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APPENDIX A 

A APPLICATIONS 

 

i. Site Address: Land At Eyres Pit New Warrington Road Northwich 

Cheshire  

Proposal: Construction of new access and car park area for adjacent fish pool. 

Reference Number: 24/02965/FUL 

Case Officer: 

Ward: Marbury 

Parish: Wincham 

https://pa.cheshirewestandchester.gov.uk/online-applications/. 

comments, please by: 

 

21 January 2026 

 

 

ii. Site Address: Swan House New Cheshire Business Park Wincham Lane 

Wincham Northwich CW9 6GG 

Proposal: The addition of 3No. windows at first floor and a fire exit door to the 

ground floor to the elevation facing Wincham Lane to suit internal alterations 

Reference Number: 25/03098/FUL 

Case Officer: 

Parish: Wincham 

https://pa.cheshirewestandchester.gov.uk/online-applications/. 

comments, please by: 

 

9 January 2026 

 

B APPROVALS 

Location: Black Greyhound Hall Lane Wincham Northwich CW9 6DG 

 

Proposal: Change of use and conversion of public house to one residential dwelling with single 

storey side extension and infil rear extension.  Entrance gates to new access onto 

Church Street and boundary wall/fence (Part retrospective). 

 
Further to previous correspondence relating to the above planning application, I write to advise 

that the application has now had the following decision: 

 

Approval 
 

C REFUSALS 

None so far  

D APPEALS 



None so far 

E ENFORCEMENT 

None so far 

G OTHER PLANNING MATTERS 

 

 

         January 2026 

           APPENDIX B 

  

1. Northwich Town Council: 
i. Invoice 9038 dated 30/11/2025  £182.00  

VAT   £36.40 £218.40 

ii. Invoice 9044 dated 3/12/2025  £155.00  

VAT   £31.00 £186.00 

iii. Invoice 9101 dated 31/12/2025  £182.00 

VAT   £36.40 £218.40 £622.80 

   

 

2. LPT Payroll Services Ltd     £40.00 

19 Tango Gardens,   VAT    £8.00   £48.00 

Great Sankey 

Warrington,  

Cheshire,  

WA5 3ZR 

 

3. Wincham Community Centre        

Mrs Suzanne James 

 26 Hewitt Grove 

Wincham 

CW9 6EL: 

i. PCSO Room  £344.00 

ii. PC Sept-Nov  £75.60      £419.60 

 

4. Mrs. Susan Lawson reimbursement for green bin                                          £55.00                                                                  

Greenways,  

Linnards Lane,  

Wincham,  

CW9 6ED 

 

5. Naomi Morris, Clerk:  
i. working from home allowance December @ £26/month£26.00 
ii. salary for December 2025: 40 hours @ £15.08  £603.20 £629.20 
iii. working from home allowance January @ £26/month£26.00 
iv. salary for January 2026: 40 hours @ £15.08  £603.20 £629.20 
v. Reimbursement for stationery for Communications meeting    £20.93 

                  £1279.33 
 

 



TOTAL EXPENDITURE         £2,424.73 

January 2026 

 

APPENDIX C 

Correspondence 

 

1. Emails and telephone calls about a donor regarding a memorial bench and tree. 
2. Email about carol services in the area. 
3. Complaint about library facilities; spoke to Northwich Library and went back with 

information. 
4. Email about gritting the roads. 
5. Emails about a sink hole. 
6. Email enquiring about the precept for next year. 
7. Emails from various salesmen and scammers. 
8. Emails about the defibrillator. 
9. Emails and telephone calls from other parishes concerning PCSO cover. 
10. Emails and telephone calls regarding public liability cover. 
11. Email asking about a replacement for the climbing frame at Chapel Street. 
12. Emails from CWaC regarding the precept. 
13. Emails from the Cabinet Office regarding Find-a-Tender registration. 
14. Emails relating to potholes. 

 

APPENDIX D COMPARATIVE QUOTES FOR INSTALLING A NEW NOTICEBOARD AT LINNARDS LANE 

REMOVING EXISTING NOTICEBOARD AND INSTALLING A NEW NOTICEBOARD 
1. 

From: Jason Eden <jasonmeden@hotmail.co.uk>  

Sent: 30 October 2025 16:00 

To: clerk@wincham-pc.gov.uk 

 

Hi Naomi  

To erect and put new noticeboard  

Would be £350, all waste taken away  

thanks Jason  

2. 

 

 

Quote no: 3273 

10th October 2025 

Dear Naomi 

mailto:jasonmeden@hotmail.co.uk
mailto:clerk@wincham-pc.gov.uk


Many thanks for your enquiry, taking the time to discuss your requirements and for inviting 
Northwich Town Council to provide you with a quotation to carry out works on behalf of Wincham 
Parish Council 

Please find our quotation as follows: 

Remove existing Notice board and Install New same location 

 

Total Cost                   £295.00  
   

I hope that the above meets with your approval and I await your instruction; should this quotation 
be acceptable, we would be able to start at your earliest convenience and upon receipt of a written 
instruction. I trust that we have interpreted your requirements correctly, however, should you 
require any additional Information or would like to discuss the above further then please do not 
hesitate to contact me. 

 

Please note that all prices are subject to VAT at the ruling rate (20%), a variance in the 
specification and the availability of access. All prices are held for a period of thirty days from the 
date of quotation and all measurements given are approximate only, minimum distances apply. 

 

Yours sincerely 

Paul Davis 

Contracts and Public Realm Manager 

 

APPENDIX E 

ALLAN JAMES 

 TREE SURGEONS     

 

 

 

 

 

 

 

 

 

 

 



Tree Condition Report with a 

 Recommended Works Schedule 

 

 

 

 

 

 

 

Date of Assessment:  

30 December 2025 

 

Site 

Linnards Lane 

Playing Fields 

Linnards Lane 

Wincham 

CW9 6ED 

 

 

Survey Details 

 

The survey was carried out on the morning of 30 December 2025, by Allan James of Allan James Tree 

Surgeons. 

 

The inspection started at the main entrance from Linnards lane and proceeded clockwise around the 

site. 

 

The weather was dry with a slight breeze. The ground conditions were wet. 

 



Access into neighbouring areas could not be gained and therefore, these trees were given limited 

attention. 

 

The tree survey focused on the likelihood of failure and maintenance.  

 

Findings 

 

This report should be read in conjunction with the data table - Appendix 1 

 

Overall the health and structural condition of the site is a reflection of good ongoing management over 

the years. 

 

Species Composition 

 

Within the grounds there is a good variance of species type and the green infrastructure that this creates 

provides great amenity value. 

  

In addition, the trees play an important role in reducing air pollution and provide important resources 

for wildlife. 

 

Record Keeping 

 

Owners are advised to record dates of any work undertaken. This provides evidence of competent 

management. 

 

 

 

 

 

 

Protected Species 

 

If any signs of protected species are seen prior or during works eg bats - All works are to stop 

immediately and the location reported. 

 



Limitations 

 

This survey was carried out from the ground level. No aerial inspection was undertaken and as such, this 

report can only identify defects clearly visible from the ground. 

 

No tree is entirely safe given the possibility that exceptionally strong winds could damage or uproot even 

a mechanically ‘perfect’ specimen. It is therefore, usually accepted that hazards are only recognisable 

from distinct defects or from other failure-prone characteristics of the tree or the site. 

 

Key 

 

T = Tree 

Med = Medium 

 

       

       

       

Condition Risk Recommendatio
n 

Locatio
n 

Crown 
lifting 
require
d 

  

       

Med Low/Med Crown lift lower 
laterals back from 
lamp post for 
clearance & Dead 
wood 

Ist tree 
inside 
Linnard 
Lane 
gates on 
the left 
hand 
side 

TRUE   

Fair Low 10% thin - Causing excessive 
shading on grass 

FALSE   

Good Low No work  FALSE   

Fair Low 15% thin - Light 
deprivation & 
Deadwood where 
necessary 

Near 
wooden 
Throne 
seat 

FALSE   



Fair Low Reduce large 
bough hanging 

over throne seat 
and lower laterals 
extending 
towards 
roundabout to 
reduce leverage. 

Near 
wooden 

train 

FALSE   

Fair Low Contain and 
shape.  

    

Fair Low Overall reduction 
to  Contain 

    

Good Low Crown lift to 6ft 
for public safety 

In Frame TRUE   

Good Low Crown lift to 6ft 
for public safety 

In Frame TRUE   

Good Low Crown lift to 6ft 
for public safety 

In Frame TRUE   

Condition Risk Recommendatio
n 

Locatio
n 

Crown 
lifting 
require
d 

  

Med Low Reduce lower two 
branches 
extending over 
neighbours & 
Deadwood 

Boundar
y of 
Ashgate 
Lane 

FALSE   

Med Med/Hig
h 

Monitor  FALSE   

Good Low Remove two 
broken branches 

In Frame FALSE   

Good Low Thin by 10% and remove 
epicormic growth 

FALSE   

Good Low Remove 
epicormic growth 

 FALSE   

Fair Low Light Crown Thin 
- Dense canopy 

In Frame 
- Linda 
Moss 
Memoria
l Tree 

FALSE   



Fair Low No work In Frame FALSE   

Med/Fair Med Crown Thin by 
20% 

Entrance 
from the 
Willows 

FALSE   

Good Low Overall crown 
reduction by       
1M - Clearance 
over footpath 

In Frame FALSE   

Good Low Overall crown 
reduction by 1M 
for clearance 
over footpath and 
neighbours 
gutters 

In Frame FALSE   

Condition Risk Recommendatio
n 

Locatio
n 

Crown 
lifting 
require
d 

  

Poor Low Under stress due 
to trunk damage - 
Light prune 

In Frame FALSE   

Good Low No work Dog 
Fowl 
Signage  
on Cage 

FALSE   

Fair Low Weight reduction 
on park side to 
reduce leverage 
on root. 

Inside 
New 
build 
area 
near 
Birch 
Lane 
access 

FALSE   

       

Good Low Thin by 10%  FALSE   

Poor Low Bark/trunk damage - Crown 
reduce - To reduce leverage 
on main fork 

FALSE   

Good Low Overall reduction 
to contain and 
shape 

 FALSE   

Med High Crown lift for 
public safety and 
vehicle clearance 

The 
Jubilee 
Tree 

TRUE   



Good Low No work  FALSE   

Good Low No work  FALSE   

Poor Low Removed  FALSE   

  Removed  FALSE   

    FALSE   

Condition Risk Recommendatio
n 

Locatio
n 

Crown 
lifting 
require
d 

  

Good Low No Work  FALSE   

Good Low Crown lift for 
access and light 
thin 

 TRUE   

Good  Low No Work  FALSE   

Good Low No Work  FALSE   

Fair Low No Work  FALSE   

Good  Low No work Friends 
of 
Linnards 
Lane 
Tree 

FALSE   

Good  Low Crown lift & Thin  TRUE   

Fair Low Reduce back from fence and 
remove two lower laterals. 
Reduce top - To contain 

FALSE   

Fair Low No work  Near 
War 
Memoria
l 

FALSE   

Poor Low No work  FALSE   

Fair Low Formative 
pruning to contain 

 FALSE   



Good Low No Work  FALSE   

       

       

       

  

 

       

         

         

 APPENDIX G 

LINNARDS LANE & CHAPEL STREET PLAYING FIELDS 

WEEKLY INSPECTION ROTA 

 

MONTH Commencing:  Responsibility 

1/12/2025    Cllr Casson 
1/1/2026    Cllr Schmidt 
1/2/2026    Cllr Fearns 
1/3/2026    Cllr Hollis 
1/4/2026    Cllr May 
1/5/2026    Cllr Shirley 
1/6/2026    Cllr Barker 
1/7/2026    Cllr Parr 
1/8/2026    Cllr Casson 
1/9/2026    Cllr Schmidt 
1/10/2026    Cllr Fearns     
        
      
 
PLEASE NOTE THAT IT IS A REQUIREMENT OF THE INSURANCE OF 
THE PARISH COUNCIL THAT AN INSPECTION IS CONDUCTED BY A 
COUNCILLOR EVERY WEEK.  THIS MEANS THAT 4 OR 5 SHEETS 
SHOULD BE COMPLETED FOR EACH MONTH. 
 
BOTH THE LINNARDS LANE AND CHAPEL STREET PLAYING FIELDS 
MUST BE INSPECTED. 
 
PLEASE BRING THE COMPLETED WEEKLY SHEETS TO THE PARISH 
COUNCIL MEETING AT THE END OF YOUR PERIOD.  ALTERNATIVELY E 
MAIL THE SHEETS TO clerk@wincham-pc.gov.uk BEFORE THE 
MEETING.  THANK YOU. 
 

APPENDIX J   

ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

        

mailto:clerk@wincham-pc.gov.uk


26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

 

Date:  5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Linnards Lane Playing Fields  
 
Trees requiring Crown lifting for public safety and vehicle clearance 
 
Proposed work in accordance with the latest Tree Condition Survey 
dated 30th December 2025. 
 
Tree No: Species Recommendation 
 
T8  S. Birch Crown lift to 6ft for safety   15.00 
 
T9  S. Birch Crown lift to 6ft for safety   15.00 
 
T10  S. Birch Crown lift to 6ft for safety   15.00 
 
T27  Oak  Light lift for safety    55.00 
     
T33  Damson Crown lift and thin    30.00 
 
T38  C Apple Crown lift & thin     50.00 
                                            
                   TOTAL ESTIMATE:    £ 
180.00   
 
 
 
 
 
 
          

                Assuring you of our prompt attention at all times 
                                                            Fully Insured £5,000,000 
                                                                Council Approved 

 



 APPENDIX K 

   ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

 

Date:  5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Linnards Lane Playing Fields  
 
Trees requiring Thinning 
 
Proposed work in accordance with the latest Tree Condition Survey 
dated 30th December 2025 
 
Tree No: Species Recommendation 
 
T2  M. Ash  10% thin – Light deprivation    65.00  
 
T14  Apple  Crown thin by 10%     65.00 
 
T16`  Rowan  Crown thin    45.00 
 
T18  S. Birch Crown thin by 20%   95.00 
 
T24  Rowan Thin by 10%    25.00 
 
 
 
                   TOTAL ESTIMATE:    £ 295.00 
  
 
             
 
 
 
 

 



 
 
 
 

                Assuring you of our prompt attention at all times 
                                                            Fully Insured £5,000,000 
                                                                Council Approved 

 

APPENDIX L 

   ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

Date: 5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Linnards Lane Playing Fields 
 
Miscellaneous Tree Work 
 
Proposed work in accordance with the latest Tree Condition Survey 
dated 30th December 2025 
 
Tree No: Species Recommendation 
 
T6  Hawthorn Contain and shape    25.00 
     
T7  Holly  Overall reduction to shape and 

           contain      35.00 
 
T15  Apple  Remove epicormics growth   10.00 
 
T21  Apple  Under stress due to damage to trunk. 
                              Light formative pruning   25.00 
 
T39  Crab Apple Overall prune to contain back from 
    Fence. Removal of two lower laterals 



    And reduce top    45.00   
       
T42  Apple  Prune to contain    15.00 
 
Goat Willow Sapling  Behind bungalow – getting out of hand 
    Cut back from fence    35.00 
 
                   TOTAL ESTIMATE:    £ 190.00  
 
 
 
 

     Assuring you of our prompt attention at all times 
                                                     Fully Insured £5,000,000 
                                                          Council Approved 

 

APPENDIX M 

   ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

 

Date:  5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Linnards Lane Playing Fields  
 
Trees requiring Reduction to reduce excess leverage  
 
Proposed work in accordance with the latest Tree Condition Survey 
dated 30th December 2025 
 
Tree No: Species Recommendation 
 
T5  Oak  Reduce large bough hanging over 
    Throne seat and bottom lower laterals 
     Extending toward roundabout.  115.00 



 
T23  Sycamore Weight reduction on park side to 
    Reduce leverage on root.   115.00 
 
T25  Prunus Crown reduce to reduce leverage 
    On main fork      35.00 
 
 
                   TOTAL ESTIMATE:    £ 265.00 
  
 
 
 
 
 
 
 
            

                Assuring you of our prompt attention at all times 
                                                            Fully Insured £5,000,000 
                                                                Council Approved 

 

APPENDIX N 

ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

 
 

Date: 5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Chapel Street Playing Fields – Tree work 
 
Proposed work in accordance with the latest Tree Condition Survey carried 
out on 30th December 2026. 
 



Tree Tag No.   Recommendation 
 
T58   Remove lateral branch overhanging seat. 

Sever Ivy and reduce back from 
                                   Play area, to contain.      
 
   
                                                                 TOTAL ESTIMATE:                £210.00 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                  Assuring you of our prompt attention at all times 
                                                               Fully Insured £5,000,000 
                                                                         Council Approved 

 

APPENDIX O 

  ALLAN  JAMES  

For Quality  

Tree Surgery & Fencing  
26 Hewitt Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

Date: 5 January 2026 
 
FAO: Naomi Morris 
RE: Wincham Parish Council 
 
  

E S T I M A T E 
 

Re: Chapel Street – Loral Hedges 
 



For the cutting back of the inside sides of the play area, running 
along the front and side boundary. 
 
Plus reducing the top on both sides of the Loral (To contain and help reduce light deprivation) and 
the cutting back of the outside, on the road side boundary to clear Post box, noticeboard and 
pavement 
 
 
 
        TOTAL ESTIMATE:          £395.00 
 
 
 
 
 
 
 
 
 
 
 
 

Assuring you of our prompt attention at all times 
Fully Insured £5,000,000 

Council Approved 

 

APPENDIX P 

   ALLAN  JAMES – 

For Quality  

Tree Surgery & Fencing  

26 Hewiit Grove 
Wincham 
NORTHWICH 
Cheshire 
CW9 6EL 

Tel: 01565 733193 

 

Date:  5 January 2026 
 
FAO: Naomi Morris 
Wincham Parish Council 
  

E S T I M A T E 
 

Re: Linnards Lane Playing Fields  
 
Trees requiring deadwood removal 



 
Proposed work in accordance with the latest Tree Condition Survey 
dated 30th December 2025 
 
Tree No: Species Recommendation 
 
T1   Oak  Dead wood and crown lift lower 
    Laterals to clear lamp post          125.00 
 
T4  Lime  Dead wood and thin by 15%          105.00 
 
T11  Beech  dead wood and remove two lower  
    Laterals extending over neighbours  65.00 
 

     
                                                TOTAL ESTIMATE:     £ 295.00 
  
 
 
 
 
 
 
 
             

                Assuring you of our prompt attention at all times 
                                                            Fully Insured £5,000,000 
                                                                Council Approved 

 

  A P PE N D I X  PO L I C Y  A  

WINCHAM PARISH COUNCIL  
 

FINANCIAL RISK ASSESSMENT 
 

PEOPLE AT RISK OUR CONTROLS 
 

Clerk and Councillors 
 

Wincham Parish Council have adopted Financial 
Regulations which govern the conduct of financial 
transactions of the Council and which may only be 
amended or varied by resolution of the Council.  These 
are reviewed annually. 
 

 

Clerk and Councillors 

 

All monies are held in three NatWest bank accounts 
named Wincham Parish Council. 
 

 

Clerk and Councillors 
 

All cheques require three authorised signatories. 
 

 

Clerk and Councillors 
 

Three councillors and the clerk are authorised signatories 
and have been through the bank’s procedures to become 
so. Where possible it should avoided that spouses are 
both signatories. 
 

 

Clerk and Councillors 
 

There is no petty cash held by the clerk or any of the 
councillors. 



 

 

Clerk and Councillors 
 

The Fidelity guarantee is £250,000 to cover the total sum 
of the Precept/the greatest sum held in the Bank 
accounts at any time. 
 

 

Clerk and Councillors 
 

The annual accounts are internally audited by an 
appropriate person chosen to be the internal auditor and 
are externally audited by a body appointed by an 
independent party. 
 

 

Clerk and Councillors 
 

The internal auditor shall carry out an audit yearly and 
shall report on systems and procedures. 
 

 

Clerk and Councillors 

 

All cheques shall be checked against invoices by a 
councillor who is a non-signatory and where practicable 
a councillor who is also not receiving one of the cheques. 
 

 

Clerk  
 

Regular accounts and budget reviews are presented to 
the Parish Council. 
 

 

Clerk  
 

All payments are authorised by the Parish Council and are 
recorded in the appropriate Minutes. 
 

 

Clerk 
 

Where an invoice is presented for urgent payment 
between meetings and a cheque is sent; authorisation for 
payment should be sought from the next Council 
meeting. 
 

 

Clerk 

 

All requests for donations are authorised by the Parish 
Council and recorded in the appropriate Minutes. 
 

 

Clerk  
 

All quotations obtained for work to be done on behalf of 
the Parish Council are discussed with councillors and are 
recorded in the appropriate Minutes.  

 
 
Approved by Council on 20 January 2026   

 

 

 

 

……………………………………………………………………………………………………………… 

Chairman of Wincham Parish Council 



 

 

 

……………………………………………………………………………………………………………… 

Clerk of Wincham Parish Council 

 

Dated 

.........20 January 2026.................................................. 

 

Appendix Policy C 

Wincham Parish Council Financial Thresholds 
2026 
 

Contract Procurement Thresholds 

Value (£) Action 

<1,000 Demonstrate value for money 

1,000-5,000 Try to obtain 3 estimates 

5,000-30,000 Try to obtain a minimum of 3 fixed price quotes 

30K-WTO CPA Threshold Comply with legislation re: advertising contract 

opportunities and publication of notices. Obtain a 

minimum of 3 fixed price quotes. 

>WTO CPA threshold Use formal tendering process as per legislation 

 

Purchase Authorisations 

Value (£) Purchases within an agreed budget Emergency / Safety 

purchases 

<1,000 Clerk/RFO  

<5,000 Clerk/RFO plus Chair or Vice-Chair Clerk/RFO 

>5,000  Full Council  

 

 

NB 



The current threshold values can be found in the latest version of Schedule 

1 of the Procurement Act 2023.  

 

 

APPENDIX POLICY D  

   Wincham Parish Council 

HEALTH AND SAFETY 

 

Introduction 

 

1. The Health and Safety Executive (HSE) advises that over 200 people lose their lives at work 

in the UK each year.  Additionally, about 150,000 non-fatal injuries are reported and an 

estimated 2 million suffer from ill health caused or made worse by their work.  Local councils 

are made up of over 80,000 councillors and employ over 25,000 staff and have a legal 

responsibility to ensure the safety of its employees and others. 

 

2. The Health and Safety at Work etc Act 1974 imposes duties on employers, the self-employed 

and employees to protect health and safety.  The aim of this Note is to set out some basic 

principles and to highlight other provisions which councils may need to research in further 

detail.  It hardly needs to be said that this Note cannot hope to cover all of the relevant legal 

provisions in detail.  Councils are encouraged to seek advice either from NALC or from the 

HSE if further information is required.  The HSE issues many publications and free leaflets 

and their website can be accessed at www.hse.gov.uk 

 

The General Duty of Employers 

 

3. The duty is set out in clear language in section 2 of the Health and Safety at Work etc  Act 

1974 which states: 

 

“(1) It shall be the duty of every employer to ensure, so far as is reasonably  practicable, 

the health, safety and welfare at work of all his employees.  

 

(2) Without prejudice to the generality of an employer’s duty under the preceding 

subsection, the matters to which that duty extends include in particular:  

▪ the provision and maintenance of plant and systems of work that are, so far as is 

reasonably practicable, safe and without risks to health; 

http://www.hse.gov.uk/


▪ arrangements for ensuring, so far as is reasonably practicable, safety and absence 

of risks to health in connection with the use, handling, storage and transport of 

articles and substances; 

▪ the provision of such information, instruction, training and supervision as is 

necessary to ensure, so far as is reasonably practicable, the health and safety at 

work of his employees; 

▪ so far as is reasonably practicable as regards any place of work under the 

employer’s control, the maintenance of it in a condition that is safe and without risks 

to health and the provision and maintenance of means of access to and egress from 

it that are safe and without such risks; 

▪ the provision and maintenance of a working environment for his employees that is, 

so far as is reasonably practicable, safe, without risks to health, and adequate as 

regards facilities and arrangements for their welfare at work.” 

 

If a local council employs officers who work at home, they will still have duties to ensure 

their health, safety and welfare. 

 

4. The general duty is supplemented by a number of Regulations which are discussed later in 

this Note. 

 

Health and Safety Policies 

 

5. Section 2(3) of the Act is in the following terms: 

 

“Except in such cases as may be prescribed, it shall be the duty of every employer to 

prepare and as often as may be appropriate revise a written statement of his general policy 

with respect to the health and safety at work of his employees and the organisation and 

arrangements for the time being in force for carrying out that policy, and to bring the 

statement and any revision of it to the notice of all of his employees.” 

 

Notably, the Employers' Health and Safety Policy Statements (Exception) Regulations 

1975/1584 confirms that employers with fewer than 5 employees are exempt from the 

s.2(3) duty.  Although many local councils will have fewer than 5 employees, NALC 

strongly recommends, as a matter of good practice, that all councils should have a 

written policies in place.  

 

 

Duties to Non-Employees (this would  include contractors) 

 

6. Sections 3(1) and 3(3) of the Act states as follows: 



 

“It shall be the duty of every employer to conduct his undertaking in such a way as to 

ensure, so far as is reasonably practicable, that persons not in his employment who 

may be affected thereby are not thereby exposed to risks to their health or safety.” 

“In such cases as may be prescribed, it shall be the duty of every employer and every self-

employed person, in the prescribed circumstances and in the prescribed manner, to give to 

persons (not being his employees) who may be affected by the way in which he conducts 

his undertaking the prescribed information about such aspects of the way in which he 

conducts his undertaking as might affect their health or safety.” 

 

A “self employed person” is defined as an individual who works for gain or reward or 

otherwise than under a contract of employment, whether or not he employs himself.   

 

Local councils commonly enter into contracts for the provision of services (e.g. the 

execution of repairs and improvements) and should ensure that they (i) do not expose 

contractors to risks to their health and safety and (ii) such contractors do not expose 

non-employees (e.g. visitors/public) to risks to their health and safety.  On a practical 

level, local councils should ensure all their independent contractors are competent to 

undertake the work and request that they have public liability insurance cover. 

 

Section 4 of the Act confers additional duties on local councils by:-  

 

(1) imposing on persons duties in relation to those who— 

(a) are not their employees; but 

(b) use non-domestic premises made available to them as a place of work or as 

a place where they may use plant or substances provided for their use there, and 

applies to premises so made available and other non-domestic premises used in 

connection with them. 

(2) It shall be the duty of each person who has, to any extent, control of premises to 

which this section applies or of the means of access thereto or egress therefrom or of 

any plant or substance in such premises to take such measures as it is reasonable for 

a person in his position to take to ensure, so far as is reasonably practicable, that the 

premises, all means of access thereto or egress therefrom available for use by 

persons using the premises, and any plant or substance in the premises or, as the 

case may be, provided for use there, is or are safe and without risks to health. 

 

‘Non domestic premises’ are premises not occupied as a private dwelling (including 

garden, yard, garage and outhouse)  

  



Local Councils regularly employ people to provide services (e.g. catering, repair work, 

grass cutting) to them in land or premises which they own or manage (e.g. recreational 

facilities, parks, and burial grounds) and should take note of the effect of section 4 above. 

 

In addition Wincham Parish Council hereby declares its commitment that all contractors or 

other persons being paid by or working under the control of the Council shall be expected 

to prepare and show to the Council appropriate risk assessments for the tasks concerned.  

A Risk Assessment has been described as “nothing more than a careful examination of 

what, in your work, could cause harm to people. Risk assessment should be a practical 

exercise, aimed at getting the right controls in place.”  

 

All contractors or other persons being paid by or working under the control of Wincham 

Parish Council shall be expected and required to take all proper and appropriate steps to 

protect themselves and others from any virus or bacterial or other infection reasonably to 

be expected to be a threat. and to act in a manner so as to minimise disease transmission.  

 

Duty of Employees 

 

7. Section 7 of the Act states that it shall be the duty of every employee while at work: 

 

(i) 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 

(ii) 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. 

 

Regulations and Codes of Practice 

 

8. The 1974 Act is supplemented by a number of Regulations and Codes of Practice.  A brief 

outline (only) is provided below.  Councils who believe that Regulations or Codes apply to 

them should seek further information from the HSE. 

 

(i) Management of Health and Safety at Work Regulations 1999 (as amended) 

 

9. Regulation 3 requires employers to carry out “Risk Assessments”.  A Risk Assessment has 

been described as “nothing more than a careful examination of what, in your work, could 

cause harm to people. Risk assessment should be a practical exercise, aimed at getting the 

right controls in place.”  Further information is provided in a leaflet published by the HSE 

called ‘Five Steps to Risk Assessment’.  To demonstrate how straightforward this exercise 



can be, the 5 steps are summarized as follows:- 

 

Step 1 - Identify the hazards 

Step 2 - Decide who might be harmed and how 

Step 3 - Evaluate the risks and decide on precautions 

Step 4 - Record the findings and implement them 

Step 5 - Review the risk assessment and update if necessary 

 

Regulation 7 requires employers to appoint one of more competent persons (who may or 

may not be in the council’s employment) to assist them in undertaking the measures they 

need to take to comply with statutory requirements imposed upon them.  Employers should 

ensure that the number of persons so appointed, the time available for them to fulfil their 

functions and the means at their disposal are adequate having regard to the size of the 

undertaking, the risks to which employees are exposed and the distribution of those risks 

throughout the undertaking. 

. 

(ii) The Workplace (Health, Safety and Welfare) Regulations 1992 

 

10. These Regulations cover a number of diverse issues including: 

 

(i) ventilation; 

(ii) temperatures in indoor workplaces; 

(iii) work in hot or cold environments; 

(iv) lighting; 

(v) cleanliness and waste materials; 

(vi) room dimensions and space; 

(vii) workstations and seating; 

(viii) maintenance; 

(ix) falls into dangerous substances; 

(x) transparent or translucent doors, gates or walls and windows; 

(xi) windows doors and gates; 

(xii) escalators and moving walkways; 

(xiii) sanitary conveniences and washing facilities; 

(xiv) drinking water; 

(xv) accommodation for clothing and facilities for changing; and 

(xvi) facilities for rest and to eat meals. 

 

11. Further information can be found in the HSE publication ‘Workplace health, safety and 

welfare - A short guide for managers’. 



 

(iii) Personal Protective Equipment at Work Regulations 1992 

 

12. Personal Protective Equipments is defined by the Regulations as: 

 

“all equipment (including clothing affording protection against the weather) which is 

intended to be worn or held by a person at work and which protects him against one or 

more risks to his health or safety.” 

 

13. The main requirement of the regulations is that personal protective equipment is to be 

supplied and used at work wherever there are risks to health and safety that cannot be 

adequately controlled in other ways.  Further information in respect of these Regulations can 

be found in a leaflet published by the HSE called ‘A short guide to the Personal Protective 

Equipment at Work Regulations 1992’. 

 

 (iv) Manual Handling Operations Regulations 1992 

 

14. Manual handling is transporting or supporting loads by hand or using bodily force.  The HSE 

advises that manual handling causes more than a third of all over-three-day injuries reported 

each year to HSE and local authorities. 

 

15.  The regulations require employers to: 

 

(i) avoid the need for hazardous manual handling, so far as is reasonably practicable; 

(ii) assess the risk of injury from any hazardous manual handling that cannot be avoided; 

and 

(iii) reduce the risk of injury from hazardous manual handling, so far as is reasonably 

practicable. 

 

16. The HSE has published a leaflet called ‘Getting to Grips with Manual Handling’. 

 

 (v) Health and Safety (Display Screen Equipment) Regulations 1992 

 

17. The HSE advises that using a computer or other kinds of display screen equipment (visual 

display units) can give rise to back problems, repetitive strain injury, or other musculoskeletal 

disorders.  Work with a screen does not cause eye damage, but many users experience 

temporary eye strain or stress.  The HSE has published a guide called ‘Working with VDUs’. 

 



Other Regulations 

 

18. There are a number of other Regulations which may be relevant to local councils. These 

include: 

 

(i) The Work at Height Regulations 2005; 

(ii) The Electricity at Work Regulations 1989; 

(iii) The Provision and Use of Work Equipment Regulations 1998; 

(iv) The Lifting Operations and Lifting Equipment Regulations 1998; 

(v) The Confined Spaces Regulations 1997; 

(vi) The Health and Safety (First Aid) Regulations 1981;  

(vii) The Regulatory Reform (Fire Safety) Order 2005; and 

(viii) The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 

(RIDDOR). 

 

NALC has issued a legal briefing in respect of (vii) The Regulatory Reform (Fire Safety) Order 

2005. 

 

Consultation with Employees and Safety Representatives 

 

19. Two sets of Regulations govern how and when employers should consult with their 

employees. These are: 

 

(i) The Health and Safety (Consultation with Employees) Regulations (HSCER) 1996; 

and 

(ii) The Safety Representatives and Safety Committees Regulations (SRSCR) 1977. 

 

20. Further details can be found in the HSE publication ‘Consulting Employees on Health and 

Safety Law’. 

 

Displaying Posters 

 

21. Health and Safety Information for Employees Regulations 1989 (as amended) requires 

employers to display a Health and Safety poster at a place easily accessible and in position 

easily seen to employees or to give employees a copy of a leaflet which contains the same 

information.  These Regulations require information relating to health, safety and welfare to 

be furnished to employees by means of posters or leaflets in a form approved and published 

by the HSE. 

 



Health and Safety Enforcement 

 

22. Inspectors from the Health and Safety Executive (HSE) or local authorities enforce Health 

and Safety law.  Inspectors have broad powers and: 

(i) have powers of entry; 

(ii) can serve improvement notices; 

(iii) can serve prohibition notices; 

(iv) can serve a notice requiring information; and 

(v) can commence criminal proceedings for breaches of the duties and obligations set 

out in the Act or the regulations (as set out above). 

Insurance 

 

23. Local councils are required by the law to insure against liability for injury or disease to their 

employees arising out of their employment under the provisions of the Employers’     Liability 

(Compulsory Insurance) Act 1969.  Full details of the Act are set out in the HSE’s publication 

‘Employers’ Liability (Compulsory Insurance) Act 1969 – A guide for employers’. © NALC 2007 

 

Approved by Council on 20 January 2026  

 

……………………………………………………………………………………………………………… 

Chairman of Wincham Parish Council 

 

……………………………………………………………………………………………………………… 

Clerk of Wincham Parish Council 

 

Dated 

... 20 January 2026  ............................. 

  

APPENDIX Policy E 

WINCHAM PARISH COUNCIL 

FINANCIAL MANAGEMENT AND INVESTMENT STRATEGY 

Confirmed by Wincham Parish Council on 20 January 2026 

Next review: January 2027 

 

1. Introduction 

Wincham Parish Council acknowledges the importance of prudently investing the temporarily 

surplus funds held on behalf of the community. 

This strategy has been prepared in accordance with the Guidance on Local Government 

Investments (‘the Guidance’), issued under section 15(1)(a) of the Local Government Act 2003, 

effective from 1st April 2018. 

The Guidance states: 

a) Where a Town or Parish Council expects its investments at any time during a financial 



year to exceed £100,000, the Guidance should apply in relation to that year. 

b) Where a Town or Parish Council expects its investments at any time during a financial 

year to exceed £10,000 but not £100,000, it should decide on the extent, if any, to 

which it would be reasonable to have regard to the Guidance in relation to that year. 

c) Where a Town or Parish Council expects its investments at any time during a financial 

year not to exceed £10,000, no part of the Guidance need be treated as applying in 

relation to that year. 

 

The Council expects its investments during the 2025/26 financial year to exceed £100,000 and 

therefore has agreed to apply the Guidance as set out below. 

 

2. Investment Objectives 

The Council’s investment priorities are: 

1) the security of its reserves; 

2) the liquidity of its investments; and 

3) return. 

The Council will aim to achieve the optimum return on its investments commensurate with proper 

levels of security and liquidity. 

All investments will be made in sterling and, as a minimum, surplus funds will be aggregated in 

an interest-bearing bank account.  

 

3. Security of Investments 

Government guidance differentiates between specified investments and non-specified 

investments. 

3.1 Specified Investments 

Specified investments are those offering high security and high liquidity with a maturity 

of no more than one year. In addition, short-term sterling investments must be with 

bodies/institutions with “high credit ratings”. 

For the prudent management of its treasury balances, maintaining sufficient levels of 

security and liquidity, the Council could use: 

• UK banks and UK building societies; 

• Public Bodies (including Local Authorities and Police Authorities); 

• UK FCA regulated qualifying money market funds with a triple A rating. 

3.2 Non-specified investments 

Non-specified investments are usually for longer periods (i.e. more than one year) and 

with bodies that are not highly credit-rated. 

No non-specified investments are included in the Investment Strategy for this Council as 

these investments are not acceptable due to their higher potential risk. 

 

4. Liquidity of Investments 

The Responsible Finance Officer in consultation with the Full Parish Council will determine the 

maximum periods for which funds may prudently be committed so as not to compromise liquidity.  

The Council expects to spend large sums from its investments within the current financial year and 

so liquidity of funds is essential.  For that reason, the Council intends to maintain its funds on 

deposit with Nat West Bank for the remainder of the financial year or until the funds are spent. 

 

5. Long Term Investments 

Long term investments shall be defined as greater than one year. The Council will use the same 



criteria for assessing long term investment as identified above for specified investments 

The Council does not currently hold any long-term investments and does not intend to hold any 

long-term investments during this financial year. 

 

6. Risk Assessment 

The Council will only invest in institutions of “high credit quality” as set out in section 3.1 of this  

strategy.  

The Council will monitor the risk of loss on investments by reference to credit ratings. The 

Council should aim for ratings equivalent to the Fitch F1 (AAA) rating for short-term investments 

or Fitch A - for long term investments.  

The investment position will be reviewed annually by the Responsible Financial Officer and 

reported to the Full Parish Council. 

The Council does not employ, in-house or externally, any financial advisors but will rely on 

information which is publicly available. 

 

7. Use of Investment Managers 

If external investment managers are used, they will be contractually required to comply with this 

strategy. 

The Council does not currently use external investment managers and does not intend to so during 

this financial year. 

 

8. Review and Amendment of Regulations 

The Investment Strategy will be reviewed annually by the Full Council. 

The Council reserves the right to make variations to the Strategy at any time, subject to the 

approval of the Full Council. Any variations will be made available to the public. 

 

9. Freedom of Information 

This Document will be posted on the Parish website and a hard copy will be available from the 

Clerk. 

Approved by Council on 20 January 2026  

--------------------------------------------------------------------------------------------------------------                       

Chairman of Wincham Parish Council 

---------------------------------------------------------------------------------------------------------------- 

Clerk of Wincham Parish Council 

Dated  20 January 2026 
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Standing Orders, Code of Conduct and 
Operational Matters 

 

SECTION ONE – STANDING ORDERS 

 

based on model standing orders prepared by NALC 

 

1 Meetings  

RULES OF DEBATE AT MEETINGS 

 

a Motions on the agenda shall be considered in the order that they appear unless the order is 



changed at the discretion of the chairman of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been moved and 

seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by the chairman of 

the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn by the 

proposer only with the consent of the seconder and the meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not negate the 

motion.  

f If an amendment to the original motion is carried, the original motion (as amended) becomes 

the substantive motion upon which further amendment(s) may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given at the meeting 

and, if requested by the chairman of the meeting, is expressed in writing to the chairman.  

h A councillor may move an amendment to his own motion if agreed by the meeting. If a 

motion has already been seconded, the amendment shall be with the consent of the seconder 

and the meeting. 

i If there is more than one amendment to an original or substantive motion, the amendments 

shall be moved in the order directed by the chairman of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and debated at a time, 

the order of which shall be directed by the chairman of the meeting.  

k One or more amendments may be discussed together if the chairman of the meeting 

considers this expedient but each amendment shall be voted upon separately. 

l A councillor may not move more than one amendment to an original or substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of the original 

motion shall have a right of reply either at the end of debate on the first amendment or at the 

very end of debate on the final substantive motion immediately before it is put to the vote. 

o Unless permitted by the chairman of the meeting, a councillor may speak once in the debate 

on a motion except: 

i. to speak on an amendment moved by another councillor;  



ii. to move or speak on another amendment if the motion has been amended since 

he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of order or a 

personal explanation and the councillor who was interrupted shall stop speaking. A councillor 

raising a point of order shall identify the standing order which he considers has been breached 

or specify the other irregularity in the proceedings of the meeting he is concerned by.  

q A point of order shall be decided by the chairman of the meeting and his decision shall be 

final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect mandatory 

statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the chairman of the meeting shall 

be satisfied that the motion has been sufficiently debated and that the mover of the motion 

under debate has exercised or waived his right of reply.  

t Excluding motions moved under standing order 1(r), the contributions or speeches by a 

councillor shall relate only to the motion under discussion and shall not exceed 5 minutes 

without the consent of the chairman of the meeting. 



DISORDERLY CONDUCT AT MEETINGS 

 

a No person shall obstruct the transaction of business at a meeting or behave offensively or 

improperly. If this standing order is ignored, the chairman of the meeting shall request such 

person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to moderate or improve 

their conduct, any councillor or the chairman of the meeting may move that the person be no 

longer heard or be excluded from the meeting. The motion, if seconded, shall be put to the 

vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chairman of the meeting may 

take further reasonable steps to restore order or to progress the meeting. This may include 

temporarily suspending or closing the meeting. 

 

MEETINGS GENERALLY 

 

Mandatory for full Council meetings  ● 

Mandatory for committee meetings   ● 

Mandatory for sub-committee meetings   ● 

 

 

● a Meetings shall not take place in premises, which at the time of the meeting, are 

used for the supply of alcohol unless no other premises are available free of charge 

or at a reasonable cost.  

● 

● 

b When calculating the 3 clear days for notice of a meeting to councillors and the 

public, the day on which notice was issued, the day of the meeting, a Sunday, a 

day of the Christmas break, a day of the Easter break or of a bank holiday or a day 

appointed for public thanksgiving or mourning shall not count. 

● 

● 

c Meetings shall be open to the public unless their presence is prejudicial to the 

public interest by reason of the confidential nature of the business to be 

transacted or for other special reasons. The public’s exclusion from part or all of a 



meeting shall be by a resolution which shall give reasons for the public’s exclusion. 

 d Subject to standing order 1(c) above, members of the public are permitted to make 

representations, answer questions and give evidence in respect of any item of 

business included in the agenda. 

 e The period of time which is designated for public participation in accordance with 

standing order 1(d) above shall not exceed 15 minutes. 

 f Subject to standing order 1(e) above, each member of the public is entitled to speak 

once only in respect of business itemised on the agenda and shall not speak for 

more than 5 minutes. 

 g In accordance with standing order 1(d) above, a question asked by a member of the 

public during a public participation session at a meeting shall not require a response 

or debate. 

 h In accordance with standing order 1(g) above, the Chairman may direct that a 

response to a question posed by a member of the public be referred to a Councillor 

for an oral response or to an employee for a written or oral response. 

 i A record of a public participation session at a meeting shall be included in the 

minutes of that meeting. 

 j A person shall raise his hand when requesting to speak and stand when speaking 

(except when a person has a disability or is likely to suffer discomfort). The Chairman 

may at any time permit an individual to be seated when speaking. 

 k Any person speaking at a meeting shall address his comments to the Chairman. 

 l Only one person is permitted to speak at a time. If more than one person wishes to 

speak, the Chairman shall direct the order of speaking. 

● 

● 

m Photographing, recording, broadcasting or transmitting the proceedings of a meeting 

by any means is permitted under UK law. 



● 

● 

n In accordance with standing order 1(c) above, the press shall be provided reasonable 

facilities for the taking of their report of all or part of a meeting at which they are 

entitled to be present.    

● o Subject to standing orders which indicate otherwise, anything authorised or 

required to be done by, to or before the Chairman may in his absence be done by, to 

or before the Vice-Chairman (if any). 

● p The Chairman, if present, shall preside at a meeting. If the Chairman is absent from a 

meeting, the Vice-Chairman, if present, shall preside. If both the Chairman and the 

Vice-Chairman are absent from a meeting, a Councillor as chosen by the Councillors 

present at the meeting shall preside at the meeting. 

● 

● 

● 

q Subject to model standing order 1 (y) below, all questions at a meeting shall be 

decided by a majority of the Councillors present and voting thereon.  

● 

● 

● 

r The Chairman may give an original vote on any matter put to the vote, and in the 

case of an equality of votes may exercise his casting vote whether or not he gave an 

original vote. (See also standing orders 2 (i) and (j) below.) 

● s Unless standing orders provide otherwise, voting on any question shall be by a show 

of hands. At the request of a Councillor, the voting on any question shall be recorded 

so as to show whether each councillor present and voting gave his vote for or 

against that question. Such a request shall be made before moving on to the next 

item of business on the agenda. 

● 

● 

● 

t The minutes of a meeting shall record the names of councillors present and absent. 

 



 u If prior to a meeting, a Councillor has submitted reasons for his absence at the 

meeting which is then approved by a resolution, such resolution shall be recorded in 

the minutes of the meeting at which the approval was given.  

● 

● 

● 

v The code of conduct adopted by the Council shall apply to councillors in respect of 

the entire meeting.   

● 

● 

● 

w An interest arising from the code of conduct adopted by the Council, the existence 

and nature of which is required to be disclosed by a Councillor at a meeting shall be 

recorded in the minutes. (See also standing orders 7 and 8 below.) 

● x No business may be transacted at a meeting unless at least one third of the whole 

number of members of the Council are present and in no case shall the quorum of a 

meeting be less than 3. 

● 

● 

● 

y If a meeting is or becomes inquorate no business shall be transacted and the 

meeting shall be adjourned. Any outstanding business of a meeting so adjourned 

shall be transacted at a following meeting.  

 z Meetings shall not exceed a period of 2 hours. 

 

 

 

2 Ordinary Council meetings  

 See also standing order 1 above 

 

a In an election year, the annual meeting of the Council shall be held on or within 14 days 

following the day on which the new councillors elected take office or at such other 

convenient time including during May as the Council may direct. 

 

b In a year which is not an election year, the annual meeting of a Council shall be held on 

such day in May as the Council may direct. 



 

c If no other time is fixed, the annual meeting of the Council shall take place at 7.30pm. 

 

d In addition to the annual meeting of the Council, at least three other ordinary meetings 

shall be held in each year on such dates and times as the Council directs. 

 

e The election of the Chairman of the Council shall be the first business completed at the 

annual meeting of the Council. 

 

f The Chairman of the Council, unless he has resigned or becomes disqualified, shall 

continue in office and preside at the annual meeting until his successor is elected at the 

next annual meeting of the Council.  

 

g The Vice-Chairman of the Council, if any, unless he resigns or becomes disqualified, shall 

hold office until immediately after the election of the Chairman of the Council at the 

next annual meeting of the Council. 

 

h In an election year, if the current Chairman of the Council has not been re-elected as a 

member of the Council, he shall preside at the meeting until a successor Chairman of 

the Council has been elected. The current Chairman of the Council shall not have an 

original vote in respect of the election of the new Chairman of the Council but must give 

a casting vote in the case of an equality of votes. 

 

i In an election year, if the current Chairman of the Council has been re-elected as a 

member of the Council, he shall preside at the meeting until a new Chairman of the 

Council has been elected. He may exercise an original vote in respect of the election of 

the new Chairman of the Council and must give a casting vote in the case of an equality 

of votes. 

 

j Following the election of the Chairman of the Council and Vice-Chairman (if any) of the 

Council at the annual meeting of the Council, the order of business shall be as follows. 

i. In an election year, delivery by councillors of their declarations of acceptance of 

office. 

ii. Confirmation of the accuracy of the minutes of the last meeting of the Council and 



to receive and note minutes of and/or to determine recommendations made by 

committees. 

iii. Review of delegation arrangements to committees, sub-committees, employees 

and other local authorities. 

iv. Review of the terms of references for committees. 

v. Receipt of nominations to existing committees. 

vi. Appointment of any new committees, confirmation of the terms of reference, the 

number of members (including, if appropriate, substitute councillors) and receipt 

of nominations to them. 

vii. Review and adoption of appropriate standing orders and financial regulations.  

viii. Review of arrangements, including any charters, with other local authorities and 

review of contributions made to expenditure incurred by other local authorities. 

ix. Review of representation on or work with external bodies and arrangements for 

reporting back. 

x. (England) In a year of elections, if a Council’s period of eligibility to exercise the 

power of well being expired the day before the annual meeting, to review and 

make arrangements to reaffirm eligibility. 

xi. Review of inventory of land and assets including buildings and office equipment. 

xii. Review and confirmation of arrangements for insurance cover in respect of all 

insured risks. 

xiii. Review of the Council’s and/or employees’ memberships of other bodies. 

xiv. Establishing or reviewing the Council’s complaints procedure. 

xv. Establishing or reviewing the Council’s procedures for handling requests made 

under the Freedom of Information Act 2000 and the Data Protection Act 1998.  

xvi. Establishing or reviewing the Council’s policy for dealing with the press/media  

xvii. Setting the dates, times and place of ordinary meetings of the full Council for the 

year ahead. 

 

3 Proper Officer 

 

a The Council’s Proper Officer shall be either (i) the clerk or such other employee as may 

be nominated by the Council from time to time or (ii) such other employee appointed by 

the Council to undertake the role of the Proper Officer during the Proper Officer’s 

absence. The Proper Officer and the employee appointed to act as such during the 

Proper Officer’s absence shall fulfil the duties assigned to the Proper Officer in standing 

orders.  



 

b The Council’s Proper Officer shall do the following. 

i. Serve on councillors electronically or by post at their residences a summons 

confirming the time, date, venue and the agenda of a meeting of the Council and a 

meeting of a sub-committee at least 3 clear days before the meeting. 

ii. Electronically or via a public notice board give public notice of the time, date, 

venue and agenda at least 3 clear days before a meeting of the Council or a 

meeting of a sub-committee. 

iii. Subject to standing orders 4(a)–(e) below, include in the agenda all motions in the 

order received unless a councillor has given written notice at least 9 days before 

the meeting  confirming his withdrawal of it. 

iv. Convene a meeting of full Council for the election of a new Chairman of the 

Council, occasioned by a casual vacancy in his office, in accordance with standing 

order 3(b)i above. 

v. Make available for inspection the minutes of meetings. 

vi. Receive and retain copies of byelaws made by other local authorities. 

vii. Receive and retain declarations of acceptance of office from councillors. 

viii. Retain a copy of every councillor’s register of interests and any changes to it and 

keep copies of the same available for inspection. 

ix. Keep proper records required before and after meetings; 

x. Process all requests made under the Freedom of Information Act 2000 and Data 

Protection Act 1998, in accordance with and subject to the Council’s procedures 

relating to the same. 

xi. Receive and send general correspondence and notices on behalf of the Council 

except where there is a resolution to the contrary. 

xii. Manage the organisation, storage of and access to information held by the Council 

in paper and electronic form. 

xiii. Arrange for legal deeds to be signed by 2 councillors and witnessed (See also 

model standing orders 14(a) and (b).) 

xiv. Arrange for the prompt authorisation, approval, and instruction regarding any 

payments to be made by the Council in accordance with the Council’s financial 

regulations. 

xv. Record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose or 

electronically; 

xvi. Retain custody of the seal of the Council (if any) which shall not be used without a 

resolution to that effect. 



xvii. Action or undertake activity or responsibilities instructed by resolution or 

contained in standing orders. 

 

4 Motions requiring written notice 

 

a In accordance with standing order 3(b)(iii) above, no motion may be moved at a meeting 

unless it is included in the agenda and the mover has given written notice of its wording 

to the Council’s Proper Officer at least 9 clear days before the next meeting.  

 

b The Proper Officer may, before including a motion in the agenda received in accordance 

with standing order 4(a) above, correct obvious grammatical or typographical errors in 

the wording of the motion.  

 

c If the Proper Officer considers the wording of a motion received in accordance with 

standing order 4(a) above is not clear in meaning, the motion shall be rejected until the 

mover of the motion resubmits it in writing to the Proper Officer in clear and certain 

language at least 9 clear days before the meeting.  

 

d If the wording or nature of a proposed motion is considered unlawful or improper, the 

Proper Officer shall consult with the Chairman of the forthcoming meeting or, as the 

case may be, the Councillors who have convened the meeting, to consider whether the 

motion shall be included or rejected in the agenda.  

 

e Having consulted the Chairman or councillors pursuant to standing order 4(d) above, the 

decision of the Proper Officer as to whether or not to include the motion in the agenda 

shall be final.  

 

f Every motion and resolution shall relate to the Council’s statutory functions, powers and 

lawful obligations or shall relate to an issue which specifically affects the Council’s area 

or its residents. 

 

5 Motions not requiring written notice 



 

a Motions in respect of the following matters may be moved without written notice. 

i. To appoint a person to preside at a meeting. 

ii. To approve the absences of councillors. 

iii. To approve the accuracy of the minutes of the previous meeting. 

iv. To correct an inaccuracy in the minutes of the previous meeting. 

v. To dispose of business, if any, remaining from the last meeting. 

vi. To alter the order of business on the agenda for reasons of urgency or expedience. 

vii. To proceed to the next business on the agenda. 

viii. To close or adjourn debate. 

ix. To refer by formal delegation a matter to a committee or to a sub-committee or an 

employee. 

x. To appoint a committee or sub-committee or any councillors (including 

substitutes) thereto. 

xi. To receive nominations to a committee or sub-committee. 

xii. To dissolve a committee or sub-committee. 

xiii. To note the minutes of a meeting of a committee or sub-committee. 

xiv. To consider a report and/or recommendations made by a committee or a sub- 

committee or an employee. 

xv. To consider a report and/or recommendations made by an employee, professional 

advisor, expert or consultant. 

xvi. To authorise legal signed by two councillors and witnessed. 

(See standing orders 14(a) and (b) below.) 

xvii. To authorise the payment of monies up to £500.00. 

xviii. To amend a motion relevant to the original or substantive motion under 

consideration which shall not have the effect of nullifying it. 

xix. To extend the time limit for speeches. 

xx. To exclude the press and public for all or part of a meeting. 

xxi. To silence or exclude from the meeting a Councillor or a member of the public for 

disorderly conduct. 

xxii. To give the consent of the Council if such consent is required by standing orders. 

xxiii. To suspend any standing order except those which are mandatory by law. 

xxiv. To adjourn the meeting. 

xxv. To appoint representatives to outside bodies and to make arrangements for those 

representatives to report back the activities of outside bodies. 

xxvi. To answer questions from councillors. 



 

b If a motion falls within the terms of reference of a committee or sub-committee or 

within the delegated powers conferred on an employee, a referral of the same may be 

made to such committee or sub-committee or employee provided that the Chairman 

may direct for it to be dealt with at the present meeting for reasons of urgency or 

expedience. 

 

6 Rules of debate 

 

s Motions included in an agenda shall be considered in the order that they appear on the 

agenda unless the order is changed at the Chairman’s direction for reasons of 

expedience.  

 

t Subject to standing orders 4(a)–(e) above, a motion shall not be considered unless it has 

been proposed and seconded.  

 

u Subject to standing order 3(b)(iii) above, a motion included in an agenda not moved by 

the councillor who tabled it, may be treated as withdrawn.  

 

v A motion to amend an original or substantive motion shall not be considered unless 

proper notice has been given after the original or substantive motion has been 

seconded and notice of such amendment, shall, if required by the Chairman, be reduced 

to writing and handed to the Chairman who shall determine the order in which they are 

considered. 

 

w A Councillor may move amendments to his own motion. If a motion has already been 

seconded, an amendment to it shall be with the consent of the seconder. 

 

x Any amendment to a motion shall be either: 

i. to leave out words; 

ii. to add words; 

iii. to leave out words and add other words. 

 



y A proposed or carried amendment to a motion shall not have the effect of rescinding 

the original or substantive motion under consideration. 

 

z Only one amendment shall be moved and debated at a time, the order of which shall be 

directed by the Chairman. No further amendment to a motion shall be moved until the 

previous amendment has been disposed of. 

 

aa Subject to Standing Order 6(h) above, one or more amendments may be discussed 

together if the Chairman considers this expedient but shall be voted upon separately. 

 

bb Pursuant to standing order 6(h) above, the number of amendments to an original or 

substantive motion, which may be moved by a councillor, is limited to one.  

 

cc If an amendment is not carried, other amendments shall be moved in the order directed 

by the Chairman. 

 

dd If an amendment is carried, the original motion, as amended, shall take the place of the 

original motion and shall become the substantive motion upon which any further 

amendment may be moved. 

 

ee The mover of a motion or the mover of an amendment shall have a right of reply, not 

exceeding 3 minutes. 

 

ff Where a series of amendments to an original motion are carried, the mover of the 

original motion shall have a right of reply in respect of the substantive motion at the 

very end of debate and immediately before it is put to the vote. 

 

gg Subject to standing orders 6(m) and (n) above, a councillor may not speak further in 

respect of any one motion except to speak once on an amendment moved by another 

councillor or to make a point of order or to give a personal explanation. 

 

hh During the debate of a motion, a councillor may interrupt only on a point of order or a 

personal explanation and the councillor who was interrupted shall stop speaking. A 

Councillor raising a point of order shall identify the standing order which he considers 



has been breached or specify the irregularity in the meeting he is concerned by.  

 

ii A point of order shall be decided by the Chairman and his decision shall be final.  

 

jj With the consent of the seconder and/or of the meeting, a motion or amendment may 

be withdrawn by the proposer. A councillor shall not speak upon the said motion or 

amendment unless permission for the withdrawal of the motion or amendment has 

been refused. 

 

kk Subject to standing order 6(o) above, when a councillor’s motion is under debate no 

other motion shall be moved except:  

x. to amend the motion; 

xi. to proceed to the next business; 

xii. to adjourn the debate; 

xiii. to put the motion to a vote; 

xiv. to ask a person to be silent or for him to leave the meeting; 

xv. to refer a motion to a committee or sub-committee for consideration;  

xvi. to exclude the public and press; 

xvii. to adjourn the meeting; 

xviii. to suspend any standing order, except those which are mandatory. 

 

t In respect of standing order 6(s)(iv) above, the Chairman shall first be satisfied that the 

motion has been sufficiently debated before it is seconded and put to the vote. The 

Chairman shall call upon the mover of the motion under debate to exercise or waive his 

right of reply and shall put the motion to the vote after that right has been exercised or 

waived. The adjournment of a debate or of the meeting shall not prejudice the mover’s 

right of reply at the resumption. 

 

7 Code of conduct 

 

a. All councillors shall observe the code of conduct adopted by the Council. 

 

b. All councillors shall undertake training in the code of conduct within 6 months 

of the delivery of their declaration of acceptance of office. 



 

c. If paragraph 12(2) of the code of conduct contained in the Local Authorities 

(Model Code of Conduct) Order 2007 (SI No.1159) has been adopted by the 

Council or pursuant to relevant provisions in a statutory code of conduct in 

force at the time, councillors may exercise the rights contained in standing 

order 7(d) below only if members of the public are permitted to (i) make 

representations, (ii) answer questions and (iii) give evidence relating to the 

business being transacted. 

 

d. Councillors with a prejudicial interest in relation to any item of business being 

transacted at a meeting may (i) make representations, (ii) answer questions 

and (iii) give evidence relating to the business being transacted but must, 

thereafter, leave the room or chamber. 

 

8 Questions 

 

a A councillor may seek an answer to a question concerning any business of the Council   

provided 7 clear days notice of the question has been given to the Proper Officer. 

 

b Questions not related to items of business on the agenda for a meeting shall only be 

asked during the part of the meeting set aside for such questions. 

 

c Every question shall be put and answered without discussion. 

 

9 Minutes  

 

a If a copy of the draft minutes of a preceding meeting has been circulated to councillors 

no later than the day of service of the summons to attend the scheduled meeting they 

shall be taken as read. 

 

b No discussion of the draft minutes of a preceding meeting shall take place except in 

relation to their accuracy. A motion to correct an inaccuracy in the minutes shall be 

raised in accordance with standing order 5(a)(iv) above. 



 

c Minutes, including any amendment to correct their accuracy, shall be confirmed by 

resolution and shall be signed by the Chairman of the meeting and stand as an accurate 

record of the meeting to which the minutes relate.  

 

d If the Chairman of the meeting does not consider the minutes to be an accurate record 

of the meeting to which they relate, he shall sign the minutes and include a paragraph in 

the to that effect: 

 

 

e Upon a resolution which confirms the accuracy of the minutes of a meeting, any 

previous draft minutes or recordings of the meeting shall be destroyed. 

 

 

f Preparation of Agendas and Minutes 

 

a) Agendas 

 

i) It is primarily the responsibility of the Clerk, in consultation with the Chairman of the 

Council or Committee, to prepare agendas and to ensure that they deal adequately 

with business the Council needs to consider. (see also ii below) 

 

ii) A Draft Agenda will be submitted to the Chairman of the Council or of the Committee 

for which the summons relates not less than five (5) days before said meeting takes 

place to allow the Chairman to review the proposed items and request any changes 

before issue to members. Issue of the summons to attend a meeting to members must 

take place at least three (3) days before the scheduled meeting date. It is imperative 

that the Chairman agrees the content of the Agenda to ensure that he/she is fully 

cognisant of the matters to be debated and resolutions to be determined. 

 

iii) The format of all Agendas must comply with statutory requirements and must meet 

the standards expected of a Quality Parish Council. They should also take into account 

Best Practice as recommended by the Local Association of Parish Councils. 



 

iv) It is every member’s responsibility to ensure that items they wish to bring up or 

reports that should be submitted are prepared in a timely manner as only items on an 

Agenda can be debated and subsequently resolutions passed. (see relevant Standing 

Orders on Resolutions moved with and without Notice) 

 

b) Minutes 

 

i) It is the responsibility of the Clerk to prepare the minutes of meetings and act on the 

decisions of the Council, conducting all correspondence and whatever other action is 

required that has been allocated to him/her. 

 

ii) Members must notify the Clerk and/or Chairman of the Council of matters which come 

to their attention, which need to go on an agenda and this should be done not less 

than 5 days before the appropriate meeting.   

 

 

iii) Members should also play their part in seeing that the Council’s decisions are 

implemented and that the Council’s business and the work of the Clerk are monitored. 

 

iv) The format of all minutes must comply with statutory requirements and must meet the 

standards expected as recommended by the Local Association of Parish Councils. 

 

v) Minutes of every meeting will be issued to all members but will only be received, 

approved and signed at the relevant Committee or Council. 

 

c) General Guidelines 

 

i) All Agendas and Minutes are in the public domain and subject to public scrutiny. 

 

    ii) Minutes should only record resolutions taken by the council and not the debate. 



  

iii) No item which is not on the Agenda can be discussed at a meeting if notice is 

required. 

 

iv) The following items should not appear on the Agenda: Matters arising; Private 

& Confidential Business (this can only be deemed by the Council); Agendas 

for future meetings. 

 

v) All apologies for absence must be recorded with the reason for said absence. 

 

d)      Items for consideration on Agendas 

 

The following items are required on every Agenda (except the Annual Parish 

Meeting): 

 

Apologies 

Declarations of Interest 

To receive the minutes, approve and sign (no discussion is allowed) and Matters 

arising 

General correspondence 

Member’s items (remembering the rules of Notice) 

Items for future meetings (no discussion will take place as the Chairman and Clerk 

will decide which meeting to place the item for consideration. If this is perceived to 

be too long a time then these items must be notified to the Clerk or Chairman before 

Agendas are issued) 

Items to be considered under Private & Confidential Business (remembering the rules 

of Notice) 

 

10 Disorderly conduct 

 

d No person shall obstruct the transaction of business at a meeting or behave offensively 



or improperly.  

 

e If, in the opinion of the Chairman, there has been a breach of standing order 10(a) 

above, the Chairman shall express that opinion and thereafter any councillor (including 

the Chairman) may move that the person be silenced or excluded from the meeting, and 

the motion, if seconded, shall be put forthwith and without discussion. 

 

f If a resolution made in accordance with standing order 10(b) above, is disobeyed, the 

Chairman may take such further steps as may reasonably be necessary to enforce it 

and/or he may adjourn the meeting. 

 

11 Rescission of previous resolutions 

 

a A resolution (whether affirmative or negative) of the Council shall not be reversed 

within 6 months except either by a special motion, the written notice whereof bears the 

names of at least 3 councillors of the Council, or by a motion moved in pursuance of the 

report or recommendation of a committee. 

 

b When a special motion or any other motion moved pursuant to standing order 11(a) 

above has been disposed of, no similar motion may be moved within a further 6 

months. 

 

12 Voting on appointments 

 

a Where more than 2 persons have been nominated for a position to be filled by the 

Council and none of those persons has received an absolute majority of votes in their 

favour, the name of the person having the least number of votes shall be struck off the 

list and a fresh vote taken. This process shall continue until a majority of votes is given in 

favour of one person. Any tie may be settled by the Chairman’s casting vote. 

 

13 Expenditure 

 



a Any expenditure incurred by the Council shall be in accordance with the Council’s 

financial regulations. 

 

b The Council’s financial regulations shall be reviewed once a year. 

 

c The Council’s financial regulations may make provision for the authorisation of the 

payment of money in exercise of any of the Council’s functions to be delegated to a 

committee, sub-committee or to an employee. 

 

14 Execution and sealing of legal deeds  

 See also standing order 5(a)(xvi) above 

 

a A legal deed shall not be executed on behalf of the Council unless the same has been 

authorised by a resolution. 

 

b In accordance with a resolution made under standing order 14(a) above, any two 

members of the Council, may sign, on behalf of the Council, any deed required by law 

and the Proper Officer shall witness their signatures.  

 

(The above is applicable to a Council without a common seal.) 

 

15 Committees  

   

 

a The Council may, at its annual meeting, appoint standing committees and may at any 

other time appoint such other committees as may be necessary, and: 

i. shall determine their terms of reference; 

ii. may permit committees to determine the dates of their meetings; 

iii. shall appoint and determine the term of office of councillor or non-councillor 

members of such a committee (unless the appointment of non-councillors is 

prohibited by law) so as to hold office no later than the next annual meeting; 



iv. may appoint substitute councillors to a committee whose role is to replace 

ordinary councillors at a meeting of a committee if ordinary councillors of the 

committee have confirmed to the Proper Officer 3 days before the meeting that 

they are unable to attend; 

v. an ordinary member of a committee who has been replaced at a meeting by a 

substitute member (in accordance with standing order 15(a)(iv) above) shall not 

be permitted to participate in debate or vote on business at that meeting and may 

only speak during any public participation session during the meeting; 

vi. may in accordance with standing orders, dissolve a committee at any time. 

 

16 Sub-committees  

 See also standing order 1 above 

 

a Unless there is a Council resolution to the contrary, every committee may appoint a sub-

committee whose terms of reference and members shall be determined by resolution of 

the committee. 

 

17 Extraordinary meetings  

 See also standing order 1 above 

 

a The Chairman of the Council may convene an extraordinary meeting of the Council at 

any time.  

 

b If the Chairman of the Council does not or refuses to call an extraordinary meeting of 

the Council within 7 days of having been requested to do so by two councillors, those 

two councillors may convene an extraordinary meeting of the Council. The statutory 

public notice giving the time, venue and agenda for such a meeting must be signed by 

the two councillors. 

 

c The Chairman of a committee (or a sub-committee) may convene an extraordinary 

meeting of the committee or sub-committee at any time.  

 

d If the Chairman of a committee (or a sub-committee) does not or refuses to call an 



extraordinary meeting within 7 days of having been requested by to do so by 2 

councillors, those 2 councillors may convene an extraordinary meeting of a committee 

(or a sub-committee). The statutory public notice giving the time, venue and agenda for 

such a meeting must be signed by 2 councillors. 

 

18 Advisory committees  

 See also standing order 1 above 

 

a The Council may appoint advisory committees comprised of a number of councillors and 

non-councillors. 

 

b Advisory committees and any sub-committees may consist wholly of persons who are 

non-councillors.  

 

19 Accounts and Financial Statement 

 

a All payments by the Council shall be authorised, approved and paid in accordance with 

the Council’s financial regulations, which shall be reviewed at least annually.  

 

b The Responsible Financial Officer shall supply to each councillor as soon as practicable 

after 31 March each year a statement summarising the Council’s receipts and payments 

for the each quarter and the balances held at the end of a quarter. This statement 

should include a comparison with the budget for the financial year. The Statement of 

Accounts of the Council (which is subject to external audit), including the annual 

governance statement, shall be presented to Council for formal approval before 31 July. 

 

20 Estimates/precepts 

 

a The Council shall approve written estimates for the coming financial year at its meeting 

before the end of January where this is possible. 

 

b Any committee desiring to incur expenditure shall give the Proper Officer a written 



estimate of the expenditure recommended for the coming year no later than December. 

 

21 Canvassing of and recommendations by 
councillors 

 

a Canvassing councillors or the members of a committee or sub-committee, directly or 

indirectly, for appointment to or by the Council shall disqualify the candidate from such 

an appointment. The Proper Officer shall disclose the requirements of this standing 

order to every candidate. 

 

b A councillor or a member of a committee or sub-committee shall not solicit a person for 

appointment to or by the Council or recommend a person for such appointment or for 

promotion; but, nevertheless, any such person may give a written testimonial of a 

candidate’s ability, experience or character for submission to the Council with an 

application for appointment. 

 

c This standing order shall apply to tenders as if the person making the tender were a 

candidate for an appointment. 

 

22 Inspection of documents 

 

a Subject to standing orders to the contrary or in respect of matters which are 

confidential, a councillor may, for the purpose of his official duties (but not otherwise), 

inspect any document in the possession of the Council or a committee or a sub-

committee, and request a copy for the same purpose. The minutes of meetings of the 

Council, its committees or sub-committees shall be available for inspection by 

councillors. 

 

23 Unauthorised activities 

 

a Unless authorised by a resolution, no individual councillor shall in the name or on behalf 

of the Council, a committee or a sub-committee: 

i. inspect any land and/or premises which the Council has a right or duty to inspect; 



or 

ii. issue orders, instructions or directions.  

 

24 Confidential business  

 

a Councillors shall not disclose information given in confidence or which they believe, or 

ought to be aware is of a confidential nature.   

 

b A councillor in breach of the provisions of standing order 24(a) above may be removed 

from a committee or a sub-committee by a resolution of the Council. 

 

25 Power of well-being  

 

a Before exercising the power to promote well-being, a meeting of the full Council shall 

have passed a resolution to confirm it has satisfied the prescribed statutory criteria 

required to qualify as an eligible parish council.  

b The Council’s period of eligibility begins on the date that the resolution under standing 

order 25 (a) above was made and expires on the day before the annual meeting of the 

Council that takes place in a year of ordinary elections. 

 

c After the expiry of its preceding period of eligibility, the Council continues to be an 

eligible council solely for the purpose of completing any activity undertaken in the 

exercise of the power to promote well-being which was not completed before the expiry 

of the Council’s preceding period of eligibility referred to in standing order 25(b) above. 

 

26 Matters affecting council employees 

 

a If a meeting considers any matter personal to a Council employee, it shall not be 

considered until the Council has decided whether or not the press and public shall be 

excluded pursuant to standing order 1(c) above. 

 

b Subject to the Council’s policy regarding absences from work, the Council’s most senior 



employee shall notify the Chairman or, in his absence, the Vice-Chairman of any absence 

occasioned by illness or urgency and that person shall report such absence at its next 

meeting. 

 

27 Freedom of Information Act 2000 

 

a All requests for information held by the Council shall be processed in accordance with 

the Council’s policy in respect of handling requests under the Freedom of Information 

Act 2000. 

 

28 Relations with the press/media 

 

a All requests from the press or other media for an oral or written statement or comment 

from the Council shall be processed in accordance with the Council’s policy in respect of 

dealing with the press and/or other media. 

 

b In accordance with the Council’s policy in respect to dealing with the press and/or other 

media, councillors shall not, in their official capacity, provide oral or written statements 

or written articles to the press or other media. 

 

29 Liaison with District and County or Unitary 
Councillors 

 

a An invitation to attend a meeting of the Council shall be sent, together with the agenda, 

to the councillors of the Unitary council representing its electoral ward.  

 

b Unless the Council otherwise orders, a copy of each letter sent to Unitary Council shall 

be sent to the Unitary councillor representing its electoral ward. 

 

30 Financial matters 

 

a The Council shall consider and approve financial regulations drawn up by the 



Responsible Financial Officer, which shall include detailed arrangements in respect of 

the following: 

i. the accounting records and systems of internal control; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the Internal Auditor and the receipt of regular reports from the 

Internal Auditor, which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the Council’s 

accounts and/or orders of payments;  

v. procurement policies (subject to standing order 30(b) below) including the setting 

of values for different procedures where the contract has an estimated value of 

less than £60,000. 

 

b Any proposed contract for the supply of goods, materials, services and the execution of 

works with an estimated value in excess of £60000 shall be procured on the basis of a 

formal tender as summarised in standing order 30(c) below. 

 

c Any formal tender process shall comprise the following steps: 

i. a specification of the goods, materials, services and the execution of works shall 

be drawn up; 

ii. tenders are to be sent, in a sealed marked envelope, to the Proper Officer by a 

stated date and time;  

iii. tenders submitted are to be opened, after the stated closing date and time, by the 

Proper Officer and at least one member of the Council; 

iv. tenders are then to be assessed and reported to the appropriate meeting of 

Council or Committee. 

 

d Neither the Council, nor any committee, is bound to accept the lowest tender, estimate 

or quote. 

 

e Where the value of a contract is likely to exceed £138,893 (or other threshold specified 

by the Office of Government Commerce from time to time) the Council must consider 

whether the Public Contracts Regulations 2006 (SI No.5, as amended) and the Utilities 

Contracts Regulations 2006 (SI No. 6, as amended) apply to the contract and, if either of 

those Regulations apply, the Council must comply with EU procurement rules. 

 



31 Allegations of breaches of the code of 
conduct  

 

a On receipt of a notification that there has been an alleged breach of the code of conduct 

the Proper Officer shall refer it to the Chairman.   

 

b Where the notification relates to a complaint made by the Proper Officer, the Proper 

Officer shall notify the Chairman of that fact, who, upon receipt of such notification, 

shall nominate a person to assume the duties of the Proper Officer set out in the 

remainder of this standing order, who shall continue to act in respect of that matter as 

such until the complaint is resolved. 

 

c Where a notification relates to a complaint made by an employee (not being the 

Proper Officer) the Proper Officer shall ensure that the employee in question does 

not deal with any aspect of the complaint. 

 

d The subject matter of notifications shall be confidential and, insofar as it is possible to 

do so by law, the Council (including the Proper Officer and the Chairman) shall take the 

steps set out below, together with other steps considered necessary, to maintain 

confidentiality. 

i. Draft the summonses and agendas in such a way that the identity and subject 

matter of the complaint are not disclosed. 

ii. Ensure that any background papers containing the information set out in standing 

order 31(a) above are not made public. 

iii. Ensure that the public and press are excluded from meetings as appropriate. 

iv. Ensure that the minutes of meetings preserve confidentiality. 

v. Consider any liaison that may be required with the person or body with statutory 

responsibility for the investigation of the matter.   

 

e Standing order 31(d) above should not be taken to prohibit the Council (whether 

through the Proper Officer or the Chairman) from disclosing information to members 

and officers of the Council or to other persons where such disclosure is necessary to 

deal with the complaint or is required by law. 

 

f The Council shall have the power to: 



i. seek documentary and other evidence from the person or body with statutory 

responsibility for investigation of the matter; 

ii. seek and share information relevant to the complaint; 

iii. grant the member involved a financial indemnity in respect of legal costs, which 

shall be in accordance with the law and subject to approval by a meeting of the 

full Council. 

 

g References in standing order 31 to a notification shall be taken to refer to a 

communication of any kind which relates to a breach or an alleged breach of the code of 

conduct by a councillor.   

 

32 Variation, revocation and suspension of 
standing orders 

 

a Any or every part of the standing orders, except those which are mandatory by law, may 

be suspended by resolution in relation to any specific item of business. 

 

b A motion to add to or vary or revoke one or more of the Council’s standing orders, not 

mandatory by law, shall be proposed by a special motion, the written notice whereof 

bears the names of at least 2 councillors.  

 

 

33 Standing orders to be given to councillors 

 

a The Proper Officer shall provide a copy of the Council’s standing orders to a councillor 

upon delivery of his declaration of acceptance of office. 

 

b The Chairman’s decision as to the application of standing orders at meetings shall be 

final. 

 

c A councillor’s failure to observe standing orders more than 3 times in one meeting may 

result in him being excluded from the meeting in accordance with standing orders.  

 



34. Temporary provisions to cover any declared national or 

local pandemic 

 

a. For the work of the Parish Council to continue during a pandemic the Parish Council 

delegates power to the clerk and bank cheque signatories to continue to cover knownor 

expected or routine expenses by signing cheques during the pandemic on the basis that 

invoices will be circulated via email to Councillors with the option for objection and then 

the cheques will be signed and invoices paid but on the understanding that all such 

invoices shall ultimately be brought before full Council at the next available Parish 

Council meeting held in the usual way after the pandemic. 

 

b. During any period in which physical meetings are prohibited by UK 

Government, virtual meetings will be held via teleconference with public and 

press attendance by request to the Parish Clerk. The Council will not be 

responsible for providing the resources needed for the public and other guests 

to attend (e.g. computer, phone, software, broadband service etc). Any 

Standing Orders referring specifically to physical meetings will be dis-applied 

for this period.  

 

c. The Standing Orders relating to the conduct of meetings will remain as for 

physical meetings with the exceptions of:  

• Signing of documents. The Council will implement a process for signing of necessary 

documents outside the meeting. Documents requiring signatures will be signed as soon as 

possible after the date of the meeting and in any case, not later than two weeks after the 

date of the meeting.  

• Voting will be by show of hands for those Councillors attending via video link with the 

alternatives of a chat message or verbal input from any Councillors who are attending via an 

audio-only or telephone link. The name of a Councillor making a chat or verbal vote and 

their preference is to be repeated verbally by the Chair before the Chair summarises the 

total vote or the record. 

• All virtual meetings will be recorded if possible, and an audio recording of the meeting will 

posted on to the Parish Council web site in addition to the written minutes. 
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Standing Orders, Code of Conduct and 
Operational Matters 
 

 

SECTION TWO – MEMBER CODE OF CONDUCT 

 

Based on model Code of Conduct prepared by NALC 

 

Introduction 

 

Wincham Parish Council has adopted this Member Code of Conduct. 

All councils are required to have a local Councillor Code of Conduct. 

The Council will undertake an annual review of this Code to ensure it continues to be fit-for-

purpose, incorporating advances in technology, social media and changes in legislation. 

 

Definitions 
 

For the purposes of this Code of Conduct, a “member” means a member or co-opted member of 

Cheshire West and Chester Borough Council.  A “co-opted member” is designed in the Localism Act 

2011 section 27(4) as a “person who is not a member of the authority but who 

 

a) Is a member of any committee or sub-committee of the authority; or 

 

b) Is a member of, and represents the authority on, any joint committee or join sub-

committee of the authority; 

 

and who is entitled to vote on any question that falls to be decided at any meeting of that committee or sub-

committee.” 

 

Purpose of the Code of Conduct 
 

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling behaviour that is 

expected of you, to provide a personal check and balance, and to set out the type of conduct that 



could lead to action being taken against you..  It is also to protect you, the public, fellow councillors, 

local authority officers and the reputation of local government.  It sets out specific obligations in 

relation to standards of conduct.  The fundamental aim of the Code is to create and maintain public 

confidence in the role of councillor and local government. 

 

General principles of member conduct 
 

Everyone in public office at all levels; all who serve the public or deliver public services, including 

ministers, civil servants, members and local authority officers, should uphold the Seven Principles of 

Public Life, also known as the Nolan Principles. 

 

Building on these principles, the following general principles have been developed specifically for 

the role of member. 

 

In accordance with the public trust placed in me, on all occasions: 

 

• I will act with integrity and honesty 

• I act lawfully 

• I treat all persons fairly and with respect; and 

• I lead by example and act in a way that secures public confidence in the role of 

member. 

In undertaking my role: 

 

• I impartially exercise my responsibilities in the interests of the local community; 

• I do not improperly seek to confer an advantage or disadvantage on any person; 

• I avoid conflicts of interest 

• I exercise reasonable care and diligence; and 

• I ensure that public resources are used prudently in accordance with my local 

authority’s requirements and in the public interest. 

 

Application of the Code of Conduct 
 

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2


This Code of Conduct applies to you as soon as you sign your declaration of acceptance of the office 

of member or attend your first meeting as a co-opted member and continues to apply to you until 

you cease to be a member. 

 

This Code of Conduct applies to you when you are acting in your capacity as a member which may 

include when: 

 

• you misuse your position as a member; 

 

• your actions would give the impression to a reasonable member of the public with 

knowledge of all the facts that you are acting as a member 

 

This Code applies to all forms of communication and interaction, including: 

 

• at face-to-face meetings 

 

• at online or telephone meetings 

 

• in written communication 

 

• in verbal communication 

 

• in non-verbal communication 

 

• in electronic and social media communication, posts, statements and comments. 

 

You are also expected to uphold high standards of conduct and show leadership at all times when 

acting as a member. 

 

Your Monitoring Officer has statutory responsibility for the implementation of the Code of Conduct, 

and you are encouraged to seek advice from your Monitoring Officer on any matters that may relate 

to the Code of Conduct.  Town and parish members are encouraged to seek advice from their Clerk, 

who may refer matters to the Monitoring Officer. 

 

 



Standards of member conduct 

 

This section sets out your obligations, which are the minimum standard of conduct required by you 

as a member.  Should your conduct fall short of these standards, a complaint may be made against 

you, which may result in action being taken. 

 

Guidance is included to help explain the reasons for the obligations and how they should be 

followed. 

 

General Conduct 

 

1. Respect 

 

As a member: 

 

1.1. I treat other members and members of the public with respect. 

 

1.2. I treat local authority employees, employees and representatives of 

partner organisations and those volunteering for the local authority with 

respect and respect the role they play. 

 

Respect means politeness and courtesy in behaviour, speech and in the written word.  Debate and 

having different views are all part of a healthy democracy.  As a member, you can express, challenge, 

criticise and disagree with views, ideas, opinions and policies in a robust but civil manner.  You 

should not, however, subject individuals, groups of people or organisations to personal attack. 

 

In your contact with the public, you should treat them politely and courteously.  Rude and offensive 

behaviour lowers the public’s expectations and confidence in members. 

 

In return, you have the right to expect respectful behaviour from the public.  If members of the 

public are being abusive, intimidatory or threatening you are entitled to stop any conversation or 

interaction in person or online and report them to the local authority, the relevant social media 

provider or the police.  This also applies to fellow members, where action could then be taken 

under the Member Code of Conduct, and local authority employees, where concerns should be 

raised in line with the local authority’s member-officer protocol. 



 

2. Bullying, harassment and discrimination 
 

As a member: 

 

2.1. I do not bully any person. 

 

2.2. I do not harass any person. 

 

2.3. I promote equalities and do not discriminate unlawfully against any 

person. 

 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as offensive, 

intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that 

undermine, humiliate, denigrate or injure the recipient.  Bullying might be a regular pattern of 

behaviour or a one-off incident, happen face-to-face, on social media, in emails or phone calls, 

happen in the workplace or at work social events and may not always be obvious or noticed by 

others. 

 

The Protection from Harassment Act 1997 defines harassment as conduct that causes alarm or 

distress or puts people in fear of violence and must involve such conduct on at least two occasions.  

It can include repeated attempts to impose unwanted communications and contact upon a person 

in a manner that could be expected to cause distress or fear in any reasonable person. 

 

Unlawful discrimination is where someone is treated unfairly because of a protected characteristic.  

Protected characteristics are specific aspects of a person’s identity as defined by the Equality Act 

2010.  They are age, disability, gender reassignment, marriage and civil partnership, pregnancy and 

maternity, race, religion or belief, sex and sexual orientation. 

 

The Equality Act 2010 places specific duties on local authorities.  Members have a central role to 

play in ensuring that equality issues are integral to the local authority’s performance and strategic 

aims and that there is a strong vision and public commitment to equality across public services. 

 

3. Impartiality of officers of the council 
 

As a member: 

 



3.1. I do not compromise, or attempt to compromise the impartiality of anyone 

who works for, or on behalf of, the local authority 

 

Officers works for the local authority as a whole and must be politically neutral (unless they are 

political assistants).  They should not be coerced or persuaded to act in a way that would undermine 

their neutrality.  You can question officers in order to understand, for example, their reasons for 

proposing to act in a particular way, or the content of a report that they have written.  However, you 

must not try and force them to act differently, change their advice, or alter the content of that 

report, if doing so would prejudice their professional integrity. 

 

4. Confidentiality and access to information 

 

As a member: 

  

4.1. I do not disclose information: 

 

a. given to me in confidence by anyone 

 

b. acquired by me which I believe, or ought reasonably to be aware, is of 

a confidential nature, unless 

 

i. I have received the consent of a person authorised to give it; 

 

ii. I am required by law to do so; 

 

iii. the disclosure is made to a third party for the purpose of 

obtaining professional legal advice provided that the third party 

agrees not to disclose the information to any other person; or 

 

iv. the disclosure is: 

 

1. reasonable in the public interest; and 

 

2. made in good faith and in compliance with the reasonable 

requirements of the local authority; and 

 

3. I have consulted the Monitoring Officer prior to its release 

 



4.2. I do not improperly use knowledge gained solely as a result of my role as 

a member for the advancement of myself, my friends, my family members, 

my employer or my business interests. 

 

4.3. I do not prevent anyone from getting information that they are entitled to 

by law. 

 

Local authorities must work openly and transparently, and their proceedings and printed materials 

are open to the public, except in legally defined circumstances.  You should work on this basis, but 

there will be times when it is required by law that discussions, documents and other information 

relating to or help by the local authority must be treated in a confidential manner.  Examples include 

personal data relating to individuals or information relating to ongoing negotiations.  

 

5. Disrepute 
 

As a member: 

 

5.1. I do not bring my role or local authority into disrepute 

 

As a Member, you are trusted to make decisions on behalf of your community and your actions and 

behaviour are subject to greater scrutiny than that of ordinary members of the public.  You should 

be aware that your actions might have an adverse impact on your, other members and/or your local 

authority and may lower the public’s confidence in your or your local authority’s ability to discharge 

your/its functions.  For example, behaviour that is considered dishonest and/or deceitful can bring 

your local authority into disrepute. 

 

You are able to hold the local authority and fellow members to account and are able to 

constructively challenge and express concern about decisions and processes undertaken by the 

council whilst continuing to adhere to other aspects of this Code of Conduct. 

 

6. Use of position 
 

As a member: 

 

6.1. I do not use, or attempt to use, my position improperly to the advantage or 

disadvantage of myself or anyone else 

 



Your position as a member of the local authority provides you with certain opportunities, 

responsibilities and privileges and you make choices all the time that will impact others.  However, 

you should not take advantage of these opportunities to further your own or others’ private 

interests or to disadvantage anyone unfairly. 

 

7. Use of local authority resources and facilities 
 

As a member: 

 

7.1. I do not misuse council resources 

 

7.2. I will, when using the resources of the local authority or authorising their 

use by others: 

 

a. act in accordance with the local authority’s requirements; and 

 

b. ensure that such resources are not used for political purposes 

unless that use could reasonably be regarded as likely to 

facilitate, or be conducive to, the discharge of the functions of the 

local authority or of the office to which I have been elected or 

appointed 

 

You may be provided with resources and facilities by the local authority to assist you in carrying out 

your duties as a member. 

 

Examples include: 

 

• office support 

• stationery 

• equipment such as phones and computers 

• transport 

• access and use of local authority buildings and rooms. 

 

These are given to you to help you carry out your role as a member more effectively and are not to 

be used for business or personal gain.  They should be used in accordance with the purpose for 

which they have been provided and the local authority’s own policies regarding their use. 

 

8. Complying with the Code of Conduct 



 

As a Member: 

 

8.1. I undertake Code of Conduct training provided by my local authority 

 

8.2. I cooperate with any Code of Conduct investigation and/or determination 

 

8.3. I do not intimidate or attempt to intimidate any person who is likely to be 

involved with the administration of any investigation or proceedings 

 

8.4. I comply with any sanction imposed on me following a finding that I have 

breached the Code of Conduct 

 

It is extremely important for you as a member to demonstrate high standards, for you to have your 

actions open to scrutiny and for you not to undermine public trust in the local authority or its 

governance.  If you do not understand or are concerned about the local authority’s processes in 

handling a complaint you should raise this with your Monitoring Officer. 

 

Protecting your reputation and the reputation of the local authority 

 

9. Interests 
 

As a Member: 

 

9.1. I register and disclose my interests 

 

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and maintain a 

register of interests of members of the authority. 

 

You need to register your interests so that the public, local authority employees and fellow 

members know which of your interests might give rise to a conflict of interest.  The register is a 

public document that can be consulted when (or before) an issue arises.  The register also protects 

you by allowing you to demonstrate openness and a willingness to be held accountable.  You are 

personally responsible for deciding whether or not you should disclose an interest in a meeting, but 

it can be helpful for you to know early on if others think that a potential conflict might arise.  It is 

also important that the public know about any interest that might have to be disclosed by you or 

other members when making or taking part in decisions, so that decision making is seen by the 



public as open and honest.  This helps to ensure that public confidence in the integrity of local 

governance is maintained. 

 

You should note that failure to register or disclose a disclosable pecuniary interest as set out in 

Table 1, is a criminal offence under the Localism Act 2011. 

 

Appendix B sets out the detailed provisions on registering and disclosing interests.  If in doubt, you 

should always seek advice from your Monitoring Officer. 

 

10. Gifts and hospitality 
 

As a Member: 

 

10.1. I do not accept gifts or hospitality, irrespective of estimate value, which 

could give rise to real or substantive personal gain or a reasonable 

suspicion of influence on my part to show favour from persons seeking to 

acquire, develop or do business with the local authority or from persons 

who may apply to the local authority for any permission, licence or other 

significant advantage. 

10.2. I register with the Monitoring Officer any gift or hospitality with an 

estimated value of at least £50 within 28 days of its receipt. 

 

10.3. I register with the Monitoring Officer any significant gift or hospitality that 

I have been offered but have refused to accept. 

 

In order to protect your position and the reputation of the local authority, you should exercise 

caution in accepting any gifts or hospitality which are (or which you reasonably believe to be) 

offered to you, because you are a member.  The presumption should always be not to accept 

significant gifts or hospitality.  However, there may be times when such a refusal may be difficult as 

it is seen as rudeness in which case you could accept it but must ensure that it is publicly registered.  

However, you do not need to register gifts and hospitality which are not related to your role as a 

member, such as Christmas gifts from your friends and family.  It is also important to note that it is 

appropriate to accept normal expenses and hospitality associated with your duties as a member.  If 

you are unsure, do contact your Monitoring Officer for guidance.  

 

Appendices 

 

Appendix A – The Seven Principles of Public Life 



 

The principles are: 

 

Selflessness 

Holders of public office should act solely in terms of the public interest. 

 

Integrity 

Holders of public office must avoid placing themselves under any obligation to people or 

organisations that might try inappropriately to influence them in their work.  They should not act or 

take decisions in order to gain financial or other material benefits for themselves, their family or 

their friends.  They must disclose and resolve any interests and relationships. 

 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, using the best 

evidence and without discrimination or bias. 

 

Accountability 

Holders of public office are accountable to the public for their decisions and actions and must 

submit themselves to the scrutiny necessary to ensure this. 

 

Openness 

Holders of public office should act and take decisions in an open and transparent manner.  

Information should not be withheld from the public unless there are clear and lawful reasons for so 

doing. 

 

Honesty 

Holders of public office should be truthful. 

 

Leadership 

Holders of public office should exhibit these principles in their own behaviour.  They should actively 

promote and robustly support the principles and be willing to challenge poor behaviour wherever it 

occurs. 

 

Appendix B – Registering Interests 

 



Within 28 days of becoming a member or your re-election or re-appointment to office you must 

register with the Monitoring Officer the interests which fall within the categories set out in Table 1 

(Disclosable Pecuniary Interests) which are as described in The Relevant Authorities (Disclosable 

Pecuniary Interests) Regulations 2012.  You should also register details of your other personal 

interests which fall within the categories set out in Table 2 (Other Registrable Interests). 

 

“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are aware 

of your partner’s interest, within the descriptions set out in Table 1 below. 

 

“Partner” means a spouse or civil partner, or a person with whom you are living as husband or wife, 

or a person with whom you are living as if you are civil partners. 

 

1. You must ensure that you register of interests is kept up to date and within 28 days of 

becoming aware of any new interest, or of any change to a registered interest, notify 

the Monitoring Officer. 

 

2. A ‘sensitive interest’ is an interest which, if disclosed, could lead to the member, or a 

person connected with the member, being subject to violence or intimidation. 

 

3. Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with the 

reasons why you believe it is a sensitive interest.  If the Monitoring officer agrees they 

will withhold the interest from the public register. 

 

Non participation in case of disclosable pecuniary interest 

 

4. Where a matter arises at a meeting which directly relates to one of your Disclosable 

Pecuniary Interests as set out in Table 1, you must disclose the interest, not 

participate in any discussion or vote on the matter and must not remain in the room 

unless you have been granted a dispensation.  If it is a ‘sensitive interest’, you do not 

have to disclose the nature of the interest, just that you have an interest.  Dispensation 

may be granted in limited circumstances to enable you to participate and vote on a 

matter in which you have a disclosable pecuniary interest. 

 

Individual Member Decision Making 

 

5. Where you have a disclosable pecuniary interest on a matter to be considered or is 

being considered by you as a Cabinet member in exercise of your executive function, 



you must notify the Monitoring Officer of the interest and must not take any steps or 

further steps in the matter apart from arranging for someone else to deal with it. 

 

Disclosure of Other Registrable Interests 

 

6. Where a matter arises at a meeting which directly relates to the financial interest or 

wellbeing of one of your Other Registrable Interests (as set out in Table 2), you must 

disclose the interest.  You may speak on the matter only if members of the public are 

also allowed to speak at the meeting but otherwise must not take part in any 

discussion or vote on the matter and must not remain in the same room unless you 

have been granted a dispensation.  If it is a ‘sensitive interest’, you do not have to 

disclose the nature of the interest. 

 

Disclosure of Non-Registerable Interests 

 

7. Where a matter arises at a meeting which directly relates to your financial interest or 

wellbeing (and is not a Disclosable Pecuniary Interest set out in Table 1) or a financial 

interest or wellbeing of a relative or close associate, you must disclose the interest.  

You may speak on the matter only if members of the public are also allowed to speak 

at the meeting.  Otherwise you must not take part in any discussion or vote on the 

matter and must not remain in the room unless you have been granted a dispensation.  

If it is a ‘sensitive interest’ you do not have to disclose the nature of the interest. 

 

8. Where a matter arises at a meeting which affects –  

 

a. your own financial interest or wellbeing; 

b. a financial interest or wellbeing of a relative or close associate; or 

c. a financial interest or wellbeing of a body included under Other Registrable 

Interests as set out in Table 2 

you must disclose the interest.  In order to determine whether you can remain the meeting 

after disclosing your interest the following test should be applied. 

 

9. Where a matter (referred to in paragraph 8 above) affects the financial interest or 

wellbeing: 

 

a. to a greater extent than it affects the financial interests of the majority of 

inhabitants of the ward affected by the decision and 



b. a reasonable member of the public knowing all of the facts would believe that it 

would affect your view of the wider public interest 

 

You may speak on the matter only if members of the public are also allowed to speak at the 

meeting.  Otherwise you must not take part in any discussion or vote on the matter and must 

not remain in the room unless you have been granted a dispensation. 

 

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest. 

 

Individual Member Decision Making 

 

10. Where you have an Other Registrable Interest or Non-Registerable Interest on a 

matter to be considered or is being considered by you as a Cabinet member in 

exercise of your executive function, you must notify the Monitoring Officer of the 

interest and must not take any steps or further steps in the matter apart from arranging 

for someone else to deal with it. 

 

 

Table 1: Disclosable Pecuniary Interests 

 

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

Authorities (Disclosable Pecuniary Interests) Regulations 2012. 

 

Subject Description 

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

Sponsorship Any payment or provisions of any other financial 
benefit (other than from the Council) made to the 
member during the previous 12 month period for 
expenses incurred by him/her in carrying out 
his/her duties as a member, or towards his/her 
election expenses 

 

This includes any payment or financial benefit from 
a trade union within the meaning of the Trade 
Union and Labour Relations (Consolidation) Act 
1992 

Contracts Any contract made between the member or his/her 
spouse or civil partner or the person with whom 
the member is living as if they were spouses/civil 
partners (or a firm in which such person is a 
partner, or an incorporated body of which such 

https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made


person is a director* or a body that such person has 
a beneficial interest in the securities of*) and the 
Council – 

(a) under which goods or services are to be 
provided or works are to be executed; and 

 

(b) which has not been fully discharged. 

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

Licenses Any licence (alone or jointly with others) to occupy 
land in the area of the Council for a month or 
longer 

Corporate tenancies Any tenancy where (to the member’s knowledge):  

(a) the landlord is the council; and  

(b) the tenant is a body that the member, or his/her 
spouse or civil partner or the person with whom 
the member is living as if they were spouses/civil 
partners is a partner of or a director* of or has a 
beneficial interest in the securities* of. 

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

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

(b) either:  

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

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

 

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

society 

 

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

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

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

 



 

Table 2: Other Registrable Interests 

 

 
You must register as an Other Registerable Interest:  

 

a) any unpaid directorships  

 

b) any body of which you are a member or are in a position of general control or management and to 

which you are nominated or appointed by your authority  

 

c) any body: 

 

i. exercising functions of a public nature  

 

ii. directed to charitable purposes or  

 

iii. one of whose principal purposes included the influence of public opinion or policy (including any 

political party or trade union)  

 

of which you are a member or in a position of general control or management 

 

 

 

Appendix C – The Committee on Standards in Public Life  

 

The LGA has undertaken this review whilst the Government continues to consider the 

recommendations made by the Committee on Standards in Public Life in their report on Local 

Government Ethical Standards. If the Government chooses to implement any of the 

recommendations, this could require a change to this Code.  

The recommendations cover:  

• Recommendations for changes to the Localism Act 2011 to clarify in law when 

theCode of Conduct applies  

• The introduction of sanctions  

• An appeals process through the Local Government Ombudsman  

• Changes to the Relevant Authorities (Disclosable Pecuniary Interests)Regulations 

2012  

• Updates to the Local Government Transparency Code  

https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report


• Changes to the role and responsibilities of the Independent Person  

• That the criminal offences in the Localism Act 2011 relating to Disclosable Pecuniary 

Interests should be abolished  

The Local Government Ethical Standards report also includes Best Practice recommendations.  

These are:  

Best practice 1: Local authorities should include prohibitions on bullying and harassment in codes of 

conduct. These should include a definition of bullying and harassment, supplemented with a list of 

examples of the sort of behaviour covered by such a definition.  

Best practice 2: Councils should include provisions in their code of conduct requiring members to 

comply with any formal standards investigation and prohibiting trivial or malicious allegations by 

members.  

Best practice 3: Principal authorities should review their code of conduct each year and regularly 

seek, where possible, the views of the public, community organisations and neighbouring 

authorities.  

Best practice 4: An authority’s code should be readily accessible to both members and the public, in 

a prominent position on a council’s website and available in council premises.  

Best practice 5: Local authorities should update their gifts and hospitality register at least once per 

quarter, and publish it in an accessible format, such as CSV.  

Best practice 6: Councils should publish a clear and straightforward public interest test against 

which allegations are filtered.  

Best practice 7: Local authorities should have access to at least two Independent Persons.  

Best practice 8: An Independent Person should be consulted as to whether to undertake a formal 

investigation on an allegation, and should be given the option to review and comment on 

allegations which the responsible officer is minded to dismiss as being without merit, vexatious, or 

trivial.  

Best practice 9: Where a local authority makes a decision on an allegation of misconduct following a 

formal investigation, a decision notice should be published as soon as possible on its website, 

including a brief statement of facts, the provisions of the code engaged by the allegations, the view 

of the Independent Person, the reasoning of the decision-maker, and any sanction applied.  

Best practice 10: A local authority should have straightforward and accessible guidance on its 

website on how to make a complaint under the code of conduct, the process for handling 

complaints, and estimated timescales for investigations and outcomes.  

Best practice 11: Formal standards complaints about the conduct of a parish councillor towards a 

clerk should be made by the chair or by the parish council, rather than the clerk inall but 

exceptional circumstances.  



Best practice 12: Monitoring Officers’ roles should include providing advice, support and 

management of investigations and adjudications on alleged breaches to parish councils within the 

remit of the principal authority. They should be provided with adequate training, corporate support 

and resources to undertake this work.  

Best practice 13: A local authority should have procedures in place to address any conflicts of 

interest when undertaking a standards investigation. Possible steps should include asking the 

Monitoring Officer from a different authority to undertake the investigation.  

Best practice 14: Councils should report on separate bodies they have set up or which they own as 

part of their annual governance statement and give a full picture of their relationship with those 

bodies. Separate bodies created by local authorities should abide by the Nolan principle of 

openness and publish their board agendas and minutes and annual reports in an accessible place.  

Best practice 15: Senior officers should meet regularly with political group leaders or group whips to 

discuss standards issues. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLEASE NOTE THAT THE NOTIFICATION OF MEMBERS’ INTERESTS MAY BE VIEWED. PLEASE CONTACT THE CLERK 

OF WINCHAM PARISH COUNCIL, NAOMI MORRIS AT clerk@wincham-pc.gov.uk 

 or on 07593637270 or at 22 Churchfields, Bowdon, Cheshire. WA14 3PJ. 
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Wincham Parish Council 

 

 

 

 

Standing Orders, Code of Conduct and 
Operational Matters 
 

 

SECTION THREE – POWERS AND DUTIES 

 
 

The powers which have been vested in Parish 

and Town Councils and Acts of Parliament 

are summarised in this document as a guide 

to Councillors and others.  Each description is 

brief and is intended to be a general 

indication.  Like all powers given to public 

bodies the powers of local councils are 

defined in detail in legislation and these 



details may include a requirement to obtain 

the consent of another body.  Local Councils 

must exercise their powers also subject to 

the provisions of the general law.  

Information on all these details should be in 

the hands of the Clerk to the Council. 

 

The powers are listed below.  Where a power 

is marked with an asterisk the council may, in 

addition to exercising the power itself, help 

another body to act by giving financial 

assistance. 

 

This list is intended as a summary of the 

principal functions of Local Council.  It is not 



intended to be a definitive list of such 

functions. 

 

FUNCTION POWERS AND DUTIES STATUTORY PROVISIONS 

Accounts Duty to appoint a Responsible Financial 

Officer to manage the Council’s accounts 

Local Government Act 1972 s 151 

Acceptance of Office Duty to sign declaration of acceptance of 

office (councillors and chairman) 

Local Government Act 1972 s 83 

Agency Arrangements Power to arrange for the discharge of 

functions by another local authority 

Local Government Act 1972 s.101 

Allotments Powers to provide allotments 

Duty to consider providing  allotment 

gardens if demand unsatisfied 

Small Holdings Allotments Act 1908 ss 23, 26 

and 42 

Archives Power to make records held available to 

the public and support local archives 

Local Government (Records) Act 1962, ss1 

and 4 

Baths and Washhouses Power to provide public baths and 

washhouses 

Public Health Act 1936 ss 221, 222,223 and 227 

Borrowing Power to borrow money for statutory 

functions 

Local Government Act 1972 Sch. 13 

Burial Grounds,  

cemeteries 

and crematoria* 

Power to acquire, provide and maintain 

shelters 

 

Power to agree to maintain monuments 

and memorials 

 

Power to contribute towards expenses 

of cemeteries 

Open Spaces Act 1906, ss 9 and 10: Local 

Government Act 1972, s 214 

 

Parish Councils and Burial Authorities 

(Miscellaneous Provisions) Act 1970, s. 1 

 

Local Government Act 1972, s 214 

Bus Shelters Power to provide and maintain shelters Local Government (Miscellaneous) Act 1953 

s.4 Parish Councils Act 1957, s 1 

Bye Laws Power to make byelaws for: 

 

Public walks and pleasure grounds 

Cycle Parks 

Swimming pools, bathing places baths 

and washhouses 

Open Spaces and Burial Grounds 

Mortuaries and post-mortem rooms 

Public Bathing 

 

 

Public Health Act 1875, s 164 

Road Traffic Regulation Act 1984 s.57 (7) 

Public Health Act 1936, s 223 

 

Open Spaces Act 1906, s 15 

Open Spaces Act 1906 ss 12 and 15 



Hiring of pleasure boats in parks and 

pleasure grounds 

 

 

Dogs and dog fouling in parks and open 

spaces 

Public Health Act 1936 s. 198 

Public Health Act 1936 s. 231 

Public Health Amendments Act 1907, s 44(2): 

Public Health Act 1961, s54 

 

Public Health Act 1875, s 164 

Open Spaces Act 1906 s 15 

Charities Power to appoint trustees of parochial 

charities 

Charities Act 1993, s 79 

Christmas Lights Power to provide to attract visitors Local Government Act 1972, s 144 

Citizens Advice Bureau Power to support Local Government Act 1972, s 142 

Clocks* Power to provide public clocks Parish Councils Act 1957,s 2 

Closed Churchyards Powers (and sometimes duty) as to 

maintain 

Local Government Act 1972, s.215 

Commons Land and  

Common Pastures 

Powers in relation to enclosure as to 

regulation and management and as to 

providing common pasture 

 

Power to protect unclaimed common 

land from unlawful interference 

 

Power to manage commons and village 

greens under a district council scheme 

Inclosure Act 1845; Local Government Act 

1984, s8(4); Smallholding and Allotments Act 

1908, s 34 

 

Commons Registration Act.1965, s.9 

 

 

Commons Act 1899, ss 4 & 5 

Community Centres   

and Village Halls 

Power to provide and equip community 

buildings 

 

Power to provide and equip premises 

for use of clubs having athletic, social or 

educational objectives 

Local Government Act 1972, s 133 

 

 

Local Government (Miscellaneous Provisions) 

Act 1976, s.19 

Conference facilities* Power to provide and encourage the use 

of facilities 

Local Government Act 1972, s.144 

 

Consultation Right to be consulted by principal 

councils if directed by Secretary of State   

Local Government and Rating Act 1997, s21; 

Local Government Act 1972, s 33A 

Crime Prevention* Powers to spend money on various 

crime prevention measures 

 

Power to (a) install equipment, 

(b) establish schemes and 

(c) assist others in so doing 

for the prevention of crime 

Local Government and Rating Act 1997, s 31 

 

 

Local Government and Rating Act 1997, s 31 

 

 

 



Delegated Functions Power to assume a function delegated 

by another authority 

 

Power to ensure effective discharge of 

Council functions 

 

Power to employ someone to carry out 

Council functions 

 

Local Government Act 1972 ss. 101, 111 and 112 

 

 

Drainage Power to deal with ponds/ditches Public Health Act 1936, s. 260 

Education Right to appoint governors of primary schools School Standards and Framework Act 1988, para 

15 of Sch.10 

Entertainment and the  

Arts* 

Provision of entertainment and support 

of the arts including festivals and 

celebrations 

Local Government Act 1972, s 145 

Environment Power to act for the benefit of the 

community by tackling and promoting 

awareness of environmental issues 

Local Government Act 1972, ss 111 and 137 

Flagpoles Power to erect flagpoles in highways Highways Act 1980, s 144 

“Free Resource” Power to incur expenditure not 

otherwise authorised on anything which 

in the council’s opinion is in the interests 

of the area or part of it or all or some of 

the inhabitants  

Local Government Act 1972, s 137 

Gifts Power to accept Local Government Act 1972 s 139 

Highways Power to repair and maintain footpaths 

and bridleways 

 

Power to light roads and public places 

 

 

 

Provision of litter bins 

 

Power to provide parking places for 

vehicles, bicycles and motorcycles 

 

Power to make a dedication  agreement 

for a new highway or  widening of an 

existing highway 

 

Highways Act 1980, ss 43 and 50 

 

 

Parish Councils Act 1957 s 3: Highways Act 

1980, s 301: Local Government Act 1972, 

Sched. 14 para 27 

 

Litter Act 1983, ss 5 and 6 

 

Road Traffic Regulation Act 1984, s 57  

 

 

Highways Act 1980. ss  30 and 72 

 

 

 



Power to provide roadside seats and bus 

shelters 

 

Consent of Parish Council required for 

ending maintenance of highway at 

public expense, or for stopping up or 

diversion of highway 

 

Power to complain to district councils 

regarding the protection of rights of way 

and roadside wastes 

 

Power to provide traffic signs and other 

notices 

 

Power to plant trees, etc., and to 

maintain roadside verges 

 

Power to prosecute for unlawful 

ploughing of a footpath or bridleway 

Parish Councils Act 1957, s 1 

 

 

Highways Act, 1980 ss 47 and 116 

 

 

 

 

Highways Act 1980, s 130 (6) 

 

 

 

Road Traffic Regulation Act 1984, s 72; 

Countryside Act 1968 

 

Highways Act 1980, s 96 

 

 

Highways Act 1980, s 134 

Interests Duty to declare an interest Local Government Act 1972 s 94 

Investments Power to participate in schemes of 

collective investment 

Trustee Investments Act  1962, s 11 

Land Power to acquire land by agreement, to 

appropriate land and to dispose of 

 

Power to accept gifts of land 

 

Power to acquire land by compulsory  

purchase 

 

Power to obtain particulars of persons 

interested in land 

 

Power to acquire land for or to provide 

recreation grounds, public walks, 

pleasure grounds and open spaces and 

to manage and control them 

Local Government Act 1972, ss 124, 126 and 127 

 

 

Local Government Act 1972 s 139 

 

Local Government Act 1972, s 125 

 

 

Local Government (Miscellaneous Provisions) 

Act 

1976, s 16 

 

Public Health Act 1875, s 16; Local 

Government Act 1972, Sched. 14, para 27; 

Public Health Acts Amendment Act 1980, s 

44; Open Spaces Act 1906, ss 9 and 10; Local 



Government (Miscellaneous Provisions) Act 

1976, s 19 

Lighting Power to light roads and public places Parish Councils Act 1957, s 3; Highways Act 

1980, s 301 

Litter* and dog fouling Provision of receptacles 

 

Obliged to keep own land free of litter 

and dog faeces 

 

Dogs and dog fouling in parks and open 

spaces 

Litter Act 1983, ss 5 and 6 

 

Environmental Protection Act 1990; Litter 

(Animal  

Droppings) Order 1991 

 

Public Health Act 1875 s 164; Open Spaces Act 1906 s 15 

 

Lotteries Power to promote Lotteries and Amusements Act 1976, s 7 

Meetings Duty to hold annual parish meeting 

 

Duty to hold annual parish council 

meeting 

 

Power to convene a parish meeting 

Local Government Act 1972 Sch 12 para 23 

 

Local Government Act 1972 Sch 12 para 7 

 

Local Government Act 1972 Sch 12 para 14 

Mortuaries and post- 

mortem rooms 

Powers to provide mortuaries and post-

mortem rooms 

Public Health Act 1936, s 198 

Nature Reserves Power to designate statutory to the 

nature reserves and marine nature 

reserves – English Nature can designate 

sites of specific scientific interest 

 

Powers to make management 

agreements with landowners and the 

English Nature to manage council-

owned reserve land as a nature reserve 

National Parks and Access Countryside Act 

1949, ss 15, 16 and 21; The Wildlife and 

Countryside Act 1982, ss 36 and 39 and 

Sched.12 

 

 

 

Newsletters Power to provide information relating 

to matters affecting local government 

Local Government Act 1972 s 142 

Nuisances* Power to deal with offensive ditches, 

ponds and gutters 

Public Health Act 1936, s 260; Public Health 

Act 1875, s 164 

Open Spaces Power to acquire land and maintain 

 

 

Power to acquire land for or to provide 

recreation grounds, public walks, 

pleasure grounds and open spaces, and 

to manage and control them. 

Open Spaces Act 1906, ss 9 and 10; 

Commons Act 1899 

 

Public Health Act 1875, s 164; Local 

Government Act 1972, Sched 14, para 27; 

Public Health Acts Amendment Act 1980, s 

44; Open Spaces Act 

1906, ss 9 and 10; Local Government 

(Miscellaneous Provisions) Act 1976, s 19. 



Parish Property, Records 

and Documents 

Powers to direct as to their custody 

 

 

Local Government Act 1972, s 226 

 

 

Parking Facilities Power to provide parking places for 

motor vehicles, motorcycles and bicycles 

Road Traffic Regulation Act 1984, ss 57 and 63 

Parks, pleasure ground Power to acquire land for or to provide 

recreation grounds, public walks, 

pleasure grounds, and open spaces and 

to manage and control them. 

Public Health Act 1875, s 164; (Local 

Government Act 1972, Sched 14 para 27); 

Public Health Acts Amendment Act 1890, s 

44;  Open Spaces Act 

1906, ss 9 and 10 

Planning Right to be notified of and power to 

respond to planning applications 

Town and Country Planning Act 990, Sched. 1 

para 8; Local Government Act 1972, Sched. 15 

para 20. 

Postal and 

telecommunications 

facilities 

Power to pay telecommunications 

operators any loss sustained in providing 

post or telegraph office or 

telecommunications facilities 

Post Office Act 1953, s 51; 

Telecommunications Act 

1984, s 97 

Public Buildings and 

Village Halls 

Power to provide buildings for offices 

and for public meetings and assemblies 

Local Government Act 1972 s 133 

Public Conveniences Power to provide Public Health Act 1936, s 87 

Public Enquiries Power to make representations at public 

enquiries 

Local Government Act 1982, s 222 

 

Publicity Power to publicise council and local 

authority functions 

Local Government Act 1982, s. 142 

 

Raising of Finances Power to raise money through the 

precept 

Local Government Act 1982, s 150 

Records Power to collect, exhibit and purchase 

local records 

Local Government Act (Records) Act 1962 ss 

1 and 2 

Recreation* Power to acquire land for or to provide 

recreation grounds, public walks, 

pleasure grounds, and open spaces and 

to manage and control them. 

 

 

 

Power to provide gymnasiums, playing 

fields, holiday camps 

 

Provision of boating pools 

 

Power to provide a wide range of 

recreational facilities 

Public Health Act 1875, s 164; (Local 

Government Act 1972, Sched 14 para 27); 

Public Health Acts Amendment Acts 1890, s 

44; Open Spaces Act 1906, ss 9 and 10; Local 

Government (Miscellaneous Provisions) Act 

1976, s 19; Commons Act 1899 

 

               -ditto- 

 

 

Public Health Act 1962, s 54 

 

Public Health Act 1961, s 54 



Seats and Shelters* Power to provide roadside seats and 

shelters 

Parish Councils Act 1957, s 1  

Telecommunications 

facilities 

Power to pay BT or any other 

telecommunications operator any loss 

sustained in providing 

telecommunications facilities 

Telecommunications Act 1984 

Tourism* Power to contribute to the 

encouragement of tourism 

Local Government Act 1972, s. 144 

Town and Country 

Planning 

Right to be notified of planning 

applications 

Town & Country Planning Act 1990, Sched. 1 para 8 

Town Status Power to adopt town status Local Government Act 1972, ss 245 and 245B 

Traffic Calming Power to contribute to the cost of 

traffic calming measures 

Highways Act 1980, s 274a 

 

Training Power to train Councillors Local Government Act 1972. s 175. 

Transport* Power to (a) establish car sharing 

schemes (b) make grants for bus 

services, (c) provide taxi-fare 

concessions; (d) investigate public 

transport, road use and needs; (e) 

provide information about public 

transport services 

Community Transport Schemes 

Local Government and Rating Act 1997, s 26-29 

Village greens* Power to maintain, to make bylaws for 

and to prosecute for interference with 

village greens 

Open Spaces Act 1906, s 15; Inclosure Act 

1857, s 12, Commons Act 1876, s 29 

Village Signs Power to use decorative signs to inform 

visitors 

Local Government Act 1972 s 144 

War Memorials Power to maintain, repair, protect  

and adapt war memorials 

War Memorials (Local Authorities Powers) Act 

1923, 

s 1 as extended by Local Government Act 

1948, s 133. 

Water Supply Power to utilise any well, spring or 

stream and to provide facilities for 

obtaining water from them 

Public Health Act 1936, s 125 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Wincham Parish Council 

 

 

Standing Orders, Code of Conduct and 
Operational Matters 
 

 

SECTION FOUR - RETENTION OF DOCUMENTS 

 

DOCUMENT MINIMUM PERIOD OF 

RETENTION 

REASON 

Minute Books Indefinite Archive/Public 

Inspection 

Scales of Fees and Charges 5 years Management 

Receipt and payment(s) accounts Indefinite Archive 

Receipt books of all kinds 6 years VAT 

Bank statements, including deposit/savings 

accounts 

Last completed audit 

year 

Audit 

 

Bank paying-in books Last completed audit 

year 

Audit 

Cheque book stubs Last completed audit 

year 

Audit 



Quotations and tenders 12 years/indefinite Limitation Act 

Paid invoices 6 years VAT 

Paid cheques 6 years Limitation Act 

VAT records 6 years VAT 

Petty cash, postage and telephone books 6 years Tax, VAT, 

Limitation Act 

Timesheets Last completed audit 

year 

Audit 

Wages books 12 years Superannuation 

Insurance policies While valid Management 

Insurance certificates/Employers’ Liability 

Certificates 

Indefinite Management 

Investments Indefinite Audit, 

Management 

Title deeds, leases, agreements, contracts Indefinite Audit, 

Management 

Register/file of Members allowances  6 years Income Tax, 

Limitation Act 

For Halls, Centres, Recreation Grounds 

- applications to hire 
- lettings diaries 
- copies of bills to hirers 
- record of tickets issued 

 

6 years 

 

 

VAT 

For Allotments 

- register and plans  

 

Indefinite 

 

Audit, 

Management 

For Burial Grounds 

- Register of fees collected 
- Register of burials 
- Register of purchased graves 
- Register/plan of grave spaces 
- Register of memorials 
- Applications for interment 
- Applications for right to erect 

memorials 
- Disposal certificates 
- Copy certificates of grant of  

exclusive right of burial 

 

 

 

 

 

Indefinite 

 

 

 

 

Archives 

Cemeteries 

Orders 

Cremations 

Regulations 

 



 

Note:  References above to the Limitation Act are to the Limitation Act 1980 (as amended).  

The 1980 Act sets down time limits within which court action for breach of contract, to 

recover damages for tortious actions and to recover land (these are the main types of 

action covered by the Act which are likely to be of relevance to local councils) must be 

started.  If not started within the relevant time limit (or during any extension the court 

might in its discretion grant), legal action is barred. 

 

 

Approved by Council on 20 January 2026  Dated 20 

January 2026 

 

------------------------------------------------ 

Chairman of Wincham Parish Council 

 

-------------------------------------------------- 

Naomi Morris 

Parish Clerk 

 

 

 

 

 

 

  

  

  



  

  

  

  

  

  

  

  

 
 

 

  

  

  

  

  

  

  

  

  



  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 

 

 

 

 

         



         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 


