fall down and 

injure themselves” which may be as low as one step above ground level (including drops from level 
ground into excavations) and includes working at height on vehicles, plant and machinery. Generic risk 
assessments will be undertaken for routine activities which take place repeatedly. 
 

5.18.2 Ladders may be used for access or for short duration work only, where the risks have been assessed and 
where ladders are considered to be suitable for the work. Ladders will be inspected before each use by 
the user and checked regularly by a competent person to ensure that they remain safe to use. A ladder 
tag system will be used to confirm 6 monthly inspections have been carried out. 
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5.18.3 The Council will take all reasonable steps to provide a safe working environment for all employees who 
may be affected by work at height activities.  
 

5.18.4 The Manager/ Supervisor will ensure that:  
1. all work activities that involve work at height are identified and risk assessed  
2. the need to undertake work at height will be eliminated whenever it is reasonably practicable to do so  
3. adequate and secure working platforms with guard rails and toe boards will be used in preference to 

ladders which will be used for light, short duration work only and secured to prevent displacement  
4. roof lights and other fragile surfaces will be protected to prevent falls  
5. fall arrest equipment will be used if other means of prevention (safety nets, harnesses with running 

lines, etc.) are not practical or justified  
6. risks associated with those activities where work at height cannot be eliminated are evaluated and 

steps are taken to control them  
7. any working platform and its supporting structures are selected and/or designed in accordance with 

current standards 
8. regular inspections of all equipment required for working at height are undertaken  
9. competent persons are appointed to be responsible for the supervision of all work at height and 

associated activities  
10. any contractors from whom they procure services comply with this policy.  

 
5.18.5 The Council shall provide any information, instruction and training required to work in a safe manner 

when working at height. No employee shall use any working at height equipment without the 
appropriate training, knowledge and experience. 

 
5.19 Construction (Design and Management) Regulations 2015 (CDM Regulations) 
 
5.19.1 Complying with CDM 2015 will help ensure that no-one is harmed during work, and that our building is 

safe to use and maintain while giving us good value. Effective planning will also help ensure that our 
work is well managed with fewer unexpected costs and problems. The provisions of the CDM Regulations 
will be complied with when the Council commission construction work on their property. 
 

5.19.2 The Council are not experts in construction work however they have a big influence over how the work 
is carried out. Whatever the size of our projects, they decide which designer and contractor will carry 
out the work and how much money, time and resource are available. The decisions they make have an 
impact on the health, safety and welfare of workers and others affected by the work. 
 

5.19.3 Where construction work involves more than one contractor, the Council will make the following 
appointments in relation to the project and duty holders will discharge their duties in accordance with 
the provisions of the CDM Regulations.  

1. Client 
2. Principle Designer 
3. Principle Contractor 

All three roles may be undertaken by the Council where the work is carried out by its personnel. 
 
5.19.4 The Council must be aware and prepare for the biggest causes of accidents and ill health in construction 

work. If used, the designer and contractor will manage the risks by doing the following.  
1. Prevent Falls from height: - Make sure ladders are in good condition, at a 1:4 angle and tied or footed.   
2. Prevent people and materials falling from mezzanine levels, roofs, gable ends, working platforms and 

open edges using guardrails, midrails and toeboards.  
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3. Make sure fragile roof surfaces are covered, or secure working platforms with guard rails.  
4. Shore, cover or barrier any excavations as required.  
5. Support structures (such as walls, beams, chimney breasts and roofs) with props. 
6. Prevent dust by using wet cutting and vacuum extraction on tools; use a vacuum cleaner rather than 

sweeping; use a suitable, well-fitting mask.  
7. Do not start work if it is suspected that asbestos may be present until a demolition/refurbishment 

survey has been carried out.  
8. Turn the electricity supply and other services off before drilling into walls. Do not use excavators or 

power tools near suspected buried services.  
9. Protect members of the public, the client, and others: Secure the site; net scaffolds and use rubbish 

chutes. 
 
5.19.5 The Council will make welfare facilities available to contractors where possible. Where such facilities 

cannot readily be made available, the contractors will be required to make their own arrangements.  
 

5.19.6 Where the construction phase is expected to last longer than 30 working days and with more than 20 
workers working simultaneously at any point in the project, or where the construction phase will exceed 
500 person days, the Council employee leading the project will notify the relevant details of the project 
to the Health and Safety Executive. 

 
5.20 Vehicles 
  
5.20.1 No person may use a vehicle unless they have received appropriate training or instruction for the vehicle 

concerned and they are authorised and insured to use it, including the necessary endorsements on their 
driving licence. Council vehicles will be inspected before use by the driver and will be maintained in order 
that they are safe to use. Any defects identified must be notified to the Operations Manager. 
 

5.20.2 The daily inspections will include:   
1. the braking system  
2. the steering system  
3. the tyres  
4. the mirrors, windscreen, windscreen washers, wipers and any other visibility aids  
5. any alarm systems, such as the horn or lights  
6. lubricant and hydraulic fluid levels and pneumatic pressure levels  
7. vehicle-mounted equipment  
8. any specific safety systems such as control interlocks  
9. any ladders, steps, walkways or similar equipment used to access parts of the vehicle or support 

persons using the vehicle. 
 
5.20.3 If safety critical defects are identified, employees will stop using the vehicle concerned, take it out of 

service and notify their Manager immediately for further instructions. Where provided, seat belts must 
be worn and in full working condition. Any incident or accident involving a Council vehicle must be 
reported to the Operations Manager immediately. 
 

5.20.4 Anyone using their own, private vehicle for business will ensure that they have in place suitable 
insurance cover for business use and a current road fund licence; and that the vehicle is both fit for 
purpose and in suitable condition, including possession of a valid MoT certificate where applicable. 
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5.20.5 All employees required to drive Council vehicles or use machinery will have their eye sight assessed 
during the annual health surveillance completed by Occupational Health. This is to ensure they are 
within the legal minimum eyesight standard. If an employee’s eyesight falls below the minimum 
standard, all relevant risk assessments must be reviewed to ensure they are capable of carrying out their 
role safely. 
 

5.20.6 All employees who drive Council vehicles must produce a copy of their driving licence to the Town Clerk 
of the Council annually to confirm they still hold a full UK licence. Employees should create a licence 
‘check code’ using the following website https://www.gov.uk/view-driving-licence . This check must be 
recorded and stored confidentially. 
 

5.20.7 If any employee who uses a Council vehicle accrues any points or criminal prosecution regarding traffic 
offences they must notify the Council. 

 
5.21 Plant and Equipment 
 
5.21.1 The Provision and Use of Work Equipment regulations cover the use of all kinds of work equipment from 

a hand tool to complete plant and specifically include mobile work equipment.  The use includes starting, 
stopping, repairing, modifying, installing, dismantling, programming, setting, transporting, maintaining, 
servicing and cleaning. 
 

5.21.2 The specific requirements of this legislation cover the following: - 
1. The guarding of dangerous parts of machinery 
2. Protection against specific hazards, i.e. falling or ejected articles and substances, rupture or 

disintegration of work equipment parts, equipment catching fire or overheating, unintended or 
premature discharge of articles and substances 

3. Protection against explosion. 
 
5.21.3 These requirements also cover  

1. Work equipment parts and substances at high or very low temperatures 
2. Control systems and control devices 
3. Isolation of equipment from sources of energy 
4. Stability of equipment 
5. Lighting 
6. Maintenance operations 
7. Warnings and markings. 

 
5.21.4 The requirements imposed by these regulations on employers shall also apply to a person who has 

control to any extent of work equipment at work and includes managers and supervisors. 
 

5.21.5 Also, where the safety of work equipment depends on the installation conditions or where it is exposed 
to conditions causing deterioration that is liable to result in a dangerous situation: 

1. The frequency of inspection of specified equipment should be increased and completed by a 
competent person. 

2. Records must be kept of the inspections 
 
5.21.6 Planning Procedures 

1. The Council will make sure that equipment is suitable for the use that will be made of it and will take 
into account the working conditions and hazards in the workplace when selecting the equipment. 

https://www.gov.uk/view-driving-licence
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5.21.7 Supervision 
1. The Council will provide adequate information, instruction and training for all Operators, Supervisors 

and Managers and will provide equipment that conforms to EC product safety directives. 
 
5.21.8 Safe System of Work 

1. The Council will ensure that equipment is used only for operations for which, and under conditions for 
which, it is suitable, and that the equipment is maintained in an efficient state, in efficient working 
order and in good repair.  The Council will make sure that equipment is suitable for its planned use and 
will take into account the working conditions and hazards in the workplace, when specifying the 
equipment to be used. 

2. Plant or equipment will only be used for operations, and under conditions, for which it is suitable. All 
equipment will be maintained in safe, serviceable condition. 

3. All equipment, identified by individual numbers, will be inspected / tested as appropriate at required 
intervals and records of such inspections kept in a central register and on site. 

4. All Operators of plant and equipment shall be in possession of current training certificates.  Those 
persons required to change the wheels on abrasive disc cutting machines will receive the necessary 
training and hold the appropriate certificate. 

 
5.21.9 Hand Tools 

1. All cutting tools e.g. chisels (for wood or metal), saws, knives, files etc. must be sharp and free from 
chips, cracks burrs and corrosion.  Striking faces for hammers, chisels and similar tools must be kept 
polished and clean. Tools not in use are to be stored in toolboxes or other secure locations in the work 
area. 

2. Screwdrivers are only to be used for the correct task, using the correct sizes at all times.  They are not 
to be used as chisels, punches, tin openers, paint stirrers or any other act of misuse.   

 
5.21.10 Lifting Equipment 

1. Lifting operations will be carried out by use of specialist sub-contractors where practicable.  All lifting 
equipment will be in accordance with The Lifting Operations and Lifting Equipment Regulations 1998 
and will be individually identified and records of testing and inspections kept in the appropriate 
register at the Pine Grove office. 

2. Before using lifting equipment, it must be checked by the nominated Council competent person.  Only 
trained authorised personnel can co-ordinate lifting operations, use lifting equipment, sling loads or 
direct lifting operations. 

3. Those involved in lifting operations must ensure that all other persons are clear of the work area and 
adequate barriers and signs erected.  

4. Lifting equipment that is hired should be checked to ensure that its documentation is up to date, and 
that its Operator is in possession of a current Operator’s certificate. 

 
5.21.11 Use and Control of Hired Equipment 

1. Hired in plant and equipment will be required to have been inspected by the hire company and 
provided with a safe to use document.  All hired equipment will be inspected by the user before use. 

2. All hired electrical equipment will have a Portable Appliance Tested (PAT) in the preceding 6 months.  
On an occasion where this inspection will lapse whilst on hire by the Council, it will be portable 
appliance tested in accordance with this policy. 

3. Sub-Contractors are responsible for ensuring that their plant and equipment is maintained and 
inspected in accordance with current statutory requirements and this policy. The Site Supervisor will 
be responsible for ensuring all hired equipment brought onto a site is appropriate for which its use is 
intended and has been inspected ensuring it is safe to use. 
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4. Periodical review of on-site management for this equipment will be carried out by the Operations 
Manager. 

 
5.22 Mobile Phones 
 
5.22.1 Employees will avoid excessive use of mobile phones and should instead use a landline where one is 

readily available as an alternative. 
 

5.22.2 Where mobile phones are used at work or for work related purposes, they should not be used in 
situations where their use would be hazardous, such as when on a ladder or when full concentration is 
need for the work activity concerned. 
 

5.22.3 Mobile phones should not be used while driving vehicles unless a hands-free kit has been fitted in the 
vehicle such that the phone does not need to be handled. Irrespective of the existence of hands-free kit, 
use of mobile phones while driving must be avoided and mobile phones should not be used when the 
circumstances require higher levels of concentration from the driver. 

 
5.23 Display Screen Equipment (DSE) 
 
5.23.1 Users of DSE will be made aware of the provisions of the Health and Safety (Display Screen Equipment) 

Regulations 1992. The Council will make the following provision for employees who use computers or 
other DSE regularly:  

1. Adequate training and information; 
2. Proper breaks or changes of activity 
3. Work stations suitable for employees and which meet, where necessary, the standards in the 

Regulations 
4. Eye tests if they request them (as per expenses policy) 

 
5.23.2 DSE assessments will be carried out by arrangement with the Operations Manager and records of 

assessments, together with details of action taken, will be kept in the DSE Folder. This folder must be in 
a locked location as it contains confidential information. 
 

5.23.3 DSE Assessments will be carried out for: every new member of staff; in the event of an existing member 
of staff’s desk or computer set up changing in any way; and if a member of staff returns to work after a 
period of sickness whereby the DSE has any impact on the employee’s injury/ illness. 
 

5.23.4 Any health-related problem that is deemed to have been caused by the use of DSE must be referred to 
an Occupational Health practitioner for assessment. 

 
5.24 Electrical Safety 
 
5.24.1 All employees are required to inspect the leads, plugs and housing of electrical equipment before use 

for signs of damage or loose connections. Any defects will be reported to a Manager in order that repairs 
can be arranged. NEVER KNOWINGLY USE POTENTIALLY DANGEROUS EQUIPMENT! 
 

5.24.2 Electrical Condition Inspection Report (ECIR) 5 Yearly inspections will be carried out by a competent 
contractor who will provide an inspection report. This will be documented and stored.  
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5.24.3 Portable appliance Testing (PAT) will be carried out every 12months by a competent contractor who will 
provide an inspection report. This will be documented and stored. Any new equipment must be PAT 
tested before use.  
 

5.24.4 Only approved electrical contractors will be used for any electrical work across all of the Council’s 
buildings.  

 
5.25 Gas Safety 
 
5.25.1 Currently, there are 5 gas installations serving the Council’s premises which fall under the provisions of 

the Gas Safety (Installation and Use) Regulations 1998.  
 

5.25.2 These are at the following premises: 
Pine Grove 

Wolfe Pavilion 
Goldsmiths Changing Rooms 

Whitehill Centre 
Wolfe cottage 

 
5.25.3 A Gas Safe registered competent person will service all appliances annually. A record of all maintenance 

and services will be kept. 
 

5.25.4 Gas cylinder storage units will be appropriately ventilated to prevent the accumulation of any leaked 
gases. The gas cylinder store will be covered and located externally on a level, well-drained surface.  
 

5.25.5 Gas cylinders will be stored vertically and be secured in stands or with chains, straps or other suitable 
restraints and capped when not in use. This is necessary to prevent them toppling over and getting 
damaged, leading to potentially harmful gas leaks. Valves will be protected from any damage to protect 
from the cylinders becoming projectile.  

 
5.25.6 Compressed gas cylinders will carry and display hazard warning signs and COSHH warning symbols to 

minimise the risk of injury. Additionally, cylinders will be identified as full or empty to enable safe 
handling.   

 
5.25.7 Full and empty compressed gas cylinders will be stored separately within a gas cylinder cage or gas 

cylinder store to avoid confusion. Empty cylinders which have held the same contents will be grouped 
together. Use of the gas cylinders will be planned in such a way to ensure they are used in the order they 
are received from the supplier.  
 

5.25.8 Cylinders will be segregated by the properties of the gas e.g. flammable, oxidant etc. Oxygen cylinders 
will not be stored within 20 feet of cylinders containing flammable gases or near any other highly 
combustible materials if a fire wall is not in place. Liquid Petroleum Gas (LPG) cylinders will not be stored 
within 3 metres of other gas cylinders if a fire wall is not in place.  

 
5.25.9 Care will be taken to ensure that other products are not stored in a gas cylinder store, especially any 

flammable materials such as fuel, oil, paint or corrosive liquids as this can result in fires, explosions and 
other health and safety hazards. The gas cylinder storage area will be exclusively reserved for storing gas 
cylinders only. 
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5.25.10 As the Council only transport or move compressed gas cylinders incidentally they are exempt from the 
requirements under The Carriage of Dangerous Goods Regulations 2009. However, when the Council 
does transport compressed gas cylinders then the driver of the vehicle/ person handling the cylinder, 
must ensure the following is carried out: 
1. The gas cylinder is secured in a ventilated location 
2. The cylinder is transported upright and secured to the vehicle in a safe manner, preventing 

movement 
3. A suitable fire extinguisher is in the vehicle 
4. Any safety valve or regulator is tightened and in the off position 
5. They have sufficient knowledge of the compressed gas to understand its characteristics and safe 

working procedure. 
6. The compressed gas bottle is visible and clearly identifiable in the event of an emergency.  

 
5.26 Fire Safety  
 
5.26.1 The Council will arrange for the implementation of suitable and sufficient arrangements to plan, 

organise, control, monitor and review all fire safety measures at business premises which they occupy 
in order to comply with the fire safety legislation, including the preparation of a fire risk assessment and 
the implantation of an effective emergency plan. 

 
5.26.2 Maintenance of fire extinguishers is arranged by the Operations Manager and is undertaken by approved 

contractors. 
 
5.26.3 A Fire Log and grab bag will be situated at both Pine Grove Fire Panel and Wolfe Tractor shed. This will 

detail where any flammable chemicals are stored, Dangerous Substances and Explosive Atmosphere 
Regulation (DSEAR) assessments, any Safety Data Sheet (SDS) of any substance that may create a fire, 
explosion or create a toxic gas/vapour as a by product of fire.  

 
5.27 Managing Contractors 
 
5.27.1 Contractors engaged by the Council will be suitable for the work undertaken. This will be achieved by 

the: 
1. selection of competent contractors, having regard to the level of risk 
2. identification of unusual or significant hazards and provision of information about these hazards at 

or before the appointment stage to contractors, including the location of materials containing or 
presumed to contain asbestos 

3. discussion of site risk assessment with contractors where required, 
4. periodic monitoring of contractors to ensure they are working satisfactorily 

 
5.27.2 The following factors will be considered as part of our procedures for vetting contractors. These include:  

1. sight of the contractor’s own safety policy, risk assessments, method statements, permits to work, 
etc as applicable;  

2. clarification of the responsibility for provision of first aid and fire extinguishing equipment;  
3. details of articles and hazardous substances intended to be brought to site, including any 

arrangements for safe transportation, handling, use, storage and disposal;  
4. details of plant and equipment to be brought onto site, including arrangements for storage, use, 

maintenance and inspection;  
5. clarification for supervision and regular communication during work including arrangements for 

reporting problems or stopping work in cases where there is a serious risk of personal injury;  
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6. confirmation that all workers are suitably qualified and competent for the work (including a 
requirement for sight of evidence where relevant);  

7. evidence showing that appropriate Employers and Public Liability Insurance is in place.  
 
5.27.3 Clearly, it will not be necessary to go to such elaborate lengths if the contract is very short and will not 

create hazards of any significance. The complexity of the arrangements will be directly proportional to 
the risks and consequences of failure.  
 

5.27.4 Similarly, we have a parallel duty to the contractor and must ensure that the contractor is not put at risk 
by our own activities for the duration of the contract.  
 

5.27.5 We will stop contractors working immediately if their work appears unsafe. Staff should report any 
concerns to a manager immediately.   

 
5.28 Communication and Consultation 
 
5.28.1 The statutory health and safety law poster will be displayed throughout the business premises. These 

can be found at the following locations: 
 

Council Offices, Pine Grove, Crowborough 
Wolfe Tractor Shed, Blackness Road, Crowborough 

 
5.28.2 The Council will comply with the Health and Safety (Consultation with Employees) Regulations 1996 (as 

amended) by the implementation of a Health and Safety Committee for employees. 
 

5.28.3 The committee will be made up of both management and staff. Employees from all areas of the business 
will be included in the committee meetings to allow for a range of experience in all sectors. The purpose 
of the committee is: 
1. increased productivity and safety  
2. improvements in overall efficiency and quality  
3. higher levels of workforce motivation. 
4. a healthier and safer workplace  
5. help to identify hazards, assess risks and develop ways to control or remove risks  
6. better decisions about health and safety  
7. experience of a range of people, including employees who have extensive knowledge about their own 

job and the business  
8. a stronger commitment to implementing decisions or actions  
9. joint problem-solving. 

 
5.28.4 An agenda will be set for the meetings which will be held every six months. Minutes of the meeting will 

be produced and made available to all employees of the Council.  
 

5.28.5 Committee representatives are displayed on the noticeboard in staff areas. 
 

5.28.6 The committee discusses standing items on the agenda: 
1. statistics on accident records, ill health, sickness absence relating to H&S 
2. accident investigations and subsequent action 
3. inspections of the workplace by enforcing authorities, management or employee health and safety 

representatives 
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4. risk assessments 
5. health and safety training 
6. changes in the workplace affecting the health, safety and welfare of employees. 

 
5.29 Training and Supervision 
 
5.29.1 The Council will ensure that all members of staff are provided with adequate health and safety training 

for their work. 
 

5.29.2 Employees should refer to ‘Training and Development Policy’ for further information. 
 

5.29.3 Induction training will be arranged for all new permanent staff and temporary staff (including agency 
and volunteers). This will be arranged by Managers. Induction training will be undertaken by employees 
and temporary workers during their probation period and will include: 
1. Location of all fire escapes and firefighting equipment 
2. Location of first aid boxes and who is first aid trained 
3. Health and Safety Awareness E-Learning Package 
4. Manual Handling E-Learning Package 
5. Data Protection E-Learning, if required for your job 
6. Mental Health Start the conversation E-Learning 
7. A copy of this H&S Policy 
8. A copy of the Bullying and Harassment Policy 
9. A copy of the Disciplinary Policy 
10. A copy of the Grievance Policy 
11. A copy of the Training and Development Policy 
12. A copy of the Non-smoking and non-vaping policy 
13. A copy of the Dash cam Policy (if appropriate to role) 
14. Display Screen Equipment E-Leaning (If appropriate to role) 
15. Asbestos Awareness E-Learning (If appropriate to role) 
16. Noise Awareness E-Learning (If appropriate to role) 
17. Vibration Awareness (If appropriate to role) 

 
5.29.4 Employees will then go on to have further induction training relevant to their role by their line manager. 

This training will be documented and recorded.  
 
5.30 Young Persons 
 
5.30.1 It is recognised that due to the nature of the Council’s work it is possible that on occasion young persons 

may work alongside the Council’s staff. This may come in the form of work experience or volunteer work. 
 

5.30.2 Any person on work experience or volunteer under the age of 18 years must always have a member of 
Council staff with them. A risk assessment must be completed for them outlining the potential hazards 
and limitations they might be exposed to. It must assess the added risks that a young person can pose 
to the workplace. For further guidance on volunteer work refer to the ‘Health and Safety Volunteer 
policy’.  
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5.30.3 Every work experience/ volunteer under the age of 18 must receive the following induction before 
starting work.  
1. Location of all fire escapes and firefighting equipment. 
2. Location of first aid boxes and who is first aid trained. 
3. DSE assessment if appropriate to role. 
4. Specific training for low risk tasks. 
5. Appropriate PPE is required by risk assessment. 
6. Group discussion on Manual Handling. 
7. Group discussion on slips, trips and falls. 
8. Group discussion on low risk tools such as hand tools etc. (No blades) 
9. Guidance on reporting of unsafe/ inappropriate behaviour. 
10. Complete the allergies/ disabilities and next of kin form. 
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6. REVIEW AND AUDIT 
 
6.1 The Council will monitor the effectiveness and usefulness of this policy and the health and safety 

performance across the business and the functioning of the policy. 
 

6.2 The policy will be reviewed whenever it is appropriate, such as after significant changes to business 
activities, changes in legislation or because of feedback on performance. In any event, the policy will be 
reviewed not less than once every 12 months. 

 
6.3 A report on the results of any health and safety audit will be provided to the Town Clerk, Personnel 

Committee and the Health and Safety Committee. 
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7. EMPLOYEES UNDERSTANDING 
 

I confirm that I have read and understood the Councils Health and Safety Policy and Arrangements.  
 

 
Name: Signature: Date: 
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RISK MANAGEMENT POLICY 

 
1. Introduction 

 

1.1 Corporate Risk Management is defined as the threat that an event or action will adversely affect the Council's ability to achieve its objectives 

or to successfully execute its strategies.  

1.2 The council recognises that it has a responsibility to take all reasonable and practical measures to safeguard its employees, the people it 

works with and provides services for; and to protect the natural and built environments for which it is responsible. 

1.3 The council is aware that some risks cannot be eliminated fully and has in place a strategy that provides a structured, systematic and focused 

approach to managing risk. 

 

2. Objectives 

 

2.1 The objectives of the risk management policy are to: 

• Integrate risk management into the culture of the council 

• Manage risk in accordance with best practice and legislative requirements 

• Minimise loss, disruption, injury and damages 

• Inform policy and operational decisions by identifying risks and their likely impact 

• Raise awareness of the need for risk management 

 

3. Undertaking 

 

3.1 Council will undertake to follow the control measures identified in the risk register in the timeframes mentioned. 

 

 

 

 

 

 

 

 

 

 

 



 

Risk Register 

Crowborough Town Council Corporate Risk Register 2021 
 
 

General and Financial Risk Assessment 
 

Area Risk Level Control Measures 
Frequency 

months 

     

 
Assets 

 
Protection of physical assets 
detailed in the Councils Asset 
Register. 

 
M 
 
 
 

M 

 
All assets over a value of £1000 are insured through Zurich Municipal. As new 
assets are purchased over £1000 in value they are added to the policy.  
Any new purchase over the value of £500 will be added to the Asset Register 

 
All leases and land registration details that are in the Council possession are with 
The Town Clerk.  

 

 
  Annual 
 
    
   
  Annual 

 
Assets 

 
Security of buildings, equipment etc. 
 

 
M 

 
Where possible buildings have alarm systems and one has CCTV installed. All 
offices routinely locked overnight. All assets in sites are securely locked away.  

  
 

 
  Daily     

 
Assets 

 
Maintenance of buildings etc. 

 
M 
 
 

M 
 
 
 
    M 

 
Planned maintenance schedule is worked to, with a view to developing a five-year 
maintenance plan in due course.   

 
Planned programme of testing electrical and safety equipment in place. Reactive 
repair allocations included in revenue budget, a small pool of suitable contractors to 
carry out works is in place but is an area for growth 

 
5 yearly fixed appliance and electrical system checks are carried out at all buildings 
we are responsible for 

 
 

 
  Annual 

 
 
  Monthly 
 
 
 
  Annual 

     



 

Area Risk Level Control Measures 
Frequency 

months 

 
Finance 

 
Cash – Loss through Theft 
 

 
L 

 
Receipts are issued for all cash received at the Town Hall. Cash is locked in the safe 
until the Finance Administrator is able to take it to the bank, which is as soon as 
practical. A small petty cash float is retained, balanced regularly by the Finance 
Administrator and checked by the Town Clerk/ RFO. 

 

 
  Monthly 

 
Finance 

 
Risk of consequential loss of 
income. 

 
L 
 

L 
 

M 
 
 

L 
 

M 
 
 
 

L 

 
Insurance cover in place for insurable risks  

 
Aim for Bank account reserves to be 50% of the precept. 

 
Financial performance of all activity reviewed monthly to enable any issues to be 
speedily addressed 

 
All electronic records backed-up on the cloud supported by two external providers  

 
Committees consider in detail draft budgets. Finance and General Purpose 
Committee review all potential financial issues to ensure all relevant information is 
present at the Full Council where the annual budget and precept are determined. 

 
Finance Officer runs regular bank reconciliations and checks bank statements to 
ensure all payments are received. 

 

 
Annual 
 
Annual 
 
Monthly 
    
 

   Weekly 
 
Annual 
 
    
 

  Monthly 

 
Finance 

 
Management of Cash Flow 

 
L 

 
RFO should effectively manage cash flow and ensure that funds are readily available 
to cover three months’ worth of expenses. 
F& GP Committee should regularly monitor the cash and investment situation 

 

 
Bi-Annual / 
Annual  

 

 
Finance 

 
Banking - Lack of authorised 
signatories for payments. Possible 
Errors 

 
L 

 
Banking requirements are included in the council’s financial regulations. All Council 
bank accounts are in place with Natwest and Lloyds. Bank reconciliations are 
completed at the end of each month to identify any errors and checked by the Chair 
of F&GP. All councillors can be signatories ensuring a sufficient number are always 
available. 

 

 
   Monthly 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Finance 

 
Financial controls and records. 

 
L 
 
 

L 
 

L 
 
 
 

L 
 
 

L 
 
 
 

    L 
 
                  

 
Strict internal controls in place to separate functions. Two Councillors required to 
sign as approval 

 
Internal Audit to be carried out twice per annum, External Audit 12 monthly. 

 
Audit Reports to be presented to the next available Finance & General Purposes 
Committee meeting, all recommendations acted upon as soon as practical and 
reported back to F & GP Committee. Full Council will also be updated. 

 
Tenders secured for contracts when required in accordance with Financial 
regulations.  

 
All financial records stored and saved in accordance with Councils document 
retention policy which outlines the requirements for the retention of paper and other 
records. Archive materials are stored off site at the ESCC records office. 

 
Financial Regulations to be reviewed annually 

 

 
 Daily 
      

 
 Bi-Annual 
 
 Bi-Annual    

 
 

  
  As req’d    

 
 
Annual 
 
 
     
Annual 

 
Finance 

 
Comply with HMRC VAT 
Regulations. 

 
M 
 

L 
 
 

L 
 

L 

 
VAT payments and reclaims to be calculated by the RFO. 

 
Advice notes from HMRC followed at all times, use external advice where necessary.  

 
Internal auditor reviews VAT on a regular basis.  

 
VAT reconciled monthly and claimed quarterly. 

 

 
 Quarterly 

 
Annual 
 
 
Annual 

  
 Quarterly 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Finance 

 
Sound budgeting to underlie annual 
precept. Adequacy of precept in 
order for the council to carry out its 
statutory duties. 
 
 
 
 
 
 
 
Lack of forward planning and 
budgetary controls 

 
M 
 
 
 
 
 
 
 

L 
 
 

L 
 

    L 

 
RFO develops committee budgets based on previous performance and plans for the 
future ensuring that adequate budgets are in place and available resources to cover 
the running costs of the Council and maintaining Council Services. Presented to the 
relevant committee for consideration and recommendation to Council. A briefing 
meeting is held with all Councillors to assess Committee proposals and ensure that 
all potential contingencies are addressed in the final report and draft figures for the 
Full Council meeting which sets the precept.  

 
The precept is received in two parts evenly spread throughout the year to assist with 
cash flow. 

 
Expenditure against budget reported to relevant committee every quarter.  

  
Thorough Budget preparation process. Income & Expenditure is reviewed by each 
Committee’s chair, Town Clerk, RFO & relevant Officers.  Forward Budgets prepared 
for 3 years. 

 

 
Annual 
     
 
 
 
 
 
 

Bi-Annual 
 
 

 Quarterly 
 

Bi-Annual / 
Annual 

  

 
Finance 

 
 

 
Complying with borrowing 
restrictions. 

 
L 
 
 

L 

 
All current loans are either paid automatically via Direct debit or by receipt of invoice 
bi-annually. 

 
Any new loans require full Council approval after presenting a full business case. 

 

 
 Bi-Annual 
   
   
  As req’d 

 
Finance 

 
 

 
Ensure outstanding debts are paid. 

 
L 

 
The council issues invoices for all amounts due and diarises to chase for payment. A 
list of all amounts outstanding over 30 days is reviewed by the Finance and General 
Purposes committee at each meeting. A bad debt policy is in place and will be 
reviewed every two years. 

 

    
 Monthly /       
Quarterly 

 
 Finance 

 

 
Contracts to be awarded in 
accordance with procedures. 

 
L 

 
The council’s financial regulations determine the process for awarding contracts, 
including financial limits for obtaining at least three quotes and for entering formal 
tendering exercises. 

 

 
As req’d 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Finance 

 
Salaries – ensure payments are 
made in accordance with contracts 
and Government Legislation 

 
L 

 
Payroll services are outsourced by the Council. Each staff member is appointed on 
the NJC salary scales, and has an annual salary based on their contracted hours. 
Managers authorise overtime and/or additional payments prior to payroll being 
processed, and the summary sheet is checked by the Chair of the Personnel 
Committee. The outsourced company use specialist software for the calculation of 
tax and NI payments. 

 

 
  Monthly 

 
Finance 

 
Loss of key staff members. Fraud or 
theft by staff members. Health and 
safety risks. 

 
L 

 
All staff members receive annual appraisals with agreed objectives to support their 
development. The council’s insurance includes a fidelity guarantee in respect of staff 
fraud or theft. Internal audit and financial regulations and procedures mitigate the 
opportunities for fraud to be undetected. The council has a health and safety at work 
policy to mitigate the potential threats to staff wellbeing. 

 

 
  Annually 

     

 
Liability 

 
Risk to third party, property, or 
individuals. 
Risk of being sued by a member of 
the public. 

 
L 
 
 
 

M 
 
 
 

M 
 
 
 

L 

 
Insurance in place Zurich Municipal. The council’s insurance includes public liability 
insurance to cover genuine claims where a member of the public may have been 
injured. There remains a risk of frivolous and/or spurious claims. 

 
Full health and safety programme of inspections of all property and land is in place. 
Qualified Health and Safety Officer undertakes inspections including a Fire Risk 
Assessment 

 
Risk assessments of all the buildings individual events are routinely undertaken by a 
qualified officer. An external audit has been completed although many items have 
been identified and we are now dealing with these in order of priority 

 
Legionella risk assessments  have been completed for all of the buildings and will be 
reviewed annually. All buildings, with low usage  have water systems flushed on a 
weekly basis, with temperature testing being incorporated in the monthly tests. 

 

 
  Annually 
   
 
 
  Weekly 
     
  
 
  As req’d    
 
 
Weekly /      
Monthly 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Liability 

 
Legal liability as consequence of 
asset ownership. 
 

 
L 
 

M 
 
 

M 
 
 

M 

 
Insurance in place with Zurich Municipal.  

 
Full health and safety programme of inspections of all property and land is place. 
Qualified Health and Safety Officer undertakes inspections. 

 
Annual checks by ROSPA of all play equipment takes place and report is acted on. 
Play areas also inspected weekly.  

 
The council has a wide programme of events throughout the year. Each event has 
an individual risk assessment completed and action is taken to mitigate the risks 
wherever possible. 

 

 
  Annually 
       
  Annually 
  
 
  Weekly 
 
 
  As req’d  

     

 
Employer 
Liability 

 
Comply with Employment Law. 

 
L 
 
 
 
 
 

L 
 

L 
 
 

L 
 
 

L 

 
Membership of various national and regional bodies including NALC, CALC, SALC, 
AAT to ensure employees are kept up to date with all relevant employment 
requirements and legislation as well as best practice.   
An external HR consultant helps to ensure employees terms & conditions comply 
with employment law. 

 
Annual Appraisals take place with all employees. 

 
Central records retained of all employee sickness absence and holidays.  
Hard copies of all employee’s records are stored in a locked filing cabinet  

 
All digital records can only be accessed by managers to ensure compliance with the 
Data Protection legislation.  

 
Routine reviews of Employment terms and conditions acted on or where necessary 
reported to Personnel committee for action.    

 

 
  As req’d 
 
     
 
  
 
  Annually 
  
  As req’d          
 
  
  As req’d          
  
   
  Annually 

 
Employer 
Liability 

 
Comply with Inland Revenue 
requirements. 

 
L 

 
Regular review of current legislative requirements undertaken by RFO.  
Internal auditor undertakes regular review.  

 

 
  As req’d 
  Annually 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Employer 
Liability 

 
Safety of staff and visitors. 

 
M 
 
 
 
 
 

L 

 
Risk assessments carried out for all premises and activities undertaken by 
employees. These will include checks for adequate heating, slippery floors, cleaning 
procedures, legislative requirements. Staff also have access to health and safety 
training packages for all to complete (H&S awareness, Manual Handling, DSE etc), 

 
Internal training undertaken on the job and on a regular basis formally when need 
arises.    

 

 
As req’d 

 
 
 
 
 

As req’d 

 
Employer    
Liability 

 
Data Protection and Freedom of 
Information – Risk of being non-
compliant 

 
L 

 
The council has a publication scheme for freedom of information requests on its 
website and is registered with the Information Commissioners Office (ICO) for data 
protection requirements. 
 

 
  Annually 

 
Employer   
Liability  

 
Lack of adequate training leads to 
poor quality decisions 

 
M 

 
The council sets an annual budget for both staff and councillor training and 
subscribes to the local CALC as a training provider. The Town Clerk is also a 
member of the SLCC. Details of all available training courses are circulated to all 
staff and councillors. Staff training requirements are identified during the appraisal 
process. 
 

 
  Annually 

     

 
Legal 
Liability 

 
Ensuring activities are within legal 
powers. 

 
M 
 

M 

 
Town Clerk to clarify legal position on any new proposal.  

 
Legal advice to be sought where necessary.  

 

 
  As req’d 
 
  As req’d 

 
Legal 
Liability 

 
Proper and timely reporting via the 
minutes. 

 
L 
 
 

L 
 
 

L 

 
All agendas are issued and displayed in accordance with the Local Government Act 
1972. 

 
Council meets regularly and always receives and approves Minutes of meetings held 
since the last meeting including all committee minutes.   

 
Minutes made available to press and public via Town council website, social media, 
notice boards, and in the Tourist information Office.  

 

 
  As req’d  
 
  
  Quarterly 
 
 
  As req’d 



 

Area Risk Level Control Measures 
Frequency 

months 

 
Legal 
Liability 

 
Proper document control. 

 
L 
 
 

 
Document Retention policy adopted in 2017 and reviewed annually.  

 
  Annually 
 

     

 
Councillors 

 

 
Registers of Interests and gifts and 
hospitality in place. 

 
L 
 
 

L 
 

    L 
 
 

L 
 
 

 
Register of Disclosable Pecuniary Interest, retained in Council Offices by the Town 
Clerk. 

 
Declaration of interest is on the agenda at every meeting. 

 
Update declarations of interest by councillors is Councillors responsibility when 
circumstances change. Emailed out annually to all Councillors to ensure up to date.  

 
Register of Gifts & Hospitality retained in Council Offices by the Town Clerk for use 
by Councillors and Council employees. 
Published annually on website. 

 

 
  Annually 
       
   
  Monthly 
   
  Monthly 
      
   
  Annually 
   
   

 
Councillors 

 
Adequate Training is in place 

 
M 
 
 

 
Councillors are offered relevant training when newly elected or when roles are              
altered. Details of all available training courses are circulated to all councillors. 
  

 
  Annually 
or As req’d 
 

 
Councillors 

 
Risk of cost of an election 

 
L 
 
 

 
In the event of a councillor resigning during their term, the electorate have a statutory 
right to request an election. The council budgets for the potential of an election each 
year and retains a sum in reserves in the event of an unexpectedly large number 
being called in any one year. Scheduled elections are budgeted for. 
 

 
  As req’d 
 

 
Councillors 

 
Risk of agenda not being legally 
accurate &/or not being published at 
sufficient notice. Risk of Councillors 
bringing the council into disrepute 
through their conduct. 
 

 
M 

 
Minutes and agendas are produced in accordance with legal requirements and best 
practice guidance. Agendas are published at least three clear days prior to the 
meetings on noticeboards and the council’s website. The council has a code of 
conduct outlining acceptable councillor behaviour and each councillor has a 
responsibility to adhere to the code. 

 
  As req’d 



 

Area Risk Level Control Measures 
Frequency 

months 

  
Councillors 

 
Risk of a conflict of interests. Risk of 
a councillor not declaring an interest. 

 
M 

 
Declarations of interest are a standard agenda item for each meeting of the council 
or committees. A register of members’ interests is published on the town council’s 
website and held by the District Council. 
 

 
  As req’d 

 
Councillors 

 
Risk of being inquorate in the event 
of councillors resigning their position. 

 
L 

 
The council has sixteen councillors, so needs to retain eleven to be quorate. In the 
event of five or more vacancies, the District Council would support the town council 
in the short-term to fulfil its statutory duties. 
 

 
  As req’d 

     

 
Major 
Incident 

 
The risk of business disruption 
e.g. flooding, civil unrest, fire, postal 
bomb, pandemics 
 

 
M 

 
Emergency Plan is in place for incidents such as flooding, fire, gas leaks etc. Work 
with neighbouring parishes. Good relationship with Police and Fire and Rescue. 
Staff can have access to work from home with remote access into the office. Virtual 
meetings to take place as and when required 
 

 
  As req’d 

Cyber 
Attack / IT 
Security 

 
Reliability of Firewall and security of 
IT systems could compromise 
security 
 

 
L 

 
Firewall and security on IT equipment are regularly updated. Regular updates 
provided from outside IT consultants 

 
  As req’d 
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CLIMATE CHANGE POLICY 

1. Introduction 

1.1.  Climate Change Policy across the UK is governed by the Climate Change Act 2008 
(http://www.legislation.gov.uk/ukpga/2008/27/contents), which sets out guidelines for the reduction of 
greenhouse gas emissions. Under the act, the UK is committed to reducing its net carbon account (also referred 
to in the legislation as the carbon budget) to zero by 2050 (Part 1, 1 (1) of the act). 

1.2.  Gases that contribute to Climate Change are collectively known as greenhouse gases (GHGs).  The Climate 
Change Act identifies the following greenhouses gases for reduction by 2050: 

• carbon dioxide 

• methane 

• nitrous oxide 

• hydrofluorocarbons 

• perfluorocarbons 

• sulphur hexafluoride 

1.3.  Of these, Carbon Dioxide (CO2) is present in the atmosphere in the highest concentration and is produced in 

the largest quantities by human activity, primarily in energy generation1.  Methane is the next most abundant 
of the targeted greenhouses gases and is primarily produced by farming and waste processing. 

1.4.  Guidance is provided to the government by the Committee on Climate Change (CCC), which was established 
following the passing of the Climate Change Act.  Activities of the CCC can be followed on its website, 
https://www.theccc.org.uk/. 

1.5.  Crowborough Town Council (CTC) has no powers to mandate changes in transport provision, land use, or 
waste management.  But it can improve its own performance in these areas, and is in a strong position to 
encourage best practice. 

1.6.  The “Town and Country Planning Association” (TCPA) and the “Royal Town Planning Institute” (RTPI) document 
notes that to meet the requirements of the Climate Change Act 2008, emissions reductions of 80% of 1990 
levels by 2050 will require a reduction of at least 3% per year.  Amendment to the act in 2019 revised that 
target to a 100% reduction, meaning that an even greater annual reduction will be required. 

1.7.  The UN Environment Programme notes2 that emissions reductions of 7.6% per year will be required between 
now and 2030 to prevent warming exceeding 1.5°C.  This document uses the 2050 date as the target for CTC to 
reduce its carbon emissions to zero, in order to mitigate the international Climate Emergency.  

 

1.There are numerous reputable sources that describe greenhouse gas emissions. 
2 https://www.unenvironment.org/explore-topics/climate-change/facts-about-climate-emergency 

http://www.legislation.gov.uk/ukpga/2008/27/contents
https://www.theccc.org.uk/
https://www.unenvironment.org/explore-topics/climate-change/facts-about-climate-emergency
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2. Policy Statement 

2.1. Annual Performance 

2.1.1. Each year CTC will assess its annual net CO2 emissions using a consistent and identified methodology, 

and will identify means by which those emissions will be reduced by at least 10%3 in the following year. 

2.1.2. On some occasions, a single purchase or process change will have a lasting impact. In those instances, 
the change in emissions can be spread across the expected life of the purchase. 

2.2. Processes and Procedures 

2.2.1. Each year, CTC will assess its processes and procedures to identify mechanisms that will enable it to 
perform its functions while using fewer resources. 

2.2.2. This can, for example, include the purchase of equipment that operates more efficiently.  In such cases, 
the whole life environmental impact of the new equipment, including manufacturing resources, must be 
taken into account. 

2.3. Procurement 

2.3.1. Unless there are unavoidable reasons, such as changes to the law that must be followed, all capital 

purchases must contribute to the annual 10% emissions reduction. 

2.3.2. No purchase should jeopardise CTC’s ability to reach its 10% annual emissions reduction target. 

2.3.3. Consumable products will be procured using the types of products that have the lowest carbon footprint 

unless mandated by legislation.  

For example, only consumable recycled paper products will be purchased: recycled paper has a 

significantly lower environmental impact than paper manufactured from virgin wood fibre4.  

2.3.4. Whenever a new consumable product is identified for purchase, the environmental impact of the 

alternatives will be assessed, and the least damaging type or types will be the preferred purchase. 

2.4. Waste Management 

2.4.1. Waste products, even when reused or recycled, represent energy consumption through manufacture 

and transport.  CTC will assess the amount of waste it produces, and will take steps to reduce its annual 

waste generation by 10% each year. 

2.4.2. Landfill makes a significant contribution to climate change through the release of methane, which is a 

more potent greenhouse gas than CO2.  CTC will prioritise the reduction of waste material that cannot 

be reused or recycled, and which must be sent to landfill or to an incinerator. 

 

2.5. Agricultural Products and Processes 

2.5.1. CTC manages various areas of land.  The use of artificial fertilisers will be reduced by at least 10% each 

year. 

 

3 Although the target is a 100% reduction in emissions, compound annual reductions will never reduce to zero.  Arbitrarily, a 95% 
reduction value has been chosen here.  So, over a thirty year period, x30 = 0.05, and so x=0.9, corresponding to an annual reduc-
tion of 10%. 
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2.5.2. When equipment and agricultural vehicles require replacement, the replacements must be powered 

using renewable (“zero carbon”) power sources.   Electrically-powered vehicles are preferred, since these 

can be charged at town council facilities. 

2.5.3. No agricultural waste produced from CTC land will be sent to landfill, be burnt, or be left to decay 

without appropriate management. 

2.5.4. Agricultural waste from CTC land, including allotment sites from which organic material is collected for 

disposal, will be processed in a controlled environment.  

2.6. Transport 

2.6.1. The preferred means of transport for CTC staff & Councillors on CTC business will be walking, cycling or 

public transport. 

2.6.2. Any new vehicles purchased by CTC will be powered using renewable (“zero carbon”) power sources. 

Electrically-powered vehicles are preferred, since these can be charged at town council facilities. 

2.6.3. Users of CTC facilities are to be encouraged to travel to those facilities by walking or cycling or, where 

walking or cycling are impractical, by using public transport. 

2.6.4. CTC will permit hybrid working from home for office staff when it will not impact on their professional 

activities. 

2.7. Energy Generation 

2.7.1. Where possible, CTC land will be made available for renewable energy generation. 

2.7.2. Any renewable energy generation schemes implemented on CTC land will be capable of generating 

energy when energy is demanded.  

2.7.3. Any renewable energy generation schemes implemented on CTC land will not reduce the ability of the 

land to be used for other conservation or agricultural purposes. 

2.7.4. The following CTC buildings will be maintained within a temperature range of 19°C to 22°C in the winter 

months and at a temperature not exceeding 24°C in the summer months: 

• Town Council Offices 

• The Whitehill Centre 

• Wolfe Yard Offices 

2.8. “Carbon Offsetting” 

2.8.1. CTC will not use “carbon offsetting” to avoid reducing its own carbon emissions. 

 

 

2.9. Communication 

2.9.1. CTC will communicate the policy and the effect of the policy, and the justification for actions will be 

included in agenda packs and /or in minutes of meetings.  

2.9.2. Communications related to the Climate Change Policy will identify the costs involved and, where 

relevant, will highlight the savings and environmental and social benefits of adhering to the policy. 

 



                                COMMUNITY WARDEN JOB ROLE. 

 

PRINCIPAL DUTIES:  

1. To patrol the Parish/Town mainly by means of foot patrol, providing a visible 
presence for the Council on the street and a reassuring presence to deter crime and 
anti-social behaviour.   

2. To offer targeted support to vulnerable members of the community, working to 
build professional relationships to respond to their needs and referring to other 
agencies as necessary, and including installation of crime prevention measures. 

3. To work with all members of the community to promote and encourage social 
inclusion, reducing the fear of crime by establishing trust and overcoming difficulties.  

4.  To monitor the parish/Town for fly-tipping, graffiti, defects in highways, Rights of 
              Way and incidents of vandalism.  
   
5. To provide reports to the Council at Full Council meetings and otherwise if required. 

6.          I signpost members of the public to which ever agency that they need to contact if 
required with contact details if necessary. 

7.         Although I am not a parking warden, I can give out Parking warning cards to vehicles 
             parked that may cause problems for other car users or pedestrians. 
 
8. To carry out such other duties that may be reasonably required by the Council in 

pursuance of community safety, for members of the community. 

9.           I also link in with grounds and office staff raising concerns about things they might 
               not be aware of. 
 

10. I work very closely in partnership with the following: 

• Sussex Police, I work very closely with them from time to time. I can pop into the 
new Police station to have meetings with them regarding various issues.  

• East Sussex County Council Highways department regarding various issues,     
overgrown hedges, Blocked Gully Drains, potholes & Rights of Way. 

• WDC and the array of different managers who cover various fields. EG.  

• Waste, fly tipping  

• Utility companies. 
 
 

 

Chris Harrison 
Community Warden. 
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9th November 2021 

Full Council 

Pine Grove Report 

To update members on the Pine Grove Building 

Operations Manager 

OFFICER RECOMMENDATIONS: 
1 

2 

Window Cleaning 

In 2019 quotes were obtained for window cleaning of the Pine Grove building. As part of a review to 

ensure the Council are getting best value for money on window cleaning companies have been 

asked to requote for the cleaning service. There have been no issues with the quality of work by the 

current window cleaners. 

Three quotes have been received: 

Company 1 (current contractor) 

Externals and internals Monthly cost £330.00 

Annual total £3,960.00 

Company 2 

Externals Monthly cost £440.00 

Internals bimonthly cost £120.00 

Annual total £6,000.00 

Company 3 

Externals Monthly cost £520.00 

Internals bimonthly cost £50.00 

Annual total £6,540.00 

For Councillors to AGREE to continue using Company 1 at an annual cost of £3,960.00. 



 

 

Exterior lighting 

The exterior lamppost in the carpark has now been fixed and fitted with a post top like the others in 

the carpark. This post top is LED and therefore the energy consumption is very low.  

Exterior building clean 

At this time no further companies have quoted to carry out the external clean of the building. The 

Operations Manager will continue to try and obtain further quotes for this work, or alternatively if 

the Councillors are happy for the work to be carried out next year then it would be possible to use 

our in house grounds team for the work by getting them trained on towers (approx. £125.00 per 

person), the hire of the towers (approx. £100.00 a week) and the purchase of a better quality 

pressure washer (current one has just broken and therefore needs replacing anyway – cost approx. 

£400-600.00) Therefore the total cost of having the in house grounds team to carry out the work will 

be approximately £1,000. The downside of this is that the work will not be likely to be carried out 

until February 2022 and it is anticipated to take 1-2 weeks for two members of the team to carry 

out. Whilst this is possible, there is the possibility if other work takes priority that the work may have 

to be pushed back until later in the year.  

Drainage 

The drainage works at the front of the Atrium have seemed to solve the blockage issue as we have 

had no further blockages on this pipework.  

We have had two blockages on the waste run from the Basepoint toilets at the rear of the building 

which were due to, too much toilet paper being used. Basepoint have been made aware of this and 

since we have not had another blockage on this line.  

We have also had several blockages on the line from the public toilets on the Council side. This again 

has been due to too much toilet paper being used. As these are public toilets it is difficult to prevent 

this from occurring. We already use single sheet toilet paper, however it is possible that excessive 

amounts are still being used. The main issue with this drain being blocked is that the access point is 

in the entrance corridor to the Council and when the manhole is lifted it is full of fly’s. This means 

that the offices have to be closed for the cleaning process as the whole corridor has to be treated 

with fly killer and the smell is foul. This has so far occurred on two occasions in the last few months. 

If this continues to be a problem then the drainage company will be asked to provide an inspection 

of the pipework and quotes for improving the pipework.  

 

Gas Boilers 

All the boilers have been serviced and in fully working order. Neilcotts carried out the remedial 

works required for the flues.  

Neilcotts 

We are still waiting on Neilcotts to provide the final updates to the O&M files. The majority of the 

O&M files are now complete. McConvilles are in regular contact trying to chase Neilcotts to get the 

final paperwork sorted.  

 



Leaks 

The Atrium continues to leak whenever it rains. The company instructed to carry out the 

investigation work into the leaks, still has not carried this work out. Follow up emails have been sent 

and we are still awaiting a start date for the work. These leaks are causing issues for the paving slabs 

in the Atrium although buckets are placed out to catch the water, on areas where a bucket is missed 

the water is slowly shifting the sand under the slabs and causing them to become dislodged. This will 

be something that once the Atrium glass is repaired the slabs will need rectifying. It is continuously 

being monitored to ensure it does not pose a trip hazard.  

The leaks from the Atrium are also travelling into the top office of the Council offices and causing 

damp staining above the door frame. This cannot be stopped until the leaks in the glass are fixed.  

Atrium Cleaning 

The full internal and external clean of the Atrium has now been carried out. This will be next carried 

out in two years time.  

Fire Evacuation 

On the 20th October the fire alarm at Pine Grove was activated by a smoke detector in Basepoints 

ground floor toilets. A full evacuation was carried out of the building and the Fire Brigade called. On 

arrival of the Fire Brigade it was discovered that someone had either been vaping or used air 

freshener in the Basepoint toilets and this had been the cause of the activation. Feedback was asked 

from the Watch Manager, he was complimentary of the evacuation and only requested that the 

main alarm panel codes were put in the Fire Grab Bag which has now been done. 

A debriefing meeting was held after the evacuation and it was discussed as to how we could 

streamline processes moving forward.  
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Crowborough Town Council Page 1
Detailed Income & Expenditure by Budget Heading 14/10/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Last Year % Spent Transfer to/from EMR
113 Pine Grove-Revenue Costs

0.0%(1,151)1051 Income-Miscellaneous 0 1,151 0
43.0%2,5641115 Income-Library Rechargeable 7,753 1,936 4,500
49.6%17,5131116 Income-Basepoint Rechargable 24,575 17,207 34,720
58.3%25,0001117 Income-Basepoint Rent 49,167 35,000 60,000

81,495 99,22055,293Pine Grove-Revenue Costs :- Income 43,927 55.7% 0
57.9%5,642 5,6424012 Rates 13,024 7,748 13,390

0.6%2,536 2,5364017 Health & Safety 1,407 14 2,550
69.1%464 4644041 Grounds Maintenance 93 1,036 1,500
20.7%31,733 31,7334250 Buildings Maintenance 17,096 8,267 40,000
55.7%2,709 2,7094335 Security, Fire & Alarms 4,150 3,411 6,120
85.5%1,692 1,6924800 Caretaking/ Cleaning 9,878 9,998 11,690
24.8%2,719 2,7194801 Refuse & Hygiene 3,280 898 3,617
65.8%6,502 6,5024805 Electricity 17,808 12,498 19,000
36.0%9,889 9,8894806 Gas 9,083 5,561 15,450
30.4%2,435 2,4354807 Water and Sewerage (1,155) 1,065 3,500

74,664 116,81750,497Pine Grove-Revenue Costs :- Indirect Expenditure 66,320 0 66,320 43.2% 0
Net Income over Expenditure 4,796 (17,597) (22,393)6,831

6001 plus Transfer from EMR (82,000) 0
Movement to/(from) Gen Reserve (75,169) 4,796

50,497 116,817
43,92755,293 99,220
66,320

6,831 4,796 (17,597) (22,393)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 0 66,32074,664

81,495 55.7%
43.2%

plus Transfer from EMR (82,000) 0
Movement to/(from) Gen Reserve (75,169) 4,796



 

 

 

 

TITLE: Finance Report 

 
AGENDA ITEM NUMBER:  16 

MEETING DATE: 9th November 2021 

COUNCIL/COMMITTEE: Full Council 

PURPOSE OF REPORT: 16.1 To note the report to cover payments made in September 
16.2 To agree to the removal of missing fixed assets from 
register 
16.3 To note the EarMarked Reserves and CiL monies received 
16.4 To note the external auditors reports and comments 

16.5 To note the latest performance participation certificate to Q3 

from Basepoint 

 
  

SUPPORTING DOCUMENTS: Appendix A – Payments made in September 

Appendix B – Fixed Asset Register 

Appendix C – EarMarked Reserves and breakdown of CiL 

money 

Appendix D – External Auditors Report 

Appendix E – Q3 Performance Participation Certificate 

 

CONTACT OFFICER: RFO  

OFFICER RECOMMENDATIONS: 

 The Committee is RECOMMENDED to: 
(1) Note all payments made in September including any through petty 

cash. Appendix A 
(2) Agree to the removal of missing fixed assets from the register. 

Appendix B 
(3)        Note the Earmarked Reserves and breakdown of CiL monies 
(4)        Note the external auditors report and comments 

(5)        Note the Q3 performance participation certificate from Basepoint 

         

  

 



 

16.1 List of Payments made  

 

To note all payments made in September.  

Attached as Appendix A is the list of payments made in September 2021 including any 

payments made through petty cash which are shown in blue. You will note that there 

are two columns with amounts in – one shows the total payments made including VAT 

and the second shows the split between cost centres and codes and is excluding VAT. 

 

 

 

16.2 Fixed Assets 

 

 As per our fixed asset policy, we have undertaken a physical fixed asset inventory. This 

was last completed in January 2020. Unfortunately, there are 5 items of grounds 

equipment that cannot be located, totalling £4,701. These are shown in red on 

Appendix B.  

To try to avoid equipment going missing we have allocated each asset an asset number 

and all equipment will now have CTC asset label displaying this number. 

The following recommendation was made by the F & GP committee on the 26th 

October: 

             RESOLVED to recommend to Full Council the removal of the five items from the asset  
              register. (resolution number 9563)  
 

This disposal will then reduce the value of assets held which is reported annually in 

Box 9 of the AGAR. 

 

 

16.3 EarMarked Reserves and CiL money received 

 

Attached as Appendix C is the current Earmarked Reserves position which includes the 

latest CIL receipt received from Wealden. 

CiL money must be spent within 5 years of receipt. We currently have £25,142.32 

remaining from funds received in October 2018. £150,000 has been put aside for the 

contemplation building at Summersales 

 

  

16.4 Externals Auditors Report and Comments 
 

Appendix D shows the signed external auditors report and comments which forms 

part of the AGAR and now concludes the accounts for the year 2020/21. The 



conclusion of the audit has been uploaded to our website as part of the finalisation 

of this process. There were no additional comments raised from the auditor. 

 

 

16.5 Quarter 3 Performance Participation Certificate from Basepoint 

 

Appendix E shows the latest performance participation certificate running up to the end of 

their Q3 (September) from Basepoint. As you will see the costs for Property Costs and 

Goods and Services purchased in connection with services rendered at the property have 

increased over the last quarter so I have requested a breakdown of the costs associated. 

The year to date costs are in line with the previous year costs. 

I have also asked for a breakdown of Accounting Costs and IT Hardware, equipment, 

software license costs as they seem disproportionate to previous year costs. 

The profits to date, not including the rent payable, are enough to cover the losses brought 

forward. If income and profits continue on the same trajectory, the profit share included 

within the lease should begin to take effect. 

 

 

RFO 

 



Date Paid Supplier Name Net VAT Total Transaction Detail Cost Centre Description Cost Centre Nominal Code Description
06/09/2021 Post Office 2.25 0 2.25 Rec/Del for CM Central Support-Admin Costs 105 Telephone & Postage
07/09/2021 Be Fuelcards Ltd 1212.83 242.57 1455.4 FUEL COSTS FOR AUGUST Grounds Maintenance 301 Fuel and Oils
07/09/2021 Post Office 2.25 0 2.25 Rec/Del for MS Central Support-Admin Costs 105 Telephone & Postage
08/09/2021 Morrisons 4.65 0 4.65 Milk & Fairtrade Coffee Communication & Events 305 Hospitality/Civic Functions
10/09/2021 C B SERVICES 150 30 180 service 5 cassette ac units Pine Grove-Revenue Costs 113 Buildings Maintenance
10/09/2021 JJ MARTIN (CATERING APPLIANCE SUPERSTORE 783.9 156.78 940.68 STAINLESS STEEL TABLE, SINK,SH Goldsmiths Recreation Ground 312 Toilet/Kiosk
10/09/2021 AMAZON PAYMENTS UK LIMITED 20.82 4.17 24.99 water meter Goldsmiths Recreation Ground 312 Toilet/Kiosk
10/09/2021 AMAZON PAYMENTS UK LIMITED 22.49 4.5 26.99 electric meter Goldsmiths Recreation Ground 312 Toilet/Kiosk
10/09/2021 Checkpoint Electrical 291.5 58.3 349.8 repair to damaged armoured cab Goldsmiths Recreation Ground 312 Petanque Club & Car Park
10/09/2021 VICKI PUGH LIMITED TA 3 SAFETY 2000 400 2400 17x site assessments Grounds Maintenance 301 Contingency
10/09/2021 BIFFA WASTE SERVICES LTD 21.52 4.3 25.82 03/08-04/08 standard 1100l Cemetery 601 Grounds Maintenance
10/09/2021 BIFFA WASTE SERVICES LTD 119.03 23.81 142.84 27/07-20/08 standard and mixed Pine Grove-Revenue Costs 113 Refuse & Hygiene
10/09/2021 BIFFA WASTE SERVICES LTD 154.55 30.91 185.46 24/07-03/08 & 04/08-20/08 stan Cemetery 601 Grounds Maintenance
10/09/2021 BIFFA WASTE SERVICES LTD 236.72 47.34 284.06 24/07-20/08 Wolfe Recreation Ground 311 Refuse & Hygiene
10/09/2021 BIFFA WASTE SERVICES LTD 54 10.8 64.8 24/07-20/08 mixed Wolfe Recreation Ground 311 Refuse & Hygiene
10/09/2021 COASTAL DRAINS LTD 2400 480 2880 replace pipework through concr Pine Grove-Revenue Costs 113 Buildings Maintenance
10/09/2021 VIRGIN MEDIA BUSINESS LTD (FA79328547) 52.84 10.56 63.4 sims for 3 tablets Grounds Maintenance 301 Telephone & Postage
10/09/2021 AMAZON PAYMENTS UK LIMITED 30.57 6.11 36.68 toner Central Support-Admin Costs 105 New IT Equipment
10/09/2021 AMAZON PAYMENTS UK LIMITED 7.68 1.54 9.22 merriway ring Grounds Maintenance 301 Equipment
10/09/2021 AMAZON PAYMENTS UK LIMITED 19.16 3.83 22.99 power washer hose Grounds Maintenance 301 Equipment
10/09/2021 AMAZON PAYMENTS UK LIMITED 159.92 31.98 191.9 printer Central Support-Admin Costs 105 New IT Equipment
10/09/2021 AMAZON PAYMENTS UK LIMITED 68.97 14.98 83.95 key cabinet Grounds Maintenance 301 Equipment
10/09/2021 AMAZON PAYMENTS UK LIMITED 3.94 0.8 4.74 merriway key spring Grounds Maintenance 301 Equipment
10/09/2021 Kompan  Ltd 821.4 164.28 985.68 service kit trolley Goldsmiths Recreation Ground 312 Play/Sports Areas
10/09/2021 SLCC Enterprises Ltd 90 18 108 project management ms Personnel 106 Office Staff Training
10/09/2021 SLCC Enterprises Ltd 90 18 108 project management cm Personnel 106 Office Staff Training
10/09/2021 SLCC Enterprises Ltd 90 18 108 project management pc Personnel 106 Office Staff Training
10/09/2021 SLCC Enterprises Ltd 90 18 108 quotes&tenders cm Personnel 106 Office Staff Training
10/09/2021 SLCC Enterprises Ltd 90 18 108 quotes&tenders ms Personnel 106 Office Staff Training
10/09/2021 SLCC Enterprises Ltd 90 18 108 quotes&tenders Personnel 106 Office Staff Training
10/09/2021 Temple Group Ltd 1945 389 2334 herne road badgers survey Cemetery 601 Grounds Maintenance
10/09/2021 Heathfield Farmers Market 300 0 300 hire of stalls Communication and Events 305 Christmas Fair
10/09/2021 SLCC Enterprises Ltd 35 7 42 reform planning system cm Personnel 106 Office Staff Training
10/09/2021 BUSINESS STREAM GOLDSMITH GROUND 18.52 0 18.52 26/07-26/08 Goldsmiths Recreation Ground 312 Water and Sewerage
10/09/2021 KENTEC TRAINING LTD 495 99 594 ABRASIVE WHEELS TRAINING JW Personnel 106 Outdoor Staff Training
10/09/2021 STREET SOLUTIONS UK LTD 570.66 114.13 684.79 'no waiting' red cone x 120 Communication and Events 305 Equipment
10/09/2021 EAST SUSSEX PENSION FUND 7475.32 0 7475.32 august 21 deds Superannuation Due
10/09/2021 H M Revenue and Customs 7292.25 0 7292.25 august 21 deds PAYE & NI Due
10/09/2021 AMAZON PAYMENTS UK LIMITED 11.99 0 11.99 numberplate for ride on mower Grounds Maintenance 301 Vehicle Costs
10/09/2021 Checkpoint Electrical 20 4 24 light test Goldsmiths Recreation Ground 312 Security, Fire & Alarms
10/09/2021 Checkpoint Electrical 20 4 24 emergency light test Wolfe Recreation Ground 311 Security, Fire & Alarms
10/09/2021 Checkpoint Electrical 120 24 144 emergency fire test Whitehill Centre 310 Security, Fire & Alarms
10/09/2021 Checkpoint Electrical 120 24 144 emergency fire test Pine Grove-Revenue Costs 113 Security, Fire & Alarms
10/09/2021 SLCC Enterprises Ltd 105 21 126 organise safe events mk Personnel 106 Office Staff Training
10/09/2021 RoSPA,Playsafety Ltd 616.5 123.3 739.8  annual play area inspections Wolfe Recreation Ground 311 Play/Sports Areas
10/09/2021 RoSPA,Playsafety Ltd  annual play area inspections Goldsmiths Recreation Ground 312 Play/Sports Areas
10/09/2021 RoSPA,Playsafety Ltd  annual play area inspections Jarvis Brook Recreation Ground 314 Grounds Maintenance



10/09/2021 RoSPA,Playsafety Ltd  annual play area inspections Silver Jubilee Recreation Gnd 401 Grounds Maintenance
10/09/2021 RoSPA,Playsafety Ltd  annual play area inspections Other Areas and Open Spaces 402 Adams Field
13/09/2021 SURREY HILLS SOLICITORS 225 45 270 advice re wolfe Corporate Management 101 Legal & Professional Fees
13/09/2021 Mulberry & Co 50 10 60 chairmanship course d n Democratic Representation 102 Members Courses
13/09/2021 Safetec Direct Limited 167.12 33.42 200.54 gloves,faceshield, coverall,we Personnel 106 H & S /PPE
13/09/2021 GROUNDS MANAGEMENT ASSOCIATION 58.33 11.67 70 ONLINE MAINTENANCE JW & WI Personnel 106 Outdoor Staff Training
13/09/2021 Kent County Council 10.25 2.05 12.3 buckets Pine Grove-Revenue Costs 113 Caretaking/ Cleaning
13/09/2021 Bibby Factors (Bishops Services Limited) 1250.08 250.03 1500.11 cleaning various area Wolfe Recreation Ground 311 Pavilion/bar/changing
13/09/2021 Bibby Factors (Bishops Services Limited) cleaning various area Pine Grove-Revenue Costs 113 Caretaking/ Cleaning
13/09/2021 Bibby Factors (Bishops Services Limited) cleaning various area Whitehill Centre 310 Caretaking/ Cleaning
13/09/2021 Bibby Factors (Bishops Services Limited) cleaning various area Goldsmiths Recreation Ground 312 Toilet/Kiosk
13/09/2021 Bibby Factors (Bishops Services Limited) cleaning various area Cemetery 601 Chapel
13/09/2021 Bibby Factors (Bishops Services Limited) 513.93 102.79 616.72 cleaning of the library Pine Grove-Revenue Costs 113 Caretaking/ Cleaning
13/09/2021 Coppard Plant Hire Ltd 11.4 2.28 13.68 washer & clip Grounds Maintenance 301 Equipment Maintenance
13/09/2021 BRITISH GAS - ELEC 603280877 40.42 2.02 42.44 26/07-25/08 electric Goldsmiths Recreation Ground 312 Changing Rooms
13/09/2021 BUSINESS STREAM OWLSBURY 109.73 0 109.73 27/07-27/08 owls Allotments 410 Water and Sewerage
13/09/2021 BUSINESS STREAM 236.99 0 236.99 27/07-27/08 Alderbrook Playing Fields 313 Water and Sewerage
13/09/2021 BUSINESS STREAM 3003795 9.26 0 9.26 29/07-30/08 Other Areas and Open Spaces 402 Chapel Green
13/09/2021 Kennedy Bros 11.58 2.32 13.9 ad blue additive Grounds Maintenance 301 Fuel and Oils
15/09/2021 GOOD ENERGY LTD 83.21 4.16 87.37 01/08-01/09 Goldsmiths Recreation Ground 312 Changing Rooms
16/09/2021 O2 28.5 5.7 34.2 COSTS FOR SEPT. Central Support-Admin Costs 105 Telephone & Postage
17/09/2021 FOREST ROW PARISH COUNCIL 840 168 1008 JULY SHIFTS Earmarked Environment 903 Community Support Staff
17/09/2021 COASTAL DRAINS LTD 395 79 474 WOLFE 4 DRAINS JET Grounds Maintenance 301 Workshops/yard/chemical store
17/09/2021 Haulaway Ltd 340 68 408 OWLSBURY GENERAL WASTE Allotments 410 Allotment Upkeep
17/09/2021 FOREST ROW PARISH COUNCIL 840 168 1008 CHARGES FOR AUGUST Earmarked Environment 903 Community Support Staff
17/09/2021 PKF Littlejohn LLP 2000 400 2400 LIMITED ASSURANCE REVIEW 2021 Corporate Management 101 Audit Fees
17/09/2021 PRESS2TALK LTD 195 39 234 8xmonthly subs Grounds Maintenance 301 Telephone & Postage
17/09/2021 Pyrovision Ltd 8000 1600 9600 40%deposit as per contract Communication and Events 305 Fireworks
17/09/2021 AMAZON PAYMENTS UK LIMITED 107.5 21.5 129 PLATFORM STEPLADDER Grounds Maintenance 301 Equipment
17/09/2021 BRITISH GAS 226.65 45.33 271.98 01/08-31/08 Wolfe Recreation Ground 311 Pavilion/bar/changing
17/09/2021 British Gas 48.04 2.4 50.44 23/07-26/08 Wolfe Recreation Ground 311 Pavilion/bar/changing
17/09/2021 REEVES TRANSPORT PLANNING 650 130 780 transport report Capital Projects - SRC 390 Pump Track
17/09/2021 PWC 1830 0 1830 FULL ATTRIUM CLEAN AND WINDOWS Pine Grove-Revenue Costs 113 Caretaking/ Cleaning
17/09/2021 AMAZON PAYMENTS UK LIMITED 365 0 365 VARIDESK PRO PLUS 36 Personnel 106 H & S /PPE
17/09/2021 Safetec Direct Limited 51.84 10.37 62.21 supreme gloves Personnel 106 H & S /PPE
17/09/2021 Kent County Council 60.7 12.14 72.84 STATIONERY Central Support-Admin Costs 105 Stationery and Printing
17/09/2021 Compatibility Limited 49 9.8 58.8 21/09-20/10 BROADBAND Central Support-Admin Costs 105 Telephone & Postage
17/09/2021 Coppard Plant Hire Ltd 307.83 61.57 369.4 HYDROLIC HOSE AND WAHER HOSE Grounds Maintenance 301 Equipment Maintenance
17/09/2021 SUSSEX TREES 627.09 125.41 752.5 24ft & 10ft trees Communication and Events 305 Christmas Fair
17/09/2021 Checkpoint Electrical 245.5 49.1 294.6 emergency lighting repairs Whitehill Centre 310 Security, Fire & Alarms
17/09/2021 Checkpoint Electrical 189.34 37.86 227.2 emergency light repairs Wolfe Recreation Ground 311 Pavilion/bar/changing
17/09/2021 Checkpoint Electrical 135.8 27.16 162.96 emergency lighting repairs Pine Grove-Revenue Costs 113 Buildings Maintenance
17/09/2021 R & C Pain LIMITED 430 86 516 custom made dash cam boxes Grounds Maintenance 301 Vehicle Costs
20/09/2021 ADVO PAYROLL SERVICES 59.6 11.92 71.52 CHARGES FOR AUGUST 2021 Corporate Management 101 Accounting Support
20/09/2021 BUSINESS STREAM 8.64 0 8.64 22/07-26/08 Whitehill Centre 310 Water and Sewerage
20/09/2021 CONTRACT NATURAL GAS LTD 705.22 141.04 846.26 COSTS FOR AUGUST 21 Pine Grove-Revenue Costs 113 Gas
21/09/2021 BRITISH GAS TRADING LTD 603141165 25.68 1.28 26.96 02/08-31/08 Whitehill Centre 310 Electricity
21/09/2021 BRITISH GAS TRADING LTD 1688.45 337.69 2026.14 01/08-31/08 Pine Grove-Revenue Costs 113 Electricity



21/09/2021 BRITISH TELECOMMUNICATIONS PLC 125.6 25.12 150.72 SEPT COSTS Central Support-Admin Costs 105 Telephone & Postage
24/09/2021 PAUL HAZELDEN 448.5 89.7 538.2 MEGA SLITTER Grounds Maintenance 301 Equipment Maintenance
24/09/2021 GROUNDS MANAGEMENT ASSOCIATION 148.38 9.62 158 MEMBERSHIPS SUBS Central Support-Admin Costs 105 Subscriptions
24/09/2021 Kent County Council 73.55 14.71 88.26 MAGNET WHITEBOARD 2 GSTAFF Central Support-Admin Costs 105 Stationery and Printing
24/09/2021 ECL Telecom 181.8 36.36 218.16 line chargesfor august Central Support-Admin Costs 105 Telephone & Postage
24/09/2021 P TUCKWELL LIMITED 149.35 29.87 179.22 PTO COVER  TRIMAX PEGASUS Grounds Maintenance 301 Equipment Maintenance
24/09/2021 Haulaway Ltd 260 52 312 WOLFE REC WASTE Wolfe Recreation Ground 311 Refuse & Hygiene
24/09/2021 COASTAL DRAINS LTD 135 27 162 wash down acco drain and bin a Pine Grove-Revenue Costs 113 Buildings Maintenance
24/09/2021 WEALD COMPUTER MAINTENANCE LTD 446.8 89.36 536.16 MAINTENANCE CONTRACT OCT-NOV Central Support-Admin Costs 105 IT Support
24/09/2021 Kent County Council 92.6 18.52 111.12 HAND TOWLES TOILET TISSUE Pine Grove-Revenue Costs 113 Caretaking/ Cleaning
24/09/2021 AMAZON PAYMENTS UK LIMITED 223.96 0 223.96 cable protector Communication and Events 305 Equipment
24/09/2021 AMAZON PAYMENTS UK LIMITED 69.84 14.04 83.88 lanyards Communication and Events 305 Equipment
24/09/2021 EAST SUSSEX PENSION FUND 7497.59 0 7497.59 SEPTS COSTS Superannuation Due
24/09/2021 H M Revenue and Customs 8045.87 0 8045.87 SEPTS COSTS PAYE & NI Due
24/09/2021 Kennedy Bros 138.83 27.77 166.6 GU66GZZ MOT&HEALTHCHECK Grounds Maintenance 301 Vehicle Costs
24/09/2021 AMAZON PAYMENTS UK LIMITED 99.99 20 119.99 first aid flag Communication and Events 305 Equipment
24/09/2021 The Police&Crime Commissioner for Sussex 456.46 0 456.46 CCTV MAINT. QTR 1 & 2 Highway Facilities 801 CCTV
24/09/2021 Crestala Fencing & Construction Co Ltd 324.25 64.85 389.1 2 gates& kits as quote pilmer Allotments 410 Allotment Upkeep
24/09/2021 Safetec Direct Limited 55.09 11.02 66.11 trousers Personnel 106 Uniform
24/09/2021 Safetec Direct Limited hi vis Personnel 106 H & S /PPE
24/09/2021 The Police&Crime Commissioner for Sussex 3187.88 0 3187.88 cctv tansm. qtr 1 & 2 Highway Facilities 801 CCTV
27/09/2021 Focus Group 52.07 10.41 62.48 LINE CHARGES Wolfe Recreation Ground 311 Telephone & Postage
29/09/2021 EIGHT COMMS GROUP LIMITED 20.83 4.17 25 MONTHLY COSTS Wolfe Recreation Ground 311 CCTV
29/09/2021 BRITISH GAS TRADING LTD 603141169 123.45 6.17 129.62 01/08-31/08 Goldsmiths Recreation Ground 312 Toilet/Kiosk
30/09/2021 VIRGIN MEDIA BUSINESS LTD 34 6.8 40.8 sept charges Central Support-Admin Costs 105 Telephone & Postage



CROWBOROUGH TOWN COUNCIL ASSET REGISTER-Grounds Equipment

Asset Ref
Date of 

Purchase
Supplier

Minute 
Reference

Asset Description Location Custodian Condition
Date last 

physically 
checked

Cost/Proxy 
Cost

31/03/2021
Additions Disposals

Cost/Proxy 
Cost

31/03/2022

Insurance 
Value

Life 
Expectancy

001 2006 John Deer 1400T GX06 GYK Wolfe Yard BER Sep-21 £15,144 £15,144 8 years
002 2007 John Deer 2320 Mini GX07 GDE Wolfe Yard Average Sep-21 £16,950 £16,950 8 years
003 2005 Land Rover GY05 SKV Wolfe Yard Average Sep-21 £16,931 £16,931 15 years

Disposed 2009 Transit crewcab AD08 OWY Disposed Disposed Jan-20 £15,585 £15,585 £0 10 years
004 30/04/2013 Godfreys Outfront ride on mower GX13 EKG Wolfe Yard Poor Sep-21 £20,000 £20,000 8 years
005 25/03/2015 Transit Courier Van GX15 YKW Wolfe Yard Poor Sep-21 £11,678 £11,678 10 years
006 29/11/2017 Case Farnall tractor EU67 BYC Wolfe Yard Good Sep-21 £56,491 £56,491 8 years
007 01/09/2016 Birchwood Ford Ford Transit 3 way tipper GU66GZZ Wolfe Yard Average Sep-21 £21,939 £21,939 10 years

CCTV equipment - Wolfe Wolfe Recreation Ground Good Sep-21 £10,000 £10,000 10 years
Town Centre CCTV Jan-20 £100,745 £100,745

008 Jet washer Wolfe Yard Poor Sep-21 £2,607 £2,607 5 years
009 Billygoat hoover Wolfe Yard Average Sep-21 £1,953 £1,953 5 years
010 Tractor pull brush Wolfe Yard Good Sep-21 £2,000 £2,000 10 years
011 2010 Sisis Quadraplay Wolfe Yard Average Sep-21 £2,175 £2,175 10 years
012 26/04/2010 Haynes Mcconnel PA47 E Flail Wolfe Yard Average Sep-21 £14,290 £14,290 10 years
013 2010 Godfreys Vert-drain (Charterhouse) 7521 Wolfe Yard Average Sep-21 £24,835 £24,835 10 years
014 2010 Godfreys Topdresser 2010 Wolfe Yard Good Sep-21 £9,395 £9,395 10 years
015 Honda Self Propelled mower Wolfe Yard Average Sep-21 £3,124 £3,124 5 years

16/07/2012 Gibbons Kitchen at messroom Wolfe Yard Poor Sep-21 £4,500 £4,500 10 years
016 21/06/2013 Wealden District Council Gritter (second hand) Snow EX Wolfe Yard Poor Sep-21 £2,000 £2,000 10 years

28/06/2013 Strimmer Missing Missing Jan-20 £1,050 £1,050 8 years
27/11/2013 Jacksons Fine Fencing Height barriers Jan-20 £1,948 £1,948

017 13/02/2014 Tipper trailer Wolfe Yard Average Sep-21 £3,880 £3,880 10 years
11/06/2014 Haynes Commercial sweeper Missing Missing Jan-20 £1,553 £1,553

018/019 07/01/2015 Safety Store Shelves for corrosive materials Wolfe Yard Good Sep-21 £1,140 £1,140 10 years
22/01/2015 Workbench / lockers Wolfe Yard Good Sep-21 £1,152 £1,152 10 years
15/04/2015 T & T Brush cutter Missing Missing Jan-20 £1,098 £1,098
15/04/2015 Cloves Land Associates Polytunnels x 2 Pilmer Allotments Average Sep-21 £2,957 £2,957 10 years
24/11/2016 Action Environmental New pump - Wolfe Wolfe Toilet Average Sep-21 £1,058 £1,058 10 years

020 2012 Sprayer tank & boom Wolfe Yard Average Sep-21 £500 £500 10 years
021 2012 Trailer Bowser Tank Wolfe Yard Poor Sep-21 £500 £500 10 years
022 Briggs & Statton Generator Wolfe Yard Average Sep-21 £500 £500 5 years
023 2017 Hover mower Wolfe Yard Average Sep-21 £500 £500 5 years

Blowers x 2 Missing Missing Jan-20 £1,000 £1,000
024 05/02/2019 Burden Bros (Trimax) Pegasus Roller Mower Wolfe Yard Good Sep-21 £24,300 £24,300 8 years
025 18/02/2020 Hendi Ford Ford Connect Van GP69 DLK Wolfe Yard Good Sep-21 £14,368 £14,368 10 years
026 11/07/2019 Ryetec 8781 Flayl Mower C2000CHS Wolfe Yard Good Sep-21 £8,500 £8,500 8 years
027 30/09/2020 P P Estates 8973 Stihl AR1000 Backpack battery + Charger Wolfe Yard Good Sep-21 £563 £563 5 years
028 30/09/2020 P P Estates 8973 Stihl AR1000 Backpack battery + Charger Wolfe Yard Good Sep-21 £563 £563 5 years
029 30/09/2020 P P Estates 8973 Stihl AR1000 Backpack battery + Charger Wolfe Yard Good Sep-21 £563 £563 5 years
030 26/03/2021 Vic Young 9193 Nissan E-NV200 - SN21 EKE Wolfe Yard Good Sep-21 £32,101 £32,101 10 years
031 17/06/2021 Birchwood Ford 9192 Ford Transit Van GU21 UCF Wolfe Yard Good Sep-21 £27,197 £27,197 10 years
032 14/07/2021 Hugh Page 9464 Kubota F3090 EU Ride on Mower & Cutting DeckWolfe Yard Good Sep-21 £19,128 £19,128 8 years
033 22/07/2021 Hugh Page 9358 Kubota G261 High Dumper Wolfe Yard Good Sep-21 £15,687 £15,687 8 years
034 19/08/2021 Rigby Taylor 9484 Tiny Sport Robot Line Marker Not received from supplier at time of audit £19,435 £19,435 8 years
035 Spring tine harrow Wolfe Yard Average Sep-21 10 years
036 Triple Cylinder Trailed mower Wolfe Yard Poor Sep-21 8 years
037 2019 Chem Store Wolfe Yard Good Sep-21 10 years

TOTALS £452,136 £81,448 £15,585 £517,999 £68,313

£68,313

Grounds Equipment



Nominal 
Code

Cost 
Centre

Earmarked Reserves
Opening 
Balance

In Out
Balance 

as at
Committed Projected

01/04/2021 14/10/2021

314 Finance & General Purposes

9009 901 Election Reserve 34,786 34,786 34,786

9022 901 Training 1,545 1,545 1,545

9075 901 Grants 4,710 4,710 4,710

314 F & GP Total 41,041 0 0 41,041 0 41,041

315 Sports & Recreation 

9049 902 Equipment/vehicle Replacement 37,875 36,259 1,616 1,616

9050 902 Play Equipment 56,235 1,190 55,045 55,045

9065 902 Health & Safety 4,000 1,898 2,103 2,103

9026 902 Wolfe Pavilion 22,570 22,570 22,570

9064 902 Buildings Maintenance 3,500 3,500 3,500

9051 902 Wolfe Drainage 7,800 7,800 4,000 3,800

9042 902 Goldsmiths band banding/Pitch Maintenance (all pitches) 27,675 2,200 6,493 23,382 6,772 16,610

9057 902 Fields in Trust land / MOD pitch 1,090 1,090 1,090

9045 902 Pump Track 19,900 15,216 4,684 4,684

9069 902 Petanque Club & Car Park 3,500 3,500 3,500

9048 902 Sale of assets 12,573 12,573 0 0

315 S & R Total 196,718 2,200 61,056 125,290 10,772 114,518

316 Environment

9016 903 Natural Habitat 16,076 16,076 16,076

9058 903 Future Environmental Projects 13,400 13,400 2,500 10,900

9070 903 Community Support Staff 6,333 4,920 1,413 1,413 0

9034/5 903 Litter Bins and Seats 3,255 3,255 3,255

9019 903 Bluebell wood 600 600 600 0

9014 903 The Ghyll 150 150 150 0

9021 903 Tree Works 6,900 6,900 6,900

9024 903 Country Park 1,100 1,100 1,100 0

9020 903 Planting 4,000 4,000 4,000 0

316 Environment Total 51,814 0 4,920 46,894 4,663 37,131

317 Communications & Events

9039 906 Notice Boards 2,277 2,063 214 214

9037 906 Events equipment 1,000 1,000 0 0

9038 906 Sussex Day 1,500 1,500 0 0

9041 906 Summer Fair 10,000 10,000 10,000

9043 906 Eco-Exhibition 10,000 10,000 10,000

9044 906 Festival 12,000 12,000 12,000

317 C & E Total 36,777 0 4,563 32,214 0 32,214

318 Allotments & Cemeteries

9047 904 Allotments 10,085 9,002 1,083 1,083 0

9046 904 Summersales 206,886 11,485 195,401 195,401

9056 904 Chapel 1,400 1,400 1,400

318 A & C Total 218,371 0 20,487 197,884 1,083 196,801

319 Restricted - Section 106

9059 900 Southdown Warehousing - Bike Project 35,217 35,217 34,339 878

9060 900 Wolfe Play Equipment Maintenance 14,631 14,631 14,631

9061 900 Heatherview Maintenance 15,843 15,687 156 156 0

9062 900 Recreation Use- adult/youth play space 6,958 6,958 6,700 258

9063 900 Rose Cottage - Wolfe Tennis Courts 25,542 25,542 25,542 0

319 s.106 Total 37,432 60,759 15,687 82,504 66,737 15,767

322 CIL - Full Council

Community Infrastructure Levy (CIL) 294,907 14,167 309,075 153,107 155,968

322 CIL Total 294,907 14,167 0 309,075 153,107 155,968

323 Pine Grove FC/F&GP

9010 901 Pine Grove 19,547 19,547 19,547

Pine Grove Retention 43,000 43,000 43,000

Pine Grove Building Maintenance 82,000 82,000 82,000

323 Pine Grove Total 144,547 0 0 144,547 0 144,547

335 Capital (useable) Reserve- Full Council

52,085 52,085 52,085

335 Capital Reserve 52,085 0 0 52,085 0 52,085

Earmarked Reserves Total 1,073,692 77,126 106,712 1,031,533 236,362 790,071
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Section 3 – External Auditor Report and Certificate 2020/21 

In respect of Crowborough Town Council – ES0021 
 

 

1 Respective responsibilities of the body and the auditor 
This authority is responsible for ensuring that its financial management is adequate and effective and that it has a 
sound system of internal control.  The authority prepares an Annual Governance and Accountability Return in 
accordance with Proper Practices which: 

• summarises the accounting records for the year ended 31 March 2021; and 

• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as 
external auditors. 

Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance 
with guidance issued by the National Audit Office (NAO) on behalf of the Comptroller and Auditor General (see note 
below).  Our work does not constitute an audit carried out in accordance with International Standards on Auditing (UK 
& Ireland) and does not provide the same level of assurance that such an audit would do. 

 

2 External auditor report 2020/21 

3 External auditor certificate 2020/21 
We certify that we have completed our review of Sections 1 and 2 of the Annual Governance and Accountability 
Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for the year ended 31 
March 2021.

On the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return (AGAR), in our opinion the information in 
Sections 1 and 2 of the AGAR is in accordance with Proper Practices and no other matters have come to our attention giving cause for concern that 
relevant legislation and regulatory requirements have not been met.  
 

 

Other matters not affecting our opinion which we draw to the attention of the authority: 
 
None. 

* Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews in Auditor Guidance Note 
AGN/02.  The AGN is available from the NAO website (www.nao.org.uk) 

PKF LITTLEJOHN LLP 
 

External Auditor Name 
 

External Auditor Signature 
 

31/08/2021 
 

Date 
 



ACTUAL ACTUAL ACTUAL ACTUAL

Q1 2021 Q2 2021 Q3 2021 FY 2021

1.3.1 Gross Revenue 109,522 115,582 114,455 339,558

Costs of food, beverage and other supplies 681 2,013 216 2,910

Staff payroll costs 18,029 15,379 18,272 51,680

Property costs (including but not limited to taxes, service charges, utility costs) 32,992 (8,371) 26,406 51,027

Insurance premiums in connection with provision of services at the Premises 1,189 1,612 1,259 4,060

Fees and costs of subcontractors engaged for provision of services at the Premises 278 958 17 1,253

Advertising and marketing costs - - - -

Accounting costs 912 4,593 4,849 10,355

Credit card and banking charges 341 456 526 1,322

Introduction, sales commission, brokerage and agent's fees 356 578 515 1,449

Bad debts 1,484 (1,404) 9,844 9,924

Cost of refurbishment at or works to the premises (amortised) and lease payments 6,929 6,949 7,130 21,008

IT hardware, equipment, software licence and maintenance fees 9,974 7,999 12,144 30,117

Goods and services purchased in connection with Services rendered at the Premises 12,590 14,189 26,150 52,929

Irrecoverable VAT - - - -

1.3.2 Costs 85,755 44,951 107,328 238,034

Cashflow available after Costs 23,767 70,631 7,127 101,524

Unpaid Costs Balance from previous period 79,422 55,655 - 79,422

Unpaid Costs Balance to be carried forward from current period - - - -

1.3.3 Unpaid Costs Balance reduction from current period cash flow (23,767) (55,655) - (79,422)

Cashflow available after discharging any Unpaid Costs Balance - 14,976 7,127 22,103

1.3.4 Guaranteed Rent - £5,000 per month ( will start 6 June 2020) 15,000 15,000 15,000 45,000

1.3.5 Profit Share to Landlord (50% of available proceeds) - - - -

1.3.6 Tenant's Profit Incentive (50% of available proceeds) - - - -

I certify that the above is in accordance with the accounting records of Regus and as per our lease agreement.

SIGNED on behalf of IWG

REBECCA MALANAO

FINANCIAL ACCOUNTING MANAGER

RENT & LANDLORD

GLOBAL SERVICE CENTRE

BUILDING OWNER CERTIFICATE

Basepoint Crowborough , United Kingdom
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