
                                         TOWN CLERK                                DISS TOWN COUNCIL 
                                         Miss S Richards, CILCA              Council Offices, 11-12 Market Hill,  
         Diss, Norfolk, IP22 4JZ 
 
         Telephone/Fax: (01379) 643848 
         Email: towncouncil@diss.gov.uk 
 
 
         Please ask for: Miss Sarah Richards 
         Our ref:    FC 16.03.22 
         Date:    10 March 2022 

 
    
 

NOTICE OF MEETING 
 

 Dear Members of the Public and Press, 
 

You are cordially invited to attend a meeting of Full Council to be held in the Council Chamber at Diss Corn 
Hall on Wednesday 16th March 2022 at 7.15pm to consider the business detailed below. 

 
 Town Clerk 

___________________________________________ 
 

AGENDA 
 

1.  Apologies 
To receive and consider apologies for absence. 

 
2. Declarations of Interest and Requests for Dispensations 
 To note any declarations of members' pecuniary and/or non-pecuniary/other interests pertaining to  
 items on the following agenda, to note any dispensations granted in respect of business to be   
 discussed and to consider any requests for dispensations. 
 
3. Minutes 

 To confirm as a true record, the minutes of the meeting of Full Council on 12th January 2022.  
 
4. Public Participation 
 To consider a resolution under Standing Orders 3d to 3h to suspend the meeting to receive reports  
 from the County and District Councillors, on behalf of the Police, and to hear comments from   
 members of the public on items to be discussed on the agenda (members of the public are entitled to  
 speak for a maximum of three minutes). 
 
5. Items of URGENT business 
 To discuss any item(s) of business which the Town Mayor or Town Clerk has previously been informed at least 
 24 hours before the meeting and decides should be considered as a matter of urgency (councillors are  
 reminded that no resolutions can be made under this agenda item). 
 
6. Finance 

a) To note bank outgoings for January and February 2022 (copies herewith). 
b) To note the summary of Income & Expenditure for January and February 2022 (copies herewith). 
c) To note Earmarked Reserves for January and February 2022 (copies herewith). 

 
7. Internal Controls 

To approve the recommendations regarding the Council’s internal controls presented to the Executive 
committee on 2nd March including the interim internal audit recommendations (report reference 65/2122 
herewith refers). 

 
8.  Diss Cemetery 

 To consider proposals from Scott Properties Ltd regarding the land east of Shelfanger Road and west of 
 Heywood Road (copy herewith).  
 

mailto:towncouncil@diss.gov.uk


NOTES 
1 - Council has a statutory legal duty under the Localism Act 2011 s2 and has adopted a code dealing with the 
conduct that is expected of members in order to promote high standards of conduct as required by the Act. Members’ 
disclosable pecuniary interests are kept on a register available to view on the Council’s website. Allegations about the 
conduct of a councillor may be made to the district council’s monitoring officer. Diss Town Council has also adopted a 
dispensation policy. 
  
The reports and enclosures referred to in this agenda are available (unless marked confidential) for public inspection 
at the Council Offices during normal opening hours or on our website at https://www.diss.gov.uk/full-council. 
 
    

9.  Diss Park 
 To consider a recommendation from the Facilities committee to change the park security project to a park 
 enhancement project (report reference 66/2122 herewith refers).   
 

10.  Council Leadership 
a) To receive a report from the Town Mayor regarding his year to date in his role (copy herewith).  
b) To receive a report from the Chair of the Executive Committee regarding the role of Council Leader (copy 

herewith).  
c) To approve the revised roles and responsibilities document (copy herewith).  

 
11.  Code of Conduct 

  To consider a new model Code of Conduct for Diss Town councillors (copy herewith).   
 

12.  Community Fridge 
  To consider a motion from four councillors to reconsider the agreed location for the community fridge at the 
 Diss Youth & Community Centre (copy herewith).   

 
13.  Progress Report 

  To note the progress on decisions made at the last meeting of Council (copy herewith).  
 

14.  Member Forum 
 To consider information or issues relevant to Council from members for brief discussion, action or inclusion on 
a future agenda.  

 
15.  Date of Next Meeting 

 To note that the next meeting of Full Council is scheduled for Wednesday 13th April 2022. 
 

16. Public Bodies (Admissions to Meetings) 
To consider a resolution under the Public Bodies (Admissions to Meetings) Act 1960 and Standing Orders 3d 
to exclude members of the public and press in order to discuss the following items which are properly considered 
to be of a confidential nature. 

 
17. Internal Controls 
 To consider the appointment of a new Internal Auditor for the financial year starting 2022-23 (report reference 

67/2122 herewith refers).  
 
18.  Honoured and Good Junior Citizen Awards 

  To consider nominations received for the Honoured and Good Junior Citizen awards (copy details herewith). 
 

 
 
 

To be followed by a presentation from one of Norfolk’s Deputy Lieutenant of a commemorative plaque 
to acknowledge the community’s resilience in the year of the pandemic 2020-2021. 

 

https://www.diss.gov.uk/full-council
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DISS TOWN COUNCIL 

MINUTES  
DRAFT 

 
Minutes of the meeting of the Town Council held in the Main Hall at Diss Youth & Community Centre on 
Wednesday 12th January 2022 at 7.45pm. 
 
Present: Councillors D. Collins 

M. Gingell 
    S. Kiddie 
    A. Kitchen 
    K. Murphy 
    S. Olander (ex-officio) 
    J. Robertson 
    E. Taylor (ex-officio) 
    C. Valori 
    S. Warren 
    J. Welch  
    J. Wooddissee         
           
In attendance:   S. Richards (Town Clerk) 
    S. French (Deputy Town Clerk) 
    A. Jamieson (RFO who joined the meeting remotely) 
    County / District Councillor Kiddie 
    6 members of the public 
      
FC120122/01 TO CONSIDER APOLOGIES FOR ABSENCE  

Apologies were received and accepted from councillor Browne for this meeting. 
       

FC120122/02 DECLARATIONS OF INTEREST AND REQUESTS FOR DISPENSATIONS 
   

Minute No. Councillors 
Name 

Personal/Other 
Interest 

Pecuniary 
Interest 

Reason 

FC120122/09 C. Valori x  This councillor is a resident of Fair 
Green and the current Deputy Chair of 
the Fair Green Neighbourhood 
Association. 

FC120122/10 J. Wooddissee x  This councillor works with the 
organisers of the litter pick who have 
proposed the community fridge project.   

 
FC120122/03 MINUTES 
  It was  

 
RESOLVED: To confirm as a true record, the minutes of the meeting of Full Council on 5th 

January 2022 and thereby approve all resolutions made at this virtual meeting 
given the requirement in law (the Local Government Act 1972) for members to be 
physically present and voting for decisions to be legal. 

 
FC120122/04 PUBLIC PARTICIPATION 

County / District Councillor Kiddie advised that works have been undertaken to address the water 
pooling under the bridge on Sandy Lane / Frenze Hall Lane and Norfolk County Council has 
identified some funds to support aspects of snagging following the development at Roydon Junior 
School.  A date of 14th February has been scheduled for works to address the drainage issues on 
the A1066 by Roydon garage, which will have a minor impact on traffic flows around Diss and cllr 
Kiddie has allocated the remains of his member grant to the Town Council’s Parish Partnership 
Scheme to improve the Public Right of Way linking Walcot Green and Burston Road (RB 28). The 
three district councillors have also provided a grant to Quaker Wood to purchase a gang 
lawnmower to maintain the amenity.  The Roydon girl guides hut, funded by cllr Kiddie’s previous 
member grant, has now been installed.   
 

  One member of the public raised concerns regarding the condition of the Mere’s Mouth area, and it 
  was identified that a programme to update the signage around the Mere is underway. It was noted 

Item 3
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  that the EXPERIENCE art trail was contained within the confidential part of the meeting due to the 
  consideration of the designer’s contract prices within the applications. 
 
  Two members of the public spoke on the proposal to house a community fridge at the DYCC, which 
  would cater for any member of the community to take what they need from the fridge or for others to 
  place in the fridge refrigerated items surplus to requirements.  The organisers hope that the initiative 
  brings with it other benefits such as the social interaction with others. They have identified a funding 
  partner, a major charity in the area, and are looking for a venue in which to store the fridge and  
  support from Council members.   
 
  Another member of the public wished to speak on a planning matter that was on the previous  
  meeting’s agenda.   
    

FC120122/05 ITEMS OF URGENT BUSINESS  
  There was one item of urgent business.  Members were advised that the NHS Norfolk and  
  Waveney Clinical Commissioning Group would like to continue using the main hall at the DYCC as 
  a vaccination centre one day per week as the demand for vaccinations reduces.  It was noted that 
  other sites across the district / county are closing.  Members supported this request in principle  
  given no decisions can be made under this item and the  Clerk will determine minimum   
  requirements for the booking to minimise the impact on other hirers and storage.  

(Action: Clerk; immediately) 
 

FC120122/06 FINANCE 
a) Members noted bank outgoings for December 2021. 
b) Members noted the summary of Income and Expenditure for December. 
c) Members noted Earmarked Reserves for December 2021. 

 
FC120122/07 BUDGET 2022-23 

Members considered and approved the budget and precept request for the 2022-23 financial year 
(report reference 50/2122 referred). It was 
 
RESOLVED:   
 
1. To approve the request from precept of £49,629 for specified Earmarked Reserves projects as 
shown in Appendix A under RFO revision 2. 
 
2. To approve the proposed Earmarked Reserves reallocation of £29,421 from the current EMR for 
the financial year 2022/23 as shown in Appendix A under BAG revision parts 1&2. 
 
3. That members determine that the minimum level of general reserves being 6 months of 
expenditure is appropriate for the financial year 2022/23. 
 
4. To approve the proposed income and expenditure budgets shown in Appendix B for 2021/22, 
which reflects a 2.5% increase for Diss taxpayers on the current year. 
 
5. To approve the precept demand to South Norfolk Council of £585,714 or £208.59 for Band D 
householders. 
 
6. To give delegated authority to the Clerk to work with the Responsible Finance Officer and the 
Chair of the Executive Committee to publicise the budget outcomes. 

      (Action: RFO; immediately) 
 

The RFO left the meeting.  
 

FC120122/08 CO-OPTION 
Councillors considered an application for co-option to Diss Town Council. Richard Peaty spoke about 
his previous planning experience with specific reference to planning for the expenditure of additional 
infrastructure funding once the Diss & District Neighbourhood Plan is in place and the ambition of 
the Town Council’s strategic plan, to which he looks forward to contributing.  It was noted that 
Richard’s experience would make him an ideal member for both the Planning and Executive 
committees.  It was 
 
RESOLVED: to co-opt councillor Peaty to Diss Town Council.  

(Action: Clerk; immediately) 
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FC120122/09 GRANT APPLICATIONS 

Members considered four applications for grant funding (report reference 51/2122 referred).  It was 
noted that the Council’s grant policy does not support routine maintenance such as that contained 
within the application from the Fair Green Neighbourhood Association.  The Parish Fields Friends’ 
application is in re-establishing the boundary belt footpath and not for ongoing maintenance.  The 
Grants Panel was thanked for the work undertaken in reviewing the applications and it was noted 
that an additional member should be appointed to the Grants Panel at the next Executive meeting.   

(Action: DepTC; by 24.02.22) 
It was 
 
RESOLVED:   
 
1. To refuse the project grant application made by Britten Sinfonia.  
2. To refuse the project grant application made by the Fair Green Neighbourhood Association. 
3. To approve the development grant application made by MTM Youth Services for £4k. 

To approve the project grant application made by Parish Fields Friends for the amount of 
£2,770 plus the cost of an information board, where the design & production is to be confirmed 
in conjunction with DTC/ Heritage Triangle. 

(Action: Clerk; immediately) 
 

  Given the 370-page agenda pack for this meeting, it was agreed that the very lengthy and detailed 
  documents attached to some agenda items for example the grant application supporting paperwork 
  and art trail design applications would be excluded to ease manageability of agenda packs. The  
  documents would be made available separately to anyone who requested them.   
 
FC120122/10 COMMUNITY FRIDGE 

Members considered a report regarding housing a community fridge at a Town Council owned 
property (report reference 52/2122 referred).  It was noted that most community fridges around 
Norfolk are open 2-3 hours per day and manned to ensure that the fridges are kept clean, well 
maintained and managed and that the first floor is accessible by stairlift.  The organisers would like 
to invite members to join their small group to get the project off the ground and it was noted that 
several councillors had registered their interest when the idea was muted at the last Council 
meeting.  It was 
 
RESOLVED:   
 
1. To house the community fridge in the upstairs kitchen at the Diss Youth & Community Centre.    
2. That the volunteer group for this project manage the cleaning, maintenance, management and 

opening and closing of the fridge for the duration of the project.  
3. That councillors Browne and Warren join the community fridge volunteer group.   

(Action: DepTC / Maintenance Manager / SB / SW; by 30.03.22) 
 

FC120122/11 PROGRESS REPORT 
Members noted that progress on decisions made at the last meeting of Council will be presented to 
the next meeting of Council.  
 

FC120122/12 MEMBER FORUM 
Members considered information or issues relevant to Council from members for brief discussion, 
action or inclusion on a future agenda. Councillor Wooddissee thanked members and staff for 
responding to his request for litter pick volunteers and asked for the remaining members to return 
their availability so he can organise the rota.   

(Action: All; immediately)   
 

FC120122/13 DATE OF NEXT MEETING 
Members noted that the next meeting of Full Council is scheduled for Wednesday 16th March 2022. 
 

FC120122/14 PUBLIC BODIES (ADMISSIONS TO MEETINGS) 
To consider a resolution under the Public Bodies (Admissions to Meetings) Act 1960 and Standing 
Orders 3d to exclude members of the public and press in order to discuss the following item which 
is properly considered to be of a confidential nature. 

 
County / District Councillor Kiddie remained for this session given his County Council role.  
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FC120122/15 EXPERIENCE ART TRAIL 

Members reviewed the feedback from Town Council representatives on the four designs received 
for a Norfolk County Council commissioned art installation at the Mere’s Mouth (report reference 
53/2122 referred).  The Council Panel preferred the ‘Flock’ design as the only art installation, 
mimicking the fountain, that meets the combined criteria of creativity, engagement, accessibility, 
sustainability, low maintenance and size / scale so as not to impose upon the unique positioning in 
front of the Mere.  
 
There was a strongly held view that the choice of options was somewhat underwhelming and not 
particularly fitting for the intended location.  Members discussed local artists who could have been 
approached although it was recognised that some artists would not be interested in designing a 
public art sculpture. It was noted that the public favourite is also ‘Flock’, it is unlikely to be a 
permanent structure, that it comes with the funding, which cannot be used for anything else, and that 
it will form part of County-wide trail, which will be heavily promoted and aims to increase footfall into 
Diss. It was  
 
RESOLVED: To support the ‘Toy Studio / Flock’ design for the new outdoor artwork commissioned 
  by Norfolk County Council at the Mere’s Mouth location.  

(Action: Clerk; by 21.01.22) 
 
Meeting Closed: 9.05pm.  
 
 
 
____________________________ 
Councillor Taylor 
TOWN MAYOR 



BANK OUTGOINGS JANUARY 2022

Date Paid Payee Name Cheque Ref Amount Paid Transaction Detail

04.01.2022 Red5 Networks Ltd DD324 169.82£              Phone/Broadband January 2022 - Councl Office, DYCC and Sports Pavillion

04.01.2022 South Norfolk District Council DD325 1,887.60£          Waste Collections January to March 2022 - All Sites

07.01.2022 Ricoh UK Ltd DD326 779.08£              Photocopier Rent December 2021 to February 2022 - Council Office

10.01.2022 Alliance Disposables Ltd Bacs1161 279.72£              Bin Bags - Town & Park, Hand Soap - Meres Mouth & Park Toilets, DYCC

10.01.2022 A Osborne Bacs1162 168.06£              Garden Maintenance Works & Plants for Market Place Plants

10.01.2022 Bartrums Road Services Ltd Bacs1163 210.00£              Rental of Trailer for Xmas Lights Switch-On event

10.01.2022 City Electrical Factors Ltd Bacs1164 37.92£                Light Bulbs - DYCC

10.01.2022 Community Action Norfolk Bacs1165 80.00£                Play Area Inspection Course x2 - Maintenance Men

10.01.2022 CPRE Norfolk Bacs1166 36.00£                Annual Subscription 2021/2022

10.01.2022 Diss Cornhall Trust Bacs1167 182.70£              Slimming World Hire Dec 21

10.01.2022 EDF Energy Customers Ltd Bacs1168 11.59£                Streetlighting Electricity 21/11/21 to 21/12/21

10.01.2022 Fatstickman Ltd Bacs1169 163.20£              Bench Seat Signs (Happy to Chat) and Church Street Car Park Signs (Market Traders Only)

10.01.2022 Hillside Office Supplies Ltd Bacs1170 6.50£                  Stationery - Council Office

10.01.2022 Hope Church Bacs1171 90.00£                Hire for relocation of Kuk Sool Won from DYCC December 2021

10.01.2022 Ian Seymour Bacs1172 125.00£              Canon EFS 55 Telephoto Zoom Lens

10.01.2022 Larter & Ford Bacs1173 42.58£                Batteries, Toilet Brushes/Holders, Screws/Screwcaps and Chain/Shackles/Hooks - Various

10.01.2022 LR Wyard-Scott Ltd Bacs1174 199.22£              Maintenance Van Fuel - December 2021

10.01.2022 Norfolk Car Care Bacs1175 32.50£                Extra Long Wash Brush - DYCC

10.01.2022 P.Cottrell Bacs1176 45.00£                Window Clean at DYCC in December 2021

10.01.2022 Proludic Ltd Bacs1177 51,600.01£        Diabolo Multiplay Unit with Rubber Mulch Surfacing - Mere Park

10.01.2022 Stephanie Ayden Bacs1178 369.00£              DDNP Officer Time and Expenses 11.09.21 to 15.12.21 (inc Zoom Licence & Ability.net)

10.01.2022 The Voice Squad Bacs1179 40.60£                Refund Hire charges for 20th December - Cancelled due to Covid

10.01.2022 Town Mayors Charities Bacs1180 220.00£              Eric Taylors Expenses Donated to Charities account

10.01.2022 Trade UK 6331640070878590 Bacs1181 59.77£                Leaf Grabbers - General Equipment, Wireless Doorbell - Council Office

10.01.2022 Travis Perkins Trading Co Ltd Bacs1182 115.24£              Black Bitumen Macadam - Sportsground

10.01.2022 Trustees Diss Museum Bacs1183 100.20£              Reimbursed Electricity for Market 30.09.21 to 30.12.21

10.01.2022 Vmit Ltd Bacs1184 721.23£              IT Support & Software January 2022, Additional Support December 2021

10.01.2022 Workwear (East Anglia) Ltd Bacs1185 48.00£                Alcohol Free Surface Wipes - Council Office & DYCC

17.01.2022 Corona Energy Retail 4 Ltd DD327 35.25£                Electricity January 2022 - Meres Mouth Toilets
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20.01.2022 Barclaycard Dec-21 118.62£              Hand Sanitizer, Face Masks, Torches, Coffee & Sugar - Council Offices

25.01.2022 Employees BACS 16,873.92£        Salaries Month 10

26.01.2022 EE Ltd DD328 25.92£                Mobiles 18 Jan to 17 Feb 2022 - Clerk and Maintenance Manager

31.01.2022 HM Revenue & Customs BACS 3,825.92£          NI/PAYE for Month 10

31.01.2022 Norfolk Pension Fund BACS 5,960.99£          Pension Contributions Month 10

31.01.2022 AGR Interiors Ltd Bacs1186 45.00£                Repair works to External Emergency Door - Cornhall

31.01.2022 Alliance Disposables Ltd Bacs1187 103.87£              Sanitary Products - Council Office, DYCC, Sports Pavillion and Park Toilets

31.01.2022 Anglian Tree Solutions Ltd Bacs1188 2,028.00£          Tree Works - DYCC and Cemetery

31.01.2022 Anglian Water Business Ltd (National) Bacs1189 627.56£              Water Oct 21 to Jan 22 - Sportsground, Market, Park Toilets and Cemetery

31.01.2022 Artificial Grass (Cambridge) Ltd Bacs1190 4,800.00£          Running Track Clean & Repairs - Athletics Ground

31.01.2022 Ben Burgess Groundcare Equipment Bacs1191 581.57£              Services and Repairs to Ride-On Lawnmower

31.01.2022 Broadland Group Ltd Bacs1192 42.00£                Asbestos Sample Analysis - DYCC

31.01.2022 City Electrical Factors Ltd Bacs1193 56.88£                Light Bulbs - DYCC

31.01.2022 Collective Community Planning Bacs1194 600.00£              DDNP Cover 4 Meetings in December 2021

31.01.2022 Durrants Bacs1195 256.50£              Professional services regarding Mere's Mouth Toilets

31.01.2022 EDF Energy Customers Ltd Bacs1196 14.37£                Streetlighting Electricity 21 Dec 21 to 21 Jan 22

31.01.2022 Ellen Fairey Bacs1197 40.00£                Singing at Xmas Lights Switch-on Event 2021

31.01.2022 ESPO Bacs1198 235.87£              Gas Supplied Dec 21 - Council Office and DYCC

31.01.2022 Hillside Office Supplies Ltd Bacs1199 118.81£              Magnetic Drywipe Boards - Notice Boards

31.01.2022 Keith Rackham Bacs1200 40.00£                Provide Music at Xmas Lights Switch-on event 2021

31.01.2022 Lighting & Illumination Technology Experience Ltd Bacs1201 1,938.24£          Christmas Icicle Lights on Heritage Triangle - Final Installement

31.01.2022 MTM Youth Services CIC Bacs1202 4,000.00£          Grant 2021/2022

31.01.2022 MYG Servicing Ltd Bacs1203 186.00£              Boiler Service and Repairs - Council Office and Cemetery Bungalow

31.01.2022 Parish Fields Friends Bacs1204 2,770.00£          Grant 2021/2022

31.01.2022 Paul Rackham Bacs1205 669.90£              Grave Digging x2 - January 2022

31.01.2022 P.Cottrell Bacs1206 70.00£                Window Clean at Council Office and Museum January 2022

31.01.2022 Pearce & Kemp Ltd Bacs1207 2,624.80£          Christmas Icicle Lights on Mere Street - Final Installement

31.01.2022 PPL PRS Ltd Bacs1208 1,447.56£          Performing Rights Licences 2021-2022 - Park, Market Place and DYCC

31.01.2022 Reed in Partnership Ltd Bacs1209 25.38£                Refund hire charges overpayment due to amended bookings

31.01.2022 Roy Allen (Engineering) Ltd Bacs1210 35.04£                Mild Steel Sheet - Pavillion Door

31.01.2022 Stannah Lift Services Ltd Bacs1211 826.68£              Annual Stairlift Servicing Jan 2022-2023 - Council Office and DYCC

31.01.2022 Travis Perkins Trading Co Ltd Bacs1212 35.07£                Bolts & Drill Bits - POD Repairs 



31.01.2022 Vibe City Street Brass Bacs1213 500.00£              Carnival 2022 Performance

109,380.26£      



BANK OUTGOINGS FEBRUARY 2022

Date Paid Payee Name Cheque Ref Amount Paid Transaction Detail

01.02.2022 Red5 Networks Ltd DD329 170.24£              Telephone & Broadband February 2022 - Council Office, DYCC and Sports Pavilion

15.02.2022 Ashill Fire Protection Ltd Bacs1214 448.80£              Annual Fire Extinguisher Inspections - All Sites

15.02.2022 Auto Aid Ltd Bacs1215 324.20£              Ford Ranger Repairs - Insurance claim Excess and VAT

15.02.2022 A.Waterfield & Sons Ltd Bacs1216 960.00£              Removed Damaged Wall & Reinstate Asphalt - Council Office Car Park

15.02.2022 Baldwin Skip Hire Ltd Bacs1217 221.00£              Skip Hire - Cemetery

15.02.2022 CGM Group (East Anglia) Ltd Bacs1218 126.00£              Scarify, Spike and Roll in Spring and Autumn - Sportsground

15.02.2022 Collective Community Planning Bacs1219 2,790.00£          DDNP Meeting attendances in January 2022

15.02.2022 Cooleraid Ltd Bacs1220 49.12£                Water Bottles x3 and Unit Sanitization January 2022 - Council Office

15.02.2022 Durrants Bacs1221 228.00£              Professional Services regarding External Cladding & Report - DYCC

15.02.2022 ESPO Bacs1222 236.18£              Gas Supplied January 2022 - Council Office and DYCC

15.02.2022 Flash FX (Desmond Fulcher) Bacs1223 375.00£              Deposit for Fireworks Display for Queens Jubilee Event

15.02.2022 Hope Church Bacs1224 144.00£              Hall Hire for relocation of Kuk Sool Won - January 2022

15.02.2022 House of Flags Bacs1225 600.00£              Maintenance of Flag Pole - Council Office

15.02.2022 Kreative Bunting Ltd Bacs1226 1,224.00£          Red, Hite & Blue Bunting for Jubilee Celebrations

15.02.2022 Larter & Ford Bacs1227 22.98£                Rat Bait - Various Sites, Batteries - Council Office

15.02.2022 Laura Gosman Bacs1228 50.00£                Refund Carnival Stallage - Duplicate Payment made

15.02.2022 LR Wyard-Scott Ltd Bacs1229 612.39£              Van & Machinery Fuel January 2022, Mere Pump Fuel January 2022

15.02.2022 Mary Moppins Ltd Bacs1230 2,765.05£          Daily Cleaning & Opening of Meres Mouth & Park Toilets - Dec 21 and Jan 22

15.02.2022 Mrs D Barber Bacs1231 81.28£                Refund for March Market Stallage as ceased trading 

15.02.2022 Norfolk Parish Training & Support Bacs1232 145.00£              Councillor Training Courses x3 - Councillor Warren

15.02.2022 Pearce & Kemp Ltd Bacs1233 114.78£              Replacement Lamp & Photocell - DYCC

15.02.2022 Roydon Parish Council Bacs1234 803.30£              Final Funding against Streetlighting from Roydons S106 monies

15.02.2022 Sage (UK) Ltd Bacs1235 1,384.57£          Sage 50 Cloud Payroll Software 21.01.2022 to 31.01.2023

15.02.2022 Stuart Plant Hire Bacs1236 887.22£              Hire of Pump for Mere Drainage 17th January to 4th February 2022

15.02.2022 Suffolk County Council Bacs1237 341.56£              Replacement Streetlighting Column at 9134 Jennings Way

15.02.2022 Screwfix Direct Ltd Bacs1238 79.96£                2xNon-Concussive Taps - Park Toilets

15.02.2022 Travis Perkins Trading Co Ltd Bacs1239 181.90£              Drain Cleaner - Meres Mouth Toilets, Adhesive and Sealant - Notice Boards, Isolating Valves - Park 

Toilets and Fence Posts, Mortar & Postcrete - Boardwalk

15.02.2022 Treadfirst Tyre & Exhaust Ltd Bacs1240 105.00£              New Battery - Ford Ranger CY15 KUO

15.02.2022 Vmit Ltd Bacs1241 719.96£              IT Support & Software February 2022, Additional Support January 2022

16.02.2022 Corona Energy Retail 4 Ltd DD330 1,384.57£          Electricity January & February 2022 - All Sites
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21.02.2022 Barlcaycard Feb-22 1,120.34£          Santa Suit, Office Support Chair, Monitor., 5x Staff Training Courses

21.02.2022 Corona Energy Retail 4 Ltd DD331 2.45£                  Meres Mouth Toilets Electricity January - February 2022

25.02.2022 Employees BACS 17,283.40£        Salaries Month 11

25.02.2022 HM Revenue & Customs BACS 4,119.03£          NI/PAYE Month 11

25.02.2022 Norfolk Pension Fund BACS 6,015.96£          Pension Contributions Month 11

25.02.2022 Councillors BACS 596.80£              Allowances for 2021/2022

28.02.2022 EE Ltd DD333 25.92£                Mobile Phones 18.02.22 to 17.03.22 - Town Clerk & Maintenance Manager

28.02.2022 Broadland Toilet hire Bacs1242 108.00£              Fit Diaphragm & Filter, Empty, Clean & Restock Toilet - Cemetery

28.02.2022 City Electrical Factors Ltd Bacs1243 118.80£              Light Bulbs - Park Toilets

28.02.2022 Epic Group (Sharon Thompson) Bacs1244 100.00£              4x First Aiders - Christmas Lights Switct On Event

28.02.2022 House of Flags Bacs1245 399.36£              Maintenance of Flag Pole - Park

28.02.2022 Mary Moppins Ltd Bacs1246 1,340.64£          Daily Cleaning & Opening of Meres Mouth & Park Toilets - February 2022

28.02.2022 Mrs D Barber Bacs1247 20.32£                Refund for March Market Stallage 18.02.2022 - Cancelled due to High Winds

28.02.2022 Paul Rackham Bacs1248 1,218.00£          Grave Digging x4 - January & February 2022

28.02.2022 Proludic Ltd Bacs1249 156.00£              Delivery Charge of Trampolne Edging & Adhesive - Park Equipment

28.02.2022 Reed in Partnership Bacs1250 111.65£              Refund of duplicate Payment made on Sales Ledger Account

28.02.2022 Simonds Garage Services Bacs1251 343.89£              MOT and Service on Ford Ranger CY15 KUO

28.02.2022 Star Plumbing, Heating & Renewables Bacs1252 327.60£              Add Mixing Value to Heating System - Cemetery Bungalow

28.02.2022 Stephanie Ayden Bacs1253 519.09£              DDNP Office Time & Expenses 15.12.21 to 25.02.22

28.02.2022 Town Mayors Charities Bacs1254 78.50£                Towm Mayors Expenses 20.02.2022 Dontated

28.02.2022 Travis Perkins Trading Co Ltd Bacs1255 27.84£                Red/White Barrier Tape - Sportsground

51,609.65£        
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100 Agency Services

103.7%(113)1000 Agency Services Income 0 3,157 3,044
0 3,0443,157Agency Services :- Income (113) 103.7% 0

7.3%371 3714000 NCC Grasscutting 0 29 400
0 40029Agency Services :- Indirect Expenditure 371 0 371 7.3% 0

Net Income over Expenditure 3,127 2,644 (483)0
120 Allotments

132.0%(150)1120 Allotment Rent 0 619 469
0 469619Allotments :- Income (150) 132.0% 0

1255.6%(300) (300)4020 Allotments - Insurance 0 326 26
0 26326Allotments :- Indirect Expenditure (300) 0 (300) 1255.6% 0

Net Income over Expenditure 292 443 1510
140 Amenities

306.7%(4,196)1140 Amenities Income 0 6,226 2,030 167
0 2,0306,226Amenities :- Income (4,196) 306.7% 167

83.8%716 4224040 Gardens/Floral Scheme 0 1,884 2,600 294
32.3%21,309 20,9854060 Town/Park - R&R 0 9,691 31,000 324 370

2191.6%(41,732) (41,832)4061 Play Equipment R&R 0 43,732 2,000 100 41,232
27.6%3,078 3,0784062 Boardwalk Maintenance 0 1,172 4,250

0.0%1,000 1,0004065 Van Replacement 0 0 1,000
96.5%123 1234070 Van x 2 Running Costs 0 3,377 3,500

100.0%0 04071 Van Insurance 0 1,055 1,055
304.6%(5,200) (13,300)4075 Tree Management 0 11,700 6,500 8,100

0.3%5,009 5,0094085 Closed Churchyard - R&R 0 16 5,025
0.2%499 4994090 Manorial Rights - R&R 0 1 500

132.4%(486) (486)4095 Mere - Water/drainage 0 1,986 1,500
28.5%4,647 4,6474100 Mere - Fountain 0 1,853 6,500 435

115.7%(440) (440)4101 Mere - Fountain Electricity 0 3,252 2,812
100.1%(0) (0)4102 Mere Fountain/Kiosk -Insurance 0 150 150
47.4%26 264110 Park - Water Rates 0 24 50
70.6%517 5174115 Park - Electricity 0 1,243 1,760

100.0%0 04120 Mere's Mouth - Rent 0 100 100
101.0%(4) (4)4125 Mere's Mouth - Business Rates 0 424 420

0.0%1,000 1,0004135 Mere's Mouth (resurfacing) 0 0 1,000
96.6%60 604140 Park - Insurance 0 1,707 1,767

0 73,48983,368Amenities :- Indirect Expenditure (9,879) 8,817 (18,696) 125.4% 42,037
Net Income over Expenditure (77,142) (71,459) 5,6830

7000 plus Transfer from EMR 0 42,037

Continued over page
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8001 less Transfer to EMR 0 167

Movement to/(from) Gen Reserve 0 (35,271)
145 Mini Recycling Centre Adopter

0.0%(450)1150 Mini Recycling Adopter Payment 0 450 0
0 0450Mini Recycling Centre Adopter :- Income (450) 0

Net Income 450 0 (450)0
150 Bank Interest

15.0%8501090 Interest Received 7 150 1,000
7 1,000150Bank Interest :- Income 850 15.0% 0

62.7%112 1124202 Bank Charges 20 188 300
20 300188Bank Interest :- Indirect Expenditure 112 0 112 62.7% 0

Net Income over Expenditure (39) 700 739(13)
160 Capital Expenditure

55.3%18,324 18,3244200 Capital Expenditure 0 22,683 41,007
0 41,00722,683Capital Expenditure :- Indirect Expenditure 18,324 0 18,324 55.3% 0

Net Expenditure (22,683) (41,007) (18,324)0
180 Cemetery

120.8%(4,227)1180 Cemetery Interment/Chapel Fees 0 24,527 20,300
92.9%7261185 Cemetery Memorial Fees 1 9,424 10,150

1 30,45033,952Cemetery :- Income (3,502) 111.5% 0
117.2%(1,203) (1,203)4250 Cemetery - Grounds - R&R 0 8,203 7,000
17.0%4,150 4,1504260 Cemetery - Chapels - R&R 0 850 5,000 700
37.2%2,825 2,8254270 General Equipment 0 1,675 4,500
99.6%1 14271 General Equipment Insurance 0 138 138

100.0%0 04272 Ride on Mower Insurance 0 401 401
129.5%(32) (32)4275 Cemetery - Water Rate 0 142 110
174.1%(341) (341)4280 Cemetery - Electricity 0 801 460
99.9%1 14285 Cemetery - Insurance 0 482 483

0 18,09212,692Cemetery :- Indirect Expenditure 5,400 0 5,400 70.2% 700
Net Income over Expenditure 21,260 12,358 (8,902)1

7000 plus Transfer from EMR 0 700
Movement to/(from) Gen Reserve 1 21,960

Continued over page
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190 Cemetery Gravedigging

0.0%(5,623)1190 Cemetery Gravedigging Fees 0 5,623 0
0 05,623Cemetery Gravedigging :- Income (5,623) 0

0.0%(5,623) (5,623)4300 Cemetery Gravedigging Exp. 0 5,623 0
0 05,623Cemetery Gravedigging :- Indirect Expenditure (5,623) 0 (5,623) 0

Net Income over Expenditure 0 0 00
200 Christmas Lights

110.1%(1,718) (1,718)4320 Christmas Lights 0 18,718 17,000
100.3%(0) (0)4322 Insurance re. Christmas Lights 0 77 77

0 17,07718,795Christmas Lights :- Indirect Expenditure (1,718) 0 (1,718) 110.1% 0
Net Expenditure (18,795) (17,077) 1,7180

220 Corn Hall
10.2%13,023 13,0234350 Corn Hall - Maint./R&R 0 1,477 14,500

100.0%1 14360 Corn Hall - Insurance 0 2,509 2,510
0 17,0103,986Corn Hall :- Indirect Expenditure 13,024 0 13,024 23.4% 0

Net Expenditure (3,986) (17,010) (13,024)0
240 Council Properties

112.6%(561)1240 Office Rent/Service Charge 0 5,020 4,459
0.0%(621)1245 Council Property Income 0 621 0

91.7%3811250 Cemetery Bungalow Rent 381 4,191 4,572
381 9,0319,832Council Properties :- Income (801) 108.9% 0

70.8%1,313 1,3134400 Office R&R 0 3,187 4,500
12.2%8,778 8,7784405 Office Building Maintenance 0 1,222 10,000
53.8%296 2964410 Office Stairlift 0 344 640

111.3%(86) (86)4415 Cemetery Bungalow 0 846 760
0.0%250 2504420 Electricity Testing 5 Yrly 0 0 250

55.6%1,554 1,5544425 Health & Safety 0 1,946 3,500
453.3%(3,919) (8,832)4435 Pk Toilets Servicing 0 6,419 2,500 4,913
293.7%(246) (246)4445 Pk Toilets - Insurance 0 373 127
36.3%1,487 1,4874450 Pk Toilet- Electricity 0 846 2,333

(100.9%)5,464 5,4644455 Pk Toilets - B/Rates 0 (2,745) 2,719
60.1%775 7754460 Pk Toilets - Water Rates 0 1,165 1,940

183.4%(1,973) (6,886)4465 Mere's Mouth Toilets 0 10,225 8,252 4,913
89.0%66 664475 Staff Uniforms/Replacements 0 534 600

0 38,12124,363Council Properties :- Indirect Expenditure 13,758 9,825 3,933 89.7% 0
Net Income over Expenditure (14,531) (29,090) (14,559)381

Continued over page
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260 Diss Youth & Community Centre

164.9%(9,882)1260 DYCC Hire Fees 290 25,107 15,225
290 15,22525,107Diss Youth & Community Centre :- Income (9,882) 164.9% 0

120.6%(722) (722)4500 DYCC - Electricity 0 4,222 3,500
46.0%540 5404505 DYCC - Gas 0 460 1,000

101.6%(84) (84)4510 DYCC - Business Rates 0 5,190 5,106
39.5%430 4304515 DYCC - Water Rates 0 281 710

112.6%(34) (34)4520 Licences - Music 0 301 267
100.0%0 04525 DYCC - Insurance 0 1,055 1,055
59.6%1,167 1,1674530 Annual Service Costs 0 1,723 2,890
87.6%1,339 1,1824540 DYCC - General R&R 0 8,161 9,500 156

0 24,02821,391Diss Youth & Community Centre :- Indirect Expenditure 2,637 156 2,481 89.7% 0

Net Income over Expenditure 3,716 (8,803) (12,519)290
280 Administrative Overheads

0.0%(9)1285 Photocopying Income 0 9 0
0 09Administrative Overheads :- Income (9) 0

101.6%(78) (78)4610 Council Office Business Rates 0 4,853 4,775
33.8%1,324 1,3244615 Council Office - Gas 0 676 2,000

(56.7%)2,193 2,1934620 Council Office - Electricity 0 (793) 1,400
74.4%648 6484625 Council Office - Telephone 0 1,887 2,535

100.0%0 04630 Council Office - Insurance 0 857 857
107.9%(789) (789)4657 IT Equipment, Software & Suppo 0 10,789 10,000

0 21,56718,268Administrative Overheads :- Indirect Expenditure 3,299 0 3,299 84.7% 0
Net Income over Expenditure (18,260) (21,567) (3,307)0

300 Grants
33.9%13,230 13,2304720 General Grants 0 6,770 20,000

0.0%1,000 1,0004730 CCTV Costs 0 0 1,000
0.0%(4,000) (4,000)4755 Diss Youth Group 0 4,000 0

0 21,00010,770Grants :- Indirect Expenditure 10,230 0 10,230 51.3% 0
Net Expenditure (10,770) (21,000) (10,230)0

310 Highways
0.0%8,3901070 Parish Partnership Bid Income 0 0 8,390
0.0%(9,700)1303 DDNP Income 0 9,700 0 9,000

0 8,3909,700Highways :- Income (1,310) 115.6% 9,000

Continued over page
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36.1%6,890 6,8904780 Parish Partnership Bid 0 3,890 10,780

0.0%(10,245) (10,245)4785 Neighbourhood Plan 0 10,245 0 10,945
0 10,78014,135Highways :- Indirect Expenditure (3,355) 0 (3,355) 131.1% 10,945

Net Income over Expenditure (4,435) (2,390) 2,0450
7000 plus Transfer from EMR 0 10,245
8001 less Transfer to EMR 0 9,700

Movement to/(from) Gen Reserve 0 (3,890)
320 Market

78.9%4,5461320 Market Stallage 0 17,002 21,548
0 21,54817,002Market :- Income 4,546 78.9% 0

147.3%(30) (30)4810 Market Place - Water Rates 0 93 63
101.6%(44) (44)4815 Market Place - Business Rates 0 2,794 2,750
17.3%1,033 1,0334830 Market Expenditure 0 217 1,250

0 4,0633,104Market :- Indirect Expenditure 959 0 959 76.4% 0
Net Income over Expenditure 13,898 17,485 3,5870

330 HTP
0.0%(691) (691)4745 HTP 0 691 0 691

0 0691HTP :- Indirect Expenditure (691) 0 (691) 691
Net Expenditure (691) 0 6910

7000 plus Transfer from EMR 0 691
Movement to/(from) Gen Reserve 0 0

340 Promotion
93.8%62 624840 Promotion 0 938 1,000

7.5%370 3704845 Website/Intranet Hosting/Maint 0 30 400
0 1,400968Promotion :- Indirect Expenditure 432 0 432 69.1% 0

Net Expenditure (968) (1,400) (432)0
360 Precept

100.0%01076 Precept 0 571,428 571,428 47,309
0 571,428571,428Precept :- Income 0 100.0% 47,309

Net Income 571,428 571,428 00
8001 less Transfer to EMR 0 47,309

Movement to/(from) Gen Reserve 0 524,119

Continued over page
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370 General Expenditure

49.1%712 7124600 Town Mayor's Allowance 0 688 1,400
0.0%2,086 2,0864605 Ccl Members' Allowance & Exp 0 0 2,086

101.6%(33) (33)4635 Subscriptions 0 2,033 2,000
76.3%685 6854640 Audit 0 2,205 2,890
59.7%1,210 1,2104645 Training 0 1,790 3,000
99.9%3 34646 Liability Insurance 0 4,408 4,411

5.0%285 2854650 Conference Expenditure 0 15 300
30.7%1,040 1,0404651 Meeting Room Hire 0 460 1,500

0.0%150 1504652 External Meeting Room 0 0 150
64.5%1,420 1,4204655 Printing & Stationery 0 2,580 4,000
50.0%125 1254660 Postage 0 125 250
83.8%27,708 27,7084665 Wages - General Admin. 0 143,752 171,460
77.3%33,936 33,9364666 Wages - General Maint. 0 115,737 149,673

9.3%318 3184667 Staff Mileage 0 32 350
0.0%(0) (0)4670 NI/PAYE/Pension 0 0 0

21.7%2,741 2,7414675 Legal/Financial/Prof fees 0 759 3,500
13.5%433 4334690 HR Support 0 68 500
26.6%367 3674992 Annual Town Meeting 0 133 500

0 347,970274,785General Expenditure :- Indirect Expenditure 73,185 0 73,185 79.0% 0
Net Expenditure (274,785) (347,970) (73,185)0

375 Rechargable
0.0%(2,579)1280 Rechargable Exp. Refunded 150 2,579 0

150 02,579Rechargable :- Income (2,579) 0
0.0%(407) (504)4685 Rechargable Expenditure 0 407 0 97
0.0%(6,136) (6,136)4686 Wages-Rechargable Expenditure 0 6,136 0

0 06,543Rechargable :- Indirect Expenditure (6,543) 97 (6,640) 0
Net Income over Expenditure (3,964) 0 3,964150

380 S 137
0.0%(19) (19)4870 S 137 - Expenditure 0 19 0

0 019S 137 :- Indirect Expenditure (19) 0 (19) 0
Net Expenditure (19) 0 190

400 Sports Ground
85.8%1,2561400 Sports Ground Hire Fees 0 7,600 8,856

0 8,8567,600Sports Ground :- Income 1,256 85.8% 0

Continued over page
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0.0%(4,000) (4,000)4900 Track Maintenance 4,000 4,000 0
0.0%3,000 3,0004905 Floodlights - R&R 0 0 3,000

67.7%1,034 1,0344915 General Sports Ground Maint. (4,000) 2,166 3,200 4,000
42.5%3,587 2,9364920 Ground Maintenance 0 1,517 5,104 651
43.3%314 3144930 Sports Grnd-Water Rate 0 239 553
76.9%538 5384935 Sports Ground - Electricity 0 1,795 2,333
21.3%441 4414940 Sports Ground - Phone 0 120 561

100.0%0 04945 Sports Ground - Insurance 0 1,295 1,295
100.0%0 04955 Skateboard Pk - Insurance/Insp 0 486 486

0.0%1,059 1,0594965 Skateboard Pk-Maint. Materials 0 0 1,059
0 17,59111,617Sports Ground :- Indirect Expenditure 5,974 651 5,322 69.7% 4,000

Net Income over Expenditure (4,018) (8,735) (4,717)0
7000 plus Transfer from EMR 0 4,000

Movement to/(from) Gen Reserve 0 (18)
420 Events

67.3%261 2614760 Royal British Legion 0 539 800
41.8%291 2914991 Other Events 0 209 500

0.0%500 5004995 Communication Strategy 0 0 500
0 1,800748Events :- Indirect Expenditure 1,052 0 1,052 41.5% 0

Net Expenditure (748) (1,800) (1,052)0
425 Christmas Switch on Event

112.8%(179)1235 Christmas Switch On Income 0 1,579 1,400 1,579
0 1,4001,579Christmas Switch on Event :- Income (179) 112.8% 1,579

69.4%810 8104990 Christmas Switch on Event 0 1,840 2,650 1,840
0 2,6501,840Christmas Switch on Event :- Indirect Expenditure 810 0 810 69.4% 1,840

Net Income over Expenditure (261) (1,250) (989)0
7000 plus Transfer from EMR 0 1,840
8001 less Transfer to EMR 0 1,579

Movement to/(from) Gen Reserve 0 0
430 Carnival

0.0%(508) (508)4996 Carnival 0 508 0
0 0508Carnival :- Indirect Expenditure (508) 0 (508) 0

Net Expenditure (508) 0 5080

Continued over page
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440 Town Mayor's Charity

0.0%(861)1440 Town Mayor's Charity 0 861 0
0 0861Town Mayor's Charity :- Income (861) 0

0.0%(2,615) (2,615)4795 Town Mayor's Charity Exp 0 2,615 0
0 02,615Town Mayor's Charity :- Indirect Expenditure (2,615) 0 (2,615) 0

Net Income over Expenditure (1,754) 0 1,7540
460 CIL

0.0%(4,101)1460 CIL - CIL Income 1,842 4,101 0 4,101
1,842 04,101CIL :- Income (4,101) 4,101

0.0%(7,687) (7,687)5000 CIL - Expenditure 0 7,687 0 7,687
0 07,687CIL :- Indirect Expenditure (7,687) 0 (7,687) 7,687

Net Income over Expenditure (3,586) 0 3,5861,842
7000 plus Transfer from EMR 0 7,687
8001 less Transfer to EMR 1,842 4,101

Movement to/(from) Gen Reserve 0 0
470 Streetlighting

0.0%(640) (640)4730 CCTV Costs 0 640 0 640
97.1%14,441 4194970 Streetlighting 0 59 14,500 14,022

0 14,500699Streetlighting :- Indirect Expenditure 13,801 14,022 (221) 101.5% 640
Net Expenditure (699) (14,500) (13,801)0

7000 plus Transfer from EMR 0 640
Movement to/(from) Gen Reserve 0 (59)

548,439 672,871
(27,102)699,973 672,871
124,432

2,650 151,534 0 (151,534)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 33,569 90,86220

2,670 104.0%
86.5%

plus Transfer from EMR 0 67,840
less Transfer to EMR 1,842 62,856

Movement to/(from) Gen Reserve 809 156,518
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100 Agency Services

103.7%(113)1000 Agency Services Income 0 3,157 3,044
0 3,0443,157Agency Services :- Income (113) 103.7% 0

7.4%371 3714000 NCC Grasscutting 0 29 400
0 40029Agency Services :- Indirect Expenditure 371 0 371 7.4% 0

Net Income over Expenditure 3,127 2,644 (483)(0)
120 Allotments

132.0%(150)1120 Allotment Rent 0 619 469
0 469619Allotments :- Income (150) 132.0% 0

1255.6%(300) (300)4020 Allotments - Insurance 0 326 26
0 26326Allotments :- Indirect Expenditure (300) 0 (300) 1255.6% 0

Net Income over Expenditure 292 443 1510
140 Amenities

298.5%(4,029)1140 Amenities Income (167) 6,059 2,030
(167) 2,0306,059Amenities :- Income (4,029) 298.5% 0

83.8%716 4224040 Gardens/Floral Scheme 0 1,884 2,600 294
33.9%20,802 20,4794060 Town/Park - R&R 506 10,198 31,000 324 370

2186.6%(41,732) (41,732)4061 Play Equipment R&R 0 43,732 2,000 41,232
29.4%2,998 2,9984062 Boardwalk Maintenance 80 1,252 4,250

0.0%1,000 1,0004065 Van Replacement 0 0 1,000
122.7%(793) (793)4070 Van x 2 Running Costs 916 4,293 3,500
100.0%0 04071 Van Insurance 0 1,055 1,055
304.6%(5,200) (13,300)4075 Tree Management 0 11,700 6,500 8,100

0.4%5,007 5,0074085 Closed Churchyard - R&R 1 18 5,025
0.4%498 4984090 Manorial Rights - R&R 1 2 500

207.2%(1,607) (1,607)4095 Mere - Water/drainage 1,122 3,107 1,500
28.5%4,647 4,6474100 Mere - Fountain 0 1,853 6,500 435

120.4%(575) (575)4101 Mere - Fountain Electricity 135 3,387 2,812
100.1%(0) (0)4102 Mere Fountain/Kiosk -Insurance 0 150 150
47.4%26 264110 Park - Water Rates 0 24 50
72.7%480 4804115 Park - Electricity 37 1,280 1,760

100.0%0 04120 Mere's Mouth - Rent 0 100 100
101.0%(4) (4)4125 Mere's Mouth - Business Rates 0 424 420

0.0%1,000 1,0004135 Mere's Mouth (resurfacing) 0 0 1,000
96.6%60 604140 Park - Insurance 0 1,707 1,767

2,797 73,48986,164Amenities :- Indirect Expenditure (12,675) 8,717 (21,393) 129.1% 42,037
Net Income over Expenditure (80,105) (71,459) 8,646(2,964)

7000 plus Transfer from EMR 0 42,037
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8001 less Transfer to EMR (167) 0

Movement to/(from) Gen Reserve (2,797) (38,068)
145 Mini Recycling Centre Adopter

0.0%(450)1150 Mini Recycling Adopter Payment 0 450 0
0 0450Mini Recycling Centre Adopter :- Income (450) 0

Net Income 450 0 (450)0
150 Bank Interest

17.2%8281090 Interest Received 29 172 1,000
29 1,000172Bank Interest :- Income 828 17.2% 0

63.6%109 1094202 Bank Charges 23 191 300
23 300191Bank Interest :- Indirect Expenditure 109 0 109 63.6% 0

Net Income over Expenditure (18) 700 7187
160 Capital Expenditure

55.3%18,324 18,3244200 Capital Expenditure 0 22,683 41,007
0 41,00722,683Capital Expenditure :- Indirect Expenditure 18,324 0 18,324 55.3% 0

Net Expenditure (22,683) (41,007) (18,324)0
180 Cemetery

133.0%(6,706)1180 Cemetery Interment/Chapel Fees 2,479 27,006 20,300
105.4%(549)1185 Cemetery Memorial Fees 1,275 10,699 10,150

3,754 30,45037,705Cemetery :- Income (7,255) 123.8% 0
121.2%(1,482) (1,482)4250 Cemetery - Grounds - R&R 279 8,482 7,000
17.6%4,120 4,1204260 Cemetery - Chapels - R&R 30 880 5,000 700
37.6%2,809 2,8094270 General Equipment 17 1,691 4,500
99.6%1 14271 General Equipment Insurance 0 138 138

100.0%0 04272 Ride on Mower Insurance 0 401 401
129.5%(32) (32)4275 Cemetery - Water Rate 0 142 110
202.1%(470) (470)4280 Cemetery - Electricity 129 930 460
99.9%1 14285 Cemetery - Insurance 0 482 483

454 18,09213,146Cemetery :- Indirect Expenditure 4,946 0 4,946 72.7% 700
Net Income over Expenditure 24,559 12,358 (12,201)3,300

7000 plus Transfer from EMR 0 700
Movement to/(from) Gen Reserve 3,300 25,259

Continued over page
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190 Cemetery Gravedigging

0.0%(7,146)1190 Cemetery Gravedigging Fees 1,523 7,146 0
1,523 07,146Cemetery Gravedigging :- Income (7,146) 0

0.0%(6,841) (6,841)4300 Cemetery Gravedigging Exp. 1,218 6,841 0
1,218 06,841Cemetery Gravedigging :- Indirect Expenditure (6,841) 0 (6,841) 0

Net Income over Expenditure 305 0 (305)305
200 Christmas Lights

110.1%(1,718) (1,718)4320 Christmas Lights 0 18,718 17,000
100.3%(0) (0)4322 Insurance re. Christmas Lights 0 77 77

0 17,07718,795Christmas Lights :- Indirect Expenditure (1,718) 0 (1,718) 110.1% 0
Net Expenditure (18,795) (17,077) 1,7180

220 Corn Hall
10.2%13,023 13,0234350 Corn Hall - Maint./R&R 0 1,477 14,500

100.0%1 14360 Corn Hall - Insurance 0 2,509 2,510
0 17,0103,986Corn Hall :- Indirect Expenditure 13,024 0 13,024 23.4% 0

Net Expenditure (3,986) (17,010) (13,024)0
240 Council Properties

148.7%(2,171)1240 Office Rent/Service Charge 1,610 6,630 4,459
0.0%(621)1245 Council Property Income 0 621 0

91.7%3811250 Cemetery Bungalow Rent 381 4,191 4,572
1,991 9,03111,442Council Properties :- Income (2,411) 126.7% 0

112.6%(568) (568)4400 Office R&R 1,881 5,068 4,500
0.0%10,000 10,0004405 Office Building Maintenance (1,222) 0 10,000

53.8%296 2964410 Office Stairlift 0 344 640
147.2%(359) (359)4415 Cemetery Bungalow 273 1,119 760

0.0%250 2504420 Electricity Testing 5 Yrly 0 0 250
70.7%1,025 1,0254425 Health & Safety 530 2,475 3,500

460.6%(5,813) (9,015)4435 Pk Toilets Servicing 1,894 8,313 2,500 3,202
293.7%(246) (246)4445 Pk Toilets - Insurance 0 373 127
42.4%1,343 1,3434450 Pk Toilet- Electricity 144 990 2,333

(100.9%)5,464 5,4644455 Pk Toilets - B/Rates 0 (2,745) 2,719
60.1%775 7754460 Pk Toilets - Water Rates 0 1,165 1,940

183.9%(3,723) (6,925)4465 Mere's Mouth Toilets 1,750 11,975 8,252 3,202
89.0%66 664475 Staff Uniforms/Replacements 0 534 600

5,251 38,12129,613Council Properties :- Indirect Expenditure 8,508 6,404 2,104 94.5% 0
Net Income over Expenditure (18,172) (29,090) (10,918)(3,260)
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260 Diss Youth & Community Centre

172.7%(11,076)1260 DYCC Hire Fees 1,484 26,301 15,225
1,484 15,22526,301Diss Youth & Community Centre :- Income (11,076) 172.7% 0

138.7%(1,355) (1,355)4500 DYCC - Electricity 633 4,855 3,500
54.0%460 4604505 DYCC - Gas 80 540 1,000

101.6%(84) (84)4510 DYCC - Business Rates 0 5,190 5,106
39.5%430 4304515 DYCC - Water Rates 0 281 710

112.6%(34) (34)4520 Licences - Music 0 301 267
100.0%0 04525 DYCC - Insurance 0 1,055 1,055
63.1%1,065 1,0654530 Annual Service Costs 102 1,825 2,890
92.6%857 7014540 DYCC - General R&R 481 8,643 9,500 156

1,297 24,02822,688Diss Youth & Community Centre :- Indirect Expenditure 1,340 156 1,184 95.1% 0

Net Income over Expenditure 3,613 (8,803) (12,416)187
280 Administrative Overheads

0.0%(9)1285 Photocopying Income 0 9 0
0 09Administrative Overheads :- Income (9) 0

101.6%(78) (78)4610 Council Office Business Rates 0 4,853 4,775
40.1%1,197 1,1974615 Council Office - Gas 127 803 2,000

(51.1%)2,116 2,1164620 Council Office - Electricity 78 (716) 1,400
81.7%464 4644625 Council Office - Telephone 184 2,071 2,535

100.0%0 04630 Council Office - Insurance 0 857 857
125.4%(2,542) (2,542)4657 IT Equipment, Software & Suppo 1,754 12,542 10,000

2,142 21,56720,410Administrative Overheads :- Indirect Expenditure 1,157 0 1,157 94.6% 0
Net Income over Expenditure (20,402) (21,567) (1,165)(2,142)

300 Grants
53.9%9,230 9,2304720 General Grants 4,000 10,770 20,000

0.0%0 04755 Diss Youth Group (4,000) 0 0
0 20,00010,770Grants :- Indirect Expenditure 9,230 0 9,230 53.8% 0

Net Expenditure (10,770) (20,000) (9,230)0
310 Highways

0.0%8,3901070 Parish Partnership Bid Income 0 0 8,390
0.0%(12,769)1303 DDNP Income 3,069 12,769 0 12,069

3,069 8,39012,769Highways :- Income (4,379) 152.2% 12,069

Continued over page
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36.1%6,890 6,8904780 Parish Partnership Bid 0 3,890 10,780

0.0%(13,052) (13,052)4785 Neighbourhood Plan 2,808 13,052 0 13,752
2,808 10,78016,942Highways :- Indirect Expenditure (6,162) 0 (6,162) 157.2% 13,752

Net Income over Expenditure (4,173) (2,390) 1,783261
7000 plus Transfer from EMR 2,808 13,052
8001 less Transfer to EMR 3,069 12,769

Movement to/(from) Gen Reserve 0 (3,890)
320 Market

79.2%4,4731320 Market Stallage 73 17,075 21,548
73 21,54817,075Market :- Income 4,473 79.2% 0

147.3%(30) (30)4810 Market Place - Water Rates 0 93 63
101.6%(44) (44)4815 Market Place - Business Rates 0 2,794 2,750
19.9%1,001 1,0014830 Market Expenditure 32 249 1,250

32 4,0633,136Market :- Indirect Expenditure 927 0 927 77.2% 0
Net Income over Expenditure 13,939 17,485 3,54641

330 HTP
0.0%(691) (691)4745 HTP 0 691 0 691

0 0691HTP :- Indirect Expenditure (691) 0 (691) 691
Net Expenditure (691) 0 6910

7000 plus Transfer from EMR 0 691
Movement to/(from) Gen Reserve 0 0

340 Promotion
95.4%46 464840 Promotion 17 954 1,000

7.5%370 3704845 Website/Intranet Hosting/Maint 0 30 400
17 1,400984Promotion :- Indirect Expenditure 416 0 416 70.3% 0

Net Expenditure (984) (1,400) (416)(17)
360 Precept

100.0%01076 Precept 0 571,428 571,428 47,309
0 571,428571,428Precept :- Income 0 100.0% 47,309

Net Income 571,428 571,428 00
8001 less Transfer to EMR 0 47,309

Movement to/(from) Gen Reserve 0 524,119
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370 General Expenditure

54.7%634 6344600 Town Mayor's Allowance 79 766 1,400
35.8%1,340 1,3404605 Ccl Members' Allowance & Exp 746 746 2,086

101.6%(33) (33)4635 Subscriptions 0 2,033 2,000
76.3%685 6854640 Audit 0 2,205 2,890
67.0%991 9914645 Training 219 2,009 3,000
99.9%3 34646 Liability Insurance 0 4,408 4,411

5.0%285 2854650 Conference Expenditure 0 15 300
30.7%1,040 1,0404651 Meeting Room Hire 0 460 1,500

0.0%150 1504652 External Meeting Room 0 0 150
64.3%1,428 1,4284655 Printing & Stationery (8) 2,572 4,000
50.0%125 1254660 Postage 0 125 250
92.3%13,154 13,1544665 Wages - General Admin. 14,554 158,306 171,460
85.6%21,569 21,5694666 Wages - General Maint. 12,367 128,104 149,673
57.1%150 1504667 Staff Mileage 168 200 350

0.0%(0) (0)4670 NI/PAYE/Pension 0 0 0
21.7%2,741 2,7414675 Legal/Financial/Prof fees 0 759 3,500
13.5%433 4334690 HR Support 0 68 500
26.6%367 3674992 Annual Town Meeting 0 133 500

28,123 347,970302,908General Expenditure :- Indirect Expenditure 45,062 0 45,062 87.1% 0
Net Expenditure (302,908) (347,970) (45,062)(28,123)

375 Rechargable
0.0%(2,729)1280 Rechargable Exp. Refunded 300 2,729 0

300 02,729Rechargable :- Income (2,729) 0
0.0%(407) (504)4685 Rechargable Expenditure 0 407 0 97
0.0%(6,136) (6,136)4686 Wages-Rechargable Expenditure 0 6,136 0

0 06,543Rechargable :- Indirect Expenditure (6,543) 97 (6,640) 0
Net Income over Expenditure (3,814) 0 3,814300

380 S 137
0.0%(19) (19)4870 S 137 - Expenditure 0 19 0

0 019S 137 :- Indirect Expenditure (19) 0 (19) 0
Net Expenditure (19) 0 190

400 Sports Ground
93.8%5451400 Sports Ground Hire Fees 711 8,311 8,856

711 8,8568,311Sports Ground :- Income 545 93.8% 0

Continued over page



Cost Centre ReportMonth No: 11

03/03/2022
12:31

Diss Town Council Page 7
Detailed Income & Expenditure by Budget Heading 28/02/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
0.0%(4,000) (4,000)4900 Track Maintenance 4,000 4,000 0
0.0%3,000 3,0004905 Floodlights - R&R 0 0 3,000

72.5%881 8814915 General Sports Ground Maint. (3,847) 2,319 3,200 4,000
42.5%3,482 2,9364920 Ground Maintenance 105 1,622 5,104 546
43.3%314 3144930 Sports Grnd-Water Rate 0 239 553
90.8%214 2144935 Sports Ground - Electricity 324 2,119 2,333
23.4%430 4304940 Sports Ground - Phone 12 132 561

100.0%0 04945 Sports Ground - Insurance 0 1,295 1,295
100.0%0 04955 Skateboard Pk - Insurance/Insp 0 486 486

0.0%1,059 1,0594965 Skateboard Pk-Maint. Materials 0 0 1,059
594 17,59112,211Sports Ground :- Indirect Expenditure 5,380 546 4,833 72.5% 4,000

Net Income over Expenditure (3,901) (8,735) (4,834)117
7000 plus Transfer from EMR 0 4,000

Movement to/(from) Gen Reserve 117 99
420 Events

67.3%261 2614760 Royal British Legion 0 539 800
41.8%291 2914991 Other Events 0 209 500

0.0%500 5004995 Communication Strategy 0 0 500
0 1,800748Events :- Indirect Expenditure 1,052 0 1,052 41.5% 0

Net Expenditure (748) (1,800) (1,052)0
425 Christmas Switch on Event

112.8%(179)1235 Christmas Switch On Income 0 1,579 1,400 1,579
0 1,4001,579Christmas Switch on Event :- Income (179) 112.8% 1,579

73.2%710 7104990 Christmas Switch on Event 100 1,940 2,650 1,940
100 2,6501,940Christmas Switch on Event :- Indirect Expenditure 710 0 710 73.2% 1,940

Net Income over Expenditure (361) (1,250) (889)(100)
7000 plus Transfer from EMR 100 1,940
8001 less Transfer to EMR 0 1,579

Movement to/(from) Gen Reserve 0 0
430 Carnival

0.0%0 04996 Carnival (508) 0 0
(508) 00Carnival :- Indirect Expenditure 0 0 0 0

Net Expenditure 0 0 0508

Continued over page
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440 Town Mayor's Charity

0.0%(986)1440 Town Mayor's Charity 125 986 0
125 0986Town Mayor's Charity :- Income (986) 0

0.0%(2,615) (2,615)4795 Town Mayor's Charity Exp 0 2,615 0
0 02,615Town Mayor's Charity :- Indirect Expenditure (2,615) 0 (2,615) 0

Net Income over Expenditure (1,629) 0 1,629125
460 CIL

0.0%(4,101)1460 CIL - CIL Income 1,842 4,101 0 4,101
1,842 04,101CIL :- Income (4,101) 4,101

0.0%(8,490) (8,490)5000 CIL - Expenditure 803 8,490 0 8,490
803 08,490CIL :- Indirect Expenditure (8,490) 0 (8,490) 8,490

Net Income over Expenditure (4,389) 0 4,3891,038
7000 plus Transfer from EMR 803 8,490
8001 less Transfer to EMR 1,842 4,101

Movement to/(from) Gen Reserve 0 0
470 Streetlighting

64.0%360 3604730 CCTV Costs 0 640 1,000 640
99.1%14,157 1344970 Streetlighting 285 343 14,500 14,022

285 15,500983Streetlighting :- Indirect Expenditure 14,517 14,022 494 96.8% 640
Net Expenditure (983) (15,500) (14,517)(285)

7000 plus Transfer from EMR 0 640
Movement to/(from) Gen Reserve (285) (343)

593,855 672,871
(39,166)712,037 672,871

79,016
(30,702) 118,182 0 (118,182)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 29,943 49,07345,436

14,734 105.8%
92.7%

plus Transfer from EMR 3,711 71,551
less Transfer to EMR 4,744 65,758

Movement to/(from) Gen Reserve (31,735) 123,974



Project 

Ref

NC Committee Site EMR Balance as at 1st 

April 2021

Less:Actual Year to 

date Expense

Balance Add: Year to date 

receipts

 Balance as at 31st 

Jan 2022 

RF 330 1 Executive By-election By-election costs  £                   5,000  £                   5,000  £                   5,000 

RF 335 2 Executive Communications Communication Strategy  £                      693  £                      693  £                      693 

RF 342 3 Executive Events Christmas Lights switch on  £                   2,673  £                   1,840  £                      833  £                   2,829  £                   3,662 

RF 344 4 Executive Events Carnival  £                   8,671  £                   8,671  £                   8,671 

I 370 5 Facilities Cemetery Cem Roads, Cem Monuments  £                   4,500  £                   4,500  £                   4,500 

J 372 6 Facilities Cemetery Cemetery Chapels  £                 50,000  £                      700  £                 49,300  £                   5,000  £                 54,300 

L 375 7 Facilities Corn Hall Corn Hall  £                 20,000  £                 20,000  £                   6,500  £                 26,500 

M 384 8 Facilities Council Offices Building maintenance  £                 20,000  £                 20,000  £                 10,000  £                 30,000 

D 390 9 Facilities DYCC Van Replacement  £                   5,000  £                   5,000  £                   1,000  £                   6,000 

K 392 10 Facilities DYCC Maintenance workshop  £                           -  £                           -  £                   1,500  £                   1,500 

O 398 11 Facilities DYCC DYCC  £                   5,000  £                   5,000  £                   5,000 

P 400 12 Facilities Market Maintenance Market  £                 20,000  £                 20,000  £                   1,000  £                 21,000 

C 412 13 Facilities Mere Boardwalk  £                   1,000  £                   1,000  £                   4,000  £                   5,000 

H 414 14 Facilities Mere Maintenance Mere's Mouth (Resurfacing)  £                           -  £                           -  £                   1,000  £                   1,000 

G 416 15 Facilities Mere Mere Fountain  £                 10,000  £                      435  £                   9,565  £                   6,500  £                 16,065 

A 422 16 Facilities Park Park General - Beacon Project  £                 10,000  £                 13,000 -£                  3,000  £                   4,167  £                   1,167 

B 424 17 Facilities Park Play Equipment  £                 41,482  £                 41,482  £                           -  £                           - 

426 18 Facilities Park Park Toilets  £                           -  £                           -  £                 13,000  £                 13,000 

Q 430 19 Facilities SPG Athletics maintenance  £                 10,458  £                   4,000  £                   6,458  £                   4,542  £                 11,000 

R 432 20 Facilities SPG SPG Floodlights  £                           -  £                           -  £                           - 

S 434 21 Facilities SPG SPG Pav maintenance  £                           -  £                           -  £                           - 

T 436 22 Facilities SPG SPG - Skateboard Park  £                           -  £                           -  £                   1,059  £                   1,059 

F 440 23 Facilities St Marys Churchyard Closed churchyard repairs  £                 10,000  £                 10,000  £                   5,000  £                 15,000 

E 450 24 Facilities Facilities Tree Management  £                           -  £                           -  £                      500  £                      500 

N 469 25 Facilities 5 Yr Electrical Testing  £                           -  £                           -  £                   5,250  £                   5,250 

U 470 26 Facilities Park Bollards  £                           -  £                           -  £                 15,000  £                 15,000 

RF 455 27 HTP HTP HTP  £                   9,868  £                      691  £                   9,177  £                   9,177 

RF 460 28 Infrastructure Infrastructure Bus Shelters maintenance  £                 15,961  £                      120  £                 15,841  £                 15,841 

RF 462 29 Infrastructure Infrastructure Streetlights  £              206,635  £              206,635  £              206,635 

RF 464 30 Infrastructure Infrastructure Community Infrastructure Levy (CIL)  £                 45,274  £                   7,687  £                 37,587  £                 12,011  £                 49,598 

RF 466 31 Infrastructure Infrastructure CCTV  £                   5,803  £                      640  £                   5,163  £                   5,163 

RF 468 32 Infrastructure Infrastructure D&D Neighbourhood Plan  £                   2,637  £                 10,245 -£                  7,608  £                 12,500  £                   4,892 

V 471 33 Infrastructure Infrastructure Park Light Review  £                           -  £                           -  £                 10,000  £                 10,000 

W 472 34 Infrastructure Infrastructure Mere Street Pedestrianisation  £                           -  £                           -  £                 10,000  £                 10,000 

SUMMARY REPORT OF EARMARKED RESERVES 2021-22

Item 6c i



Project 

Ref

NC Committee Site EMR Balance as at 1st 

April 2021

Less:Actual Year to 

date Expense

Balance Add: Year to date 

receipts

 Balance as at 31st 

Jan 2022 

X 473 35 Infrastructure Infrastructure Street Cleaner  £                           -  £                           -  £                 35,000  £                 35,000 

TOTAL  £              510,655  £                 80,840  £              429,815  £              167,358  £              597,173 

% of EMR Balance 2021/22 YTD Balance

Facilities 39% £207,440.89 £232,841

HTP 2% £9,868.40 £9,177

Infrastructure 56% £276,309.26 £337,129

Executive 3% £17,036.57 £18,026

TOTAL £510,655.12 £597,173

General Reserves  £              451,207 

EMR  £              597,173 

Total Funds  £           1,048,380 

Streetlighting Funds Breakdown

Capital Reserves (ring fenced)  £              201,635 

EMR General  £                   5,000 

 £              206,635 

Balance as at 

31/01/2022



Project 

Ref

NC Committee Site EMR Balance as at 1st 

April 2021

Less:Actual Year to 

date Expense

Balance Add: Year to date 

receipts

 Balance as at 

28th Feb 2022 

RF 330 1 Executive By-election By-election costs  £                   5,000  £                   5,000  £                   5,000 

RF 335 2 Executive Communications Communication Strategy  £                      693  £                      693  £                      693 

RF 342 3 Executive Events Christmas Lights switch on  £                   2,673  £                   1,940  £                      733  £                   2,829  £                   3,562 

RF 344 4 Executive Events Carnival  £                   8,671  £                   8,671  £                   8,671 

I 370 5 Facilities Cemetery Cem Roads, Cem Monuments  £                   4,500  £                   4,500  £                   4,500 

J 372 6 Facilities Cemetery Cemetery Chapels  £                 50,000  £                      700  £                 49,300  £                   5,000  £                 54,300 

L 375 7 Facilities Corn Hall Corn Hall  £                 20,000  £                 20,000  £                   6,500  £                 26,500 

M 384 8 Facilities Council Offices Building maintenance  £                 20,000  £                 20,000  £                 10,000  £                 30,000 

D 390 9 Facilities DYCC Van Replacement  £                   5,000  £                   5,000  £                   1,000  £                   6,000 

K 392 10 Facilities DYCC Maintenance workshop  £                           -  £                           -  £                   1,500  £                   1,500 

O 398 11 Facilities DYCC DYCC  £                   5,000  £                   5,000  £                   5,000 

P 400 12 Facilities Market Maintenance Market  £                 20,000  £                 20,000  £                   1,000  £                 21,000 

C 412 13 Facilities Mere Boardwalk  £                   1,000  £                   1,000  £                   4,000  £                   5,000 

H 414 14 Facilities Mere Maintenance Mere's Mouth (Resurfacing)  £                           -  £                           -  £                   1,000  £                   1,000 

G 416 15 Facilities Mere Mere Fountain  £                 10,000  £                      435  £                   9,565  £                   6,500  £                 16,065 

A 422 16 Facilities Park Park General - Beacon Project  £                 10,000  £                 13,167 -£                  3,167  £                   4,167  £                   1,000 

B 424 17 Facilities Park Play Equipment  £                 41,482  £                 41,482  £                           -  £                           - 

426 18 Facilities Park Park Toilets  £                           -  £                           -  £                 13,000  £                 13,000 

Q 430 19 Facilities SPG Athletics maintenance  £                 10,458  £                   4,000  £                   6,458  £                   4,542  £                 11,000 

R 432 20 Facilities SPG SPG Floodlights  £                           -  £                           -  £                           - 

S 434 21 Facilities SPG SPG Pav maintenance  £                           -  £                           -  £                           - 

T 436 22 Facilities SPG SPG - Skateboard Park  £                           -  £                           -  £                   1,059  £                   1,059 

F 440 23 Facilities St Marys Churchyard Closed churchyard repairs  £                 10,000  £                 10,000  £                   5,000  £                 15,000 

E 450 24 Facilities Facilities Tree Management  £                           -  £                           -  £                      500  £                      500 

N 469 25 Facilities 5 Yr Electrical Testing  £                           -  £                           -  £                   5,250  £                   5,250 

U 470 26 Facilities Park Bollards  £                           -  £                           -  £                 15,000  £                 15,000 

RF 455 27 HTP HTP HTP  £                   9,868  £                      691  £                   9,177  £                   9,177 

RF 460 28 Infrastructure Infrastructure Bus Shelters maintenance  £                 15,961  £                      120  £                 15,841  £                 15,841 

RF 462 29 Infrastructure Infrastructure Streetlights  £              206,635  £              206,635  £              206,635 

RF 464 30 Infrastructure Infrastructure Community Infrastructure Levy (CIL)  £                 45,274  £                   8,490  £                 36,783  £                 12,011  £                 48,795 

RF 466 31 Infrastructure Infrastructure CCTV  £                   5,803  £                      640  £                   5,163  £                   5,163 

RF 468 32 Infrastructure Infrastructure D&D Neighbourhood Plan  £                   2,637  £                 13,052 -£                10,416  £                 15,569  £                   5,153 

V 471 33 Infrastructure Infrastructure Park Light Review  £                           -  £                           -  £                 10,000  £                 10,000 

W 472 34 Infrastructure Infrastructure Mere Street Pedestrianisation  £                           -  £                           -  £                 10,000  £                 10,000 

SUMMARY REPORT OF EARMARKED RESERVES 2021-22

Item 6c ii



Project 

Ref

NC Committee Site EMR Balance as at 1st 

April 2021

Less:Actual Year to 

date Expense

Balance Add: Year to date 

receipts

 Balance as at 

28th Feb 2022 

X 473 35 Infrastructure Infrastructure Street Cleaner  £                           -  £                           -  £                 35,000  £                 35,000 

TOTAL  £              510,655  £                 84,718  £              425,937  £              170,427  £              596,364 

% of EMR Balance 2021/22 YTD Balance

Facilities 39% £207,440.89 £232,674

HTP 2% £9,868.40 £9,177

Infrastructure 56% £276,309.26 £336,587

Executive 3% £17,036.57 £17,926

TOTAL £510,655.12 £596,364

General Reserves  £              416,517 

EMR  £              596,364 

Total Funds  £           1,012,881 

Streetlighting Funds Breakdown

Capital Reserves (ring fenced)  £              201,635 

EMR General  £                   5,000 

 £              206,635 

Balance as at 

28/02/2022
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Report Number: 
65 / 2122 

 
Report to: Full Council 
Date of Meeting: 16/03/2022 
Authorship: Responsible Finance Officer 
Subject:  Internal Controls Review 

 
Introduction 
 

1. Following the Executive committee discussion and resolutions at the March meeting, the 
amendments have made to the relevant internal control appendices A and E and are attached.  

 
2. Those appendices that required no further changes (appendices B, C, D, F, G, H & I) will be 

attached separately from the agenda pack to minimise documentation for ease of reference. 
 

3. The interim internal audit was conducted in November 2022 by Auditing Solutions Ltd. The 
findings of the audit report were presented to the Executive committee which resolved to 
recommend to the council the recommendations and agreed the responses as appropriate. 
The audit report can be viewed at Appendix J attached separately or in the March 22 
Executive committee agenda pack which is available on the Council’s website.  

 
Internal Control Documents and resolutions 
 

4.  Appendix A – Financial regulations  
- Changes to financial limits on fund transfers has been increased, clause 5.5b 
- Updated password protocol, clause 6.11 
- Updated credit card limit protocol, clause 6.18 
- Updated procedures as to contracts with E.U countries, clause 11.1 k 
- Updated control authorisation from Council Leader to Chairman of the Executive Committee.  

 
      5.  Appendix B – Income & expenditure internal controls  

- Updated to clarify those responsible for specific tasks 
- Updated to reflect changes in financial limits as stipulated in the financial regulations. 

 
      6.  Appendix C – The insurance schedule 

- The insurance schedule is suitable subject to minor changes 
- The insurance schedule will be updated to include all 14 iPad devices and the park beacon. 
- The insurance long term agreement is suitable to be 5 years.  
 

       7.  Appendix D – The internal audit plan 
- Clarified payment controls with authorised signatories and not all councillors prior to 
payment, clause 21 
- Adjusted wording to reflect decline in number of cheques being issued, clause 24 

 
 
     8.  Appendix E – The governance and management risk register, version 17 

- Clear definition of responsibility in the risk register document has been revised and updated 
by the Deputy Town Clerk. 
- Risk rating prior to and following control measures informed by Deputy Town Clerk. 
-  The practitioners guide updated in March 21 by JPAG, states that the risk register must be 
reviewed annually as part of the internal controls. The risk register has been comprehensively 
reviewed by the Executive committee and Officers in December 21 and in March 22 before 
being presented to Council and therefore meets this requirement. 
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9.  Appendix F – The statement for internal controls 

- Updated council checking authority from Council Leader to Chairman of Executive 
 committee. 

- Definitions of assurance inserted. 
 

10.  Appendices G, H & I – The investment and financial policy report, the investment strategy and 
financial reserves policy. 
- The policies were reviewed and reported on as appropriate and suitable for the next financial 
year. 
- The task to diversify accounts was discussed as still required although members were made 
aware that funds were not covered by the FCA as income exceeds £500K for a public body. 

 
Internal Audit Report 
  
     11. Recommendation 1. - Ideally, the member reviewing bank reconciliations should also be 

provided with the underlying month-end bank statements and cashbooks evidencing their 
review of the documents accordingly. Actions arising from any anomalous entries being 
queried should also be formally recorded.  

 
12. Action to address recommendation 1 - The RFO and the Internal Controls Councillor (ICC) 

will initial the month end bank statements to evidence that these have been reconciled to the 
cashbooks and used as source documentation. All actions from anomalous entries will be 
documented by the RFO for approval by the ICC in the monthly bank reconciliations councillor 
check document that is submitted quarterly to either the Executive committee or Full Council. 

 
13.  Recommendation 2. -  Appropriate action should be taken to review the Sales Ledger – 

“Unpaid Debtor Accounts by date” following up to ensure recovery of the few long-standing 
debts and clear the few receipts not matched to invoices. 

 
14.  Action to address recommendation 2 - A review of the unpaid debtor accounts and 

outstanding receipts will be conducted monthly by the RFO and the Finance Assistant from 
existing month end reports. This will be evidenced by the signing off of this report and 
identification of potential bad debts will be communicated to the Executive committee in the 
quarterly financial reports.    

 
 
Recommendations 
 
1)  To approve the adoption of the following internal control documents 
 
 a) the financial regulations as amended 
 b) the income and expenditure internal controls 
 c) the insurance schedule for 2022-23 – subject to minor change 
 d) the internal audit plan 
 e) the governance and management risk register as amended 
 f) the investment policy and financial reserves policy 
 g) the statement of internal control 
 
2)  To note the findings of the 2021/22 interim audit report and approve the proposed actions as      
appropriate responses to the report’s recommendations. 
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1. GENERAL 

1.1. These financial regulations govern the conduct of financial management by the 

Council and may only be amended or varied by resolution of the Council. Financial 

regulations are one of the Council’s three governing policy documents1 providing 

procedural guidance for members and officers. Financial regulations must be 

observed in conjunction with the Council’s standing orders.  

1.2. The Council is responsible in law for ensuring that its financial management is 

adequate and effective, and that the Council has a sound system of internal control 

which facilitates the effective exercise of the Council’s functions, including 

arrangements for the management of risk.  

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

a) for the timely production of accounts; 

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

c) to prevent and detect inaccuracy and fraud; and 

d) identifying the duties of officers. 

1.4. These financial regulations demonstrate how the Council meets these responsibilities 

and requirements. 

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

must review the effectiveness of its system of internal control which shall be in 

accordance with proper practices. 

1.6. All staff must operate within these regulations. Breaches could lead to the Council’s 

actions being called into question by auditors or members of the public and to 

challenges concerning the legality of those actions. Wilful breaches which seriously 

damage the Council’s reputation or lead to financial gain for the Officer concerned 

will be dealt with as gross misconduct. Other breaches may result in disciplinary 

action. 

1.7. Members of Council are expected to follow the instructions within these Regulations 

and not to entice employees to breach them. Failure to follow instructions within these 

Regulations brings the office of Councillor into disrepute. 

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

the Council.  

1.9. The RFO; 

a) acts under the policy direction of the Council;  

b) administers the Council's financial affairs in accordance with all Acts, 

Regulations and proper practices; 

c) determines on behalf of the Council its accounting records and accounting 

control systems; 

d) ensures the accounting control systems are observed; 
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e) maintains the accounting records of the Council up to date in accordance with 

proper practices; 

f) assists the Council to secure economy, efficiency and effectiveness in the use 

of its resources; and  

g) produces financial management information as required by the Council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and 

explain the Council’s transactions and to enable the RFO to ensure that any income 

and expenditure account and statement of balances, or record of receipts and 

payments and additional information, as the case may be, or management 

information prepared for the Council from time to time comply with the Accounts and 

Audit Regulations1 and the Audit and Accountability Act. 

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

a) entries from day to day of all sums of money received and expended by the 

Council and the matters to which the income and expenditure or receipts and 

payments account relate; 

b) a record of the assets and liabilities of the Council; and 

c) wherever relevant, a record of the Council’s income and expenditure in relation 

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

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

a) procedures to ensure that the financial transactions of the Council are 

recorded as soon as reasonably practicable and as accurately and reasonably 

as possible;  

b) procedures to enable the prevention and detection of inaccuracies and fraud 

and the ability to reconstruct any lost records; 

c) identification of the duties of officers dealing with financial transactions and 

division of responsibilities of those officers in relation to significant 

transactions; 

d) procedures to ensure that uncollectable amounts, including any bad debts are 

not submitted to the Council for approval to be written off except with the 

approval of the RFO and that the approvals are shown in the accounting 

records; and (procedure for bad debts in excess of £100 to be developed as 

an Appendix for future approval see Internal Control Review Action Plan) 

e) measures to ensure that risk is properly managed. 

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

specified decisions. In particular any decision regarding: 

a) setting the final budget or the precept (Council Tax Requirement); 

 
1 Accounts and Audit (England) Regulations 2015 
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b) approving accounting statements; 

c) approving an annual governance statement; 

d) borrowing; 

e) writing off bad debts; 

f) declaring eligibility for the General Power of Competence; and 

g) addressing recommendations in any report from the internal or external 

auditors, 

shall be a matter for the full Council only.  

1.14. In addition, the Council must: 

a) determine and keep under regular review the bank mandate for all Council 

bank accounts;  

b) approve any grant or a single commitment in excess of £10,000 or existing 

committee budget; and 

c) in respect of the annual salary for any employee have regard to 

recommendations about annual salaries of employees made by the relevant 

committee in accordance with its terms of reference. 

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

‘the regulations shall mean the regulations issued under the provisions of section 

27 of the Audit Commission Act 1998, or any superseding legislation, and then in 

force unless otherwise specified. 

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

refer to guidance issued in Governance and Accountability for Local Councils– a 

Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group 

(JPAG). 

2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 

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

the RFO in accordance with the Accounts and Audit Regulations, appropriate 

Guidance and proper practices.  

2.2. On a quarterly basis and at each financial year end, a member other than the 

Chairman shall be appointed to verify bank reconciliations produced by the RFO . The 

member shall sign the reconciliations and the original bank statements as evidence of 

verification. This activity shall on conclusion be reported, including any exceptions to 

and noted by the Executive Committee or the Council.  

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

related documents of the Council contained in the Annual Return (as specified in 

proper practices) as soon as practicable after the end of the financial year and having 

certified the accounts shall submit them and report thereon to the Council within the 

timescales set by the Accounts and Audit Regulations.       
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2.4. The Council shall ensure that there is an adequate and effective system of internal 

audit of its accounting records, and of its system of internal control in accordance with 

proper practices. Any officer or member of the Council shall make available such 

documents and records as appear to the Council to be necessary for the purpose of 

the audit and shall, as directed by the Council, supply the RFO, internal auditor, or 

external auditor with such information and explanation as the Council considers 

necessary for that purpose.  

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

internal controls required by the Council in accordance with proper practices.  

2.6. The internal auditor shall: 

i) be competent and independent of the financial operations of the Council; 

ii) report to Council in writing, or in person, on a regular basis with a minimum of 

one annual written report during each financial year; 

iii) to demonstrate competence, objectivity and independence, be free from any 

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

relationships; and 

iv) have no involvement in the financial decision making, management or control of 

the Council. 

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

i) perform any operational duties for the Council; 

ii) initiate or approve accounting transactions; or 

iii) direct the activities of any Council employee, except to the extent that such 

employees have been appropriately assigned to assist the internal auditor. 

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

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

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

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

display or publish any notices and statements of account required by Audit 

Commission Act 1998, or any superseding legislation, and the Accounts and Audit 

Regulations.  

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

correspondence or report from internal or external auditors. 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

3.1. Each committee shall review its three year forecast of revenue and capital income and 

expenditure. Having regard to the forecast, it shall thereafter formulate and submit 

proposals for the following financial year to the Council not later than the middle of 

November each year including any proposals for revising the forecast. 

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

all income and expenditure including the use of reserves and all sources of funding for 
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the following financial year in the form of a budget to be considered by the Executive 

Committee and the Council. 

3.3. The Council shall consider annual budget proposals in relation to the Council’s three 

year forecast of revenue and capital income and expenditure including 

recommendations for the use of reserves and sources of funding and update the 

forecast accordingly. 

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

of Council tax to be levied for the ensuing financial year not later than by the end of 

January each year or the date specified by the billing authority whichever is the earlier. 

The RFO shall issue the precept to the billing authority and shall make a copy of the 

approved annual budget available on the website as soon as possible thereafter. 

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

year. 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

4.1. Expenditure on revenue items outside the normal day to day operations of the Council 

may be authorised up to the amounts included for that class of expenditure in the 

approved budget.  This authority is to be determined by: 

i) the Council for all items over £10,000; 

ii) a duly delegated committee of the Council for items over £ £2,000; or 

iii) the Clerk, in conjunction with Chairman of Council or Chairman of the appropriate 

committee, for any items below £2,000.   

Such authority is to be evidenced by a Minute or by an authorisation slip duly signed 

by the Clerk or RFO, and where necessary also by the appropriate Chairman. 

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

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

budget for that class of expenditure other than by resolution of the Council, or duly 

delegated committee. During the budget year and with the approval of Council having 

considered fully the implications for public services, unspent and available amounts 

may be moved to other budget headings or to an earmarked reserve as appropriate 

(‘virement’). 

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

be carried forward to reduce the budget of a subsequent year. 

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

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

the Chairman of the Executive committee. The RFO will inform committees of any 

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

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

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

necessary to carry out. Such expenditure includes repair, replacement or other work, 

whether or not there is any budgetary provision for the expenditure, subject to a limit 
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of £5000. The Clerk shall report such action to the Chairman as soon as possible and 

to the Council as soon as practicable thereafter. 

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

entered into or tender accepted involving capital expenditure unless the Council is 

satisfied that the necessary funds are available and/or the requisite borrowing approval 

has been obtained. Funds obtained for specific projects shall be ringfenced in 

identifiable accounts. Expenditure from those accounts will be reconciled with primary 

sources of funding requests and applications. 

4.7. All capital works shall be administered in accordance with the Council's standing 

orders and financial regulations relating to contracts. 

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

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

the appropriate date against that planned as shown in the budget. These statements 

are to be prepared at least at the end of each financial quarter and shall show 

explanations of material variances. For this purpose “material” shall be in excess of 

£100 or 15% of the budget, whichever is the greater. 

4.9. Changes in earmarked reserves shall be approved by Council as part of the budgetary 

control process.  

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  

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

the RFO and approved by the Council; banking arrangements may not be delegated 

to a committee.  They shall be regularly reviewed for safety and efficiency. The council 

reserves the right to obtain credit references in respect of members or employees who 

act as signatories.  

5.2. The RFO shall report monthly to the Council or the Executive Committee, a schedule 

of payments (such list of payments made will be uploaded to the website). Out-of-the-

ordinary payments requiring authorisation, will form part of the agenda for the meeting 

and the relevant invoice will be presented to the Council or committee. Having satisfied 

itself, the Council or committee shall authorise payment by a resolution. Personal 

payments (including salaries, wages, expenses and any payment made in relation to 

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

access to any personal information. 

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

that the work, goods or services to which each invoice relates has been received, 

carried out, examined and represents expenditure previously approved by the Council. 

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

appropriate expenditure heading. The RFO shall take all steps to pay all invoices 

submitted, and which are in order, at the next available payment run.  

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of items 

only in the following circumstances: 
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a)  are within existing budgets and relate to the normal day to day operations of the 

Council or for which the expenditure has previously been authorised by Council 

and the RFO has verified the invoice (as per 5.3 above) and presented at council. 

b) Fund transfers within the Councils banking arrangements shall be unlimited 

amounts from the current account to the savings accounts. Transfers from the 

savings account to the current account shall be sufficient to cover the invoices 

authorised for payment by the RFO, with a reserve of no more than £10,000 to 

be maintained in the Current account. Transfers to the Wages and Petty Cash 

account shall not exceed £20,000 and the balance shall not exceed £10,000 by 

the end of the month. A list of all payments shall be submitted to the next 

appropriate meeting of Council or the Executive committee. 

5.6. In respect of grants a duly authorised committee shall approve expenditure within any 

limits set by Council and in accordance with any policy statement approved by Council.  

Any Revenue or Capital Grant in excess of £5,000 shall before payment, be subject to 

ratification by resolution of the Council.  

5.7. Members are subject to the Code of Conduct that has been adopted by the Council 

and shall comply with the Code and Standing Orders when a decision to authorise or 

instruct payment is made in respect of a matter in which they have a disclosable 

pecuniary or other interest, unless a dispensation has been granted. 

5.8. The council will aim to rotate the duties of members in these Regulations so that 

onerous duties are shared out as evenly as possible over time. Any changes in the 

recorded details of suppliers, such as bank account records, shall be verified by the 

RFO/Town Clerk.  

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

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

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

delegated committee or, if so delegated, the Clerk or RFO shall give instruction that a 

payment shall be made. 

6.3. All payments shall be affected by cheque or electronic transfers, in accordance with a 

resolution of the council. 

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

invoices authorised for payment shall be signed/authorised by two members of Council 

in accordance with a resolution instructing that payment. Payment may be made by 

internet banking transfer provided evidence is retained showing which members 

approved the payment. 

6.5. If a member who is also a bank signatory has declared a disclosable pecuniary 

interest, or has any other interest, in the matter in respect of which the payment is 

being made, that Councillor shall be required to consider Standing Orders, and thereby 

determine whether it is appropriate and / or permissible to be a signatory to the 

transaction in question. 
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6.6. To indicate agreement of the details shown on the cheque with the counterfoil and the 

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

counterfoil. 

6.7. Cheques or orders for payment shall  be verified by the RFO, authorised for payment 

by the Clerk/Deputy Clerk and approved by two signatories to the account and 

reported to the next convenient meeting of the Council or Executive Committee .  

6.8. Payment for utility supplies (energy, telephone, water and equipment lease) and any 

National Non-Domestic Rates may be made by variable Direct Debit provided that the 

instructions are signed by two Officers and any payments are reported to Council as 

made. The approval of the use of a variable Direct Debit shall be reported to the 

Council at least every two years. 

6.9. Payment for certain items (principally salaries) may be made by Banker’s Standing 

Order provided that the instructions are signed, or otherwise evidenced by two 

authorised bank signatories and are retained and any payments reported to Council 

as made. The approval of the use of a Banker’s Standing Order shall be reported to 

the Council at least every two years. 

6.10. Payment for certain items may be made by BACS or CHAPS methods provided that 

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

authorised bank signatories are retained and any payments are reported to Council as 

made. The approval of the use of BACS or CHAPS shall be reported to the Council at 

least every two years. 

6.11. Where a computer requires use of a personal identification number (PIN) or other 

password(s) for access to the councils records on that computer, a note shall be made 

of the PIN and passwords and shall be handed to and retained by the Town Clerk of 

in a sealed dated envelope in the secured office safe. This envelope may not be 

opened other than in the presence of two other councilors. After the envelope has 

been opened, in any circumstances, the PIN and/or passwords shall be changed as 

soon as practicable. The fact that the sealed envelope has been opened, in whatever 

circumstances, shall be reported to all members immediately and formally to the next 

available meeting of the council. This will not be required for a member’s personal 

computer used only for remote authorization of bank payments.  All passwords will 

also be stored remotely in the cloud via a database to improve security. 

6.12. No employee or Councillor shall disclose any PIN or password, relevant to the working 

of the Council or its bank accounts, to any person not authorised in writing by the 

Council or a duly delegated committee. 

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

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

6.14. The Council, and any members using computers for the Council’s financial business, 

shall ensure that anti-virus, anti-spyware and firewall, software with automatic updates, 

together with a high level of security, is used. 

6.15. Where internet banking arrangements are made with any bank, the RFO shall be 

appointed as the Service Administrator. The Bank Mandate approved by the Council 
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shall identify a number of Councillors who will be authorised to approve transactions 

on those accounts. The bank mandate will state clearly the amounts of payments that 

can be instructed by the use of the Service Administrator alone, or by the Service 

Administrator with a stated number of approvals. 

6.16. Access to any internet banking accounts will be directly to the access page (which 

must not under any circumstances be saved under “favourites”), and not through a 

search engine or e-mail link.  Remembered or saved passwords facilities must not be 

used on any computer used for Council banking work. Breach of this regulation will be 

treated as a very serious matter under these regulations. 

6.17. Changes to account details for suppliers, which are used for internet banking may only 

be changed on written hard copy notification by the supplier and supported by hard 

copy authority for change signed by two of the Clerk, the Deputy Town Clerk, a 

member. A programme of regular checks of standing data with suppliers will be 

followed. 

6.18. Any Credit Card issued for use will be specifically restricted to the Clerk/Deputy Clerk 

and the RFO and will also be restricted to a single transaction maximum value of £500 

and monthly spending restricted to £1000 unless authorised by Council or Executive 

committee before any order is placed. The credit card limit should be authorized by 

Chairman of Executive committee. 

6.19. Pre-paid debit cards will not be used.  

6.20. Any corporate credit card or trade card account opened by the Council will be 

specifically restricted to use by the Clerk, Deputy Clerk and RFO and shall be subject 

to automatic payment in full at each month-end. Where a corporate credit/debit card is 

provided, personal credit or debit cards of members or staff shall not be used under 

any circumstances. 

6.21. Any corporate credit card provided will be stored in a secure location on the Council 

premises with access only provided to the Clerk, Deputy Clerk and RFO. All payments 

made using the credit card must be supported by a Purchase Order and /or an invoice 

and will be paid from the General Account to ensure appropriate authorisations. 

6.22. The Council will not maintain any form of cash float. All cash received must be banked 

intact.  Any payments made in cash by the RFO (for example for postage or minor 

stationery items) shall be refunded on a regular basis, at least quarterly. 

6.23 Adequate systems of internal control will be implemented prior to adopting electronic 

payments. 

7. PAYMENT OF SALARIES 

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

requirements placed on all employers by PAYE and National Insurance legislation. 

The payment of all salaries shall be made in accordance with payroll records and the 

rules of PAYE and National Insurance currently operating, and salary rates shall be as 

agreed by Council, or by the Executive Committee. 
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7.2. Payment of salaries and payment of deductions from salary such as may be required 

to be made for tax, national insurance and pension contributions, or similar statutory 

or discretionary deductions must be made in accordance with the payroll records and 

on the appropriate dates stipulated in employment contracts, provided that each 

payment is reported to the next available Council meeting, as set out in these 

regulations above. 

7.3. No changes shall be made to any employee’s salary scale range, emoluments, or 

terms and conditions of employment without the prior consent of the Executive 

Committee.  

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

the statutory and discretionary deductions shall be recorded in a separate confidential 

record (confidential cash book). This confidential record is not open to inspection or 

review (under the Freedom of Information Act 2000 or otherwise) other than: 

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

b) by the internal auditor; 

c) by the external auditor; or 

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

legislation. 

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

payments as made as may be required under these Financial Regulations, to ensure 

that only payments due for the period have actually been paid.  

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

senior officers.  

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

to the Council. Termination payments shall only be authorised by Council. 

 

8. LOANS AND INVESTMENTS 

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

necessary borrowing approval. Any application for borrowing approval shall be 

approved by Council as to terms and purpose. The application for Borrowing Approval, 

and subsequent arrangements for the Loan shall only be approved by full Council. 

8.2. Any financial arrangement which does not require formal Borrowing Approval from the 

Secretary of State (such as Hire Purchase or Leasing of tangible assets) shall be 

subject to approval by the full Council or Executive Committee. In each case a report 

in writing shall be provided to Council in respect of value for money for the proposed 

transaction. 

8.3. All loans and investments shall be negotiated in the name of the Council and shall be 

for a set period in accordance with Council policy.  
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8.4. The Council should consider the need for an Investment Strategy and Policy which, if 

drawn up, shall be in accordance with relevant regulations, proper practices and 

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

The Council shall seek appropriate advice before approving an Investment Strategy 

and Policy. 

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

Council. 

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

custody of the RFO. 

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

between bank accounts held in the same bank, or branch, shall be made in 

accordance with Regulation 5 (Authorisation of payments) and Regulation 6 

(Instructions for payments). 

9. INCOME 

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

the supervision of the RFO. 

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

supplied shall be agreed annually by the Council, notified to the RFO and the RFO 

shall be responsible for the collection of all accounts due to the Council. 

9.3. The Council will review all fees and charges annually, following a report by the RFO.  

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

and shall be written off in the year. 

9.5. All sums received on behalf of the Council shall be banked intact as directed by the 

RFO. In all cases, all receipts shall be deposited with the Council's bankers every 

Friday and on the last day of the month or such frequency as the RFO considers 

necessary.  

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

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

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

claim due in accordance with VAT Act 1994 section 33 shall be made quarterly 

coinciding with the financial year end.  

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

shall take such steps as are agreed by the Council to ensure that more than one 

person is present when the cash is counted in the first instance, that there is a 

reconciliation to some form of control such as ticket issues, and that appropriate care 

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

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

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

charitable trust to the Council (to meet expenditure already incurred by the authority) 



 

 

FINANCIAL REGULATIONS  Page 14 of 18 

will be given by the Managing Trustees of the charity meeting separately from any 

Council meeting (see also Regulation 16 below). 

 

10. ORDERS FOR WORK, GOODS AND SERVICES 

10.1. An official order authorised by either the Clerk, Deputy Clerk or the RFO or letter 

shall be issued for all work, goods and services unless a formal contract is to be 

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

The Maintenance Manager will be permitted to authorise official orders relevant to the 

role’s scope of work up to a value of £500. 

10.2. Order books shall be controlled by the Town Clerk/RFO. 

10.3. All members and Officers are responsible for obtaining value for money at all times. 

An Officer issuing an official order shall ensure as far as reasonable and practicable 

that the best available terms are obtained in respect of each transaction, usually by 

obtaining three or more quotations or estimates from appropriate suppliers, subject to 

any de minimis provisions in Regulation 11 (I) below. 

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

Council. 

10.5. The RFO, Clerk or Deputy Clerk shall verify the lawful nature of any proposed 

purchase before the issue of any order, and in the case of new or infrequent 

purchases or payments, the RFO, Clerk or Deputy Clerk shall ensure that the 

statutory authority shall be reported to the meeting at which the order is approved 

so that the minutes can record the power being used. 

11. CONTRACTS 

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

a. Every contract shall comply with these financial regulations, and no exceptions 

shall be made otherwise than in an emergency provided that this regulation need 

not apply to contracts which relate to items (i) to (vi) below: 

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

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

disputes. 

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

repairs to or parts for existing machinery or equipment or plant; 

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

an extension of an existing contract by the Council; 

v. for additional audit work of the external Auditor up to an estimated value of 

£500 (in excess of this sum the Clerk and RFO shall act after consultation with 

Chairman of the Executive Committee); and 

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

and / or are only sold at a fixed price. 
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b. In accordance with the Public Contracts Regulations 2015, where it is intended 

to enter into a contract exceeding £25,000 in value for the supply of goods or 

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

goods, materials, works or specialist services as are excepted as set out in 

paragraph (a), and the contract is to be advertised, the Clerk shall: 

i. ensure the contract information and details of the award are published on 

the government’s Contracts Finder website.  

ii. invite tenders from at least three firms appropriately qualified to undertake 

the work. 

c.  When applications are made to waive financial regulations relating to contracts 

to enable a price to be negotiated without competition, the reason shall be 

embodied in a recommendation to the Council. 

d. Such invitation to tender shall state the general nature of the intended contract 

and the Clerk shall obtain the necessary technical assistance to prepare a 

specification in appropriate cases. The invitation shall in addition state that 

tenders must be addressed to the Clerk in the ordinary course of post. Each 

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

tender is to be sealed and remain sealed until the prescribed date for opening 

tenders for that contract. 

e. All sealed tenders shall be opened at the same time on the prescribed date by 

the Clerk in the presence of at least two members of Council. 

f. If less than three tenders are received for contracts above £25,000 or if all the 

tenders are identical, the Council may make such arrangements as it thinks fit 

for procuring the goods or materials or executing the works. 

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

Orders 18 c., d., e. & f and shall refer to the terms of the Bribery Act 2010.   

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

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

such goods, materials, works or specialist services as are excepted as set out in 

paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of 

the proposed supply); where the value is below £3,000 and above £500 the Clerk 

or RFO shall strive to obtain 3 estimates. Otherwise, Regulation 10 (3) above 

shall apply. 

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

estimate. 

j. Should it occur that the Council, or duly delegated committee, does not accept 

any tender, quote or estimate, the work is not allocated, and the Council requires 

further pricing, provided that the specification does not change, no person shall 

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

the original decision-making process was being undertaken. 
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k. The references to the European Union Procurement thresholds in Standing 

Orders still apply for the purposes of the Public Contract Regulations 2015 and 

Utilities Contracts Regulations 2016. However, the end of the transition period 

has brought in new advertising requirements and the introduction of "Find a 

Tender". For more details, visit www.gov.uk/guidance/public-sector-

procurement-from-1-january-2021. New procurements (over £100K but refer to 

current procurement thresholds) must now be advertised on 'Find a Tender'. 

Current requirements to also advertise on Contracts Finder remain unchanged. 

 

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION 

WORKS 

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

the contract by the RFO upon authorised certificates of the architect or other 

consultants engaged to supervise the contract (subject to any percentage withholding 

as may be agreed in the particular contract). 

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

of all such payments. In any case where it is estimated that the total cost of work 

carried out under a contract, excluding agreed variations, will exceed the contract sum 

of 5% or more a report shall be submitted to the Council. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved 

by the Council and Clerk to the contractor in writing, the Council being informed where 

the final cost is likely to exceed the financial provision. 

13. STORES AND EQUIPMENT 

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

stores and equipment in that section. 

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

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

made. 

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

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

annually. 

 

 

14. ASSETS, PROPERTIES AND ESTATES 

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

Land Registry Certificates of properties held by the Council. The RFO shall ensure a 

record is maintained of all properties held by the Council, recording the location, extent, 

plan, reference, purchase details, nature of the interest, tenancies granted, rents 

payable and purpose for which held in accordance with Accounts and Audit 

Regulations.  

https://norfolkalc.us19.list-manage.com/track/click?u=2692b65f54fc05af771acfb43&id=b6f582b5af&e=b613b47fce
https://norfolkalc.us19.list-manage.com/track/click?u=2692b65f54fc05af771acfb43&id=b6f582b5af&e=b613b47fce
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14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased 

or otherwise disposed of, without the authority of the Council, together with any other 

consents required by law, save where the estimated value of any one item of tangible 

movable property does not exceed £1,000. 

14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of 

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

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

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

permissions and covenants) together with a proper business case (including an 

adequate level of consultation with the electorate). 

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

of the full Council. In each case a Report in writing shall be provided to Council in 

respect of valuation and surveyed condition of the property (including matters such as 

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

an adequate level of consultation with the electorate). 

14.5. Subject only to the limit set in Reg. 14.2 above, no tangible moveable property shall 

be purchased or acquired without the authority of the full Council. In each case a 

Report in writing shall be provided to Council with a full business case. 

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

Investments is kept up to date.  The continued existence of tangible assets shown in 

the Register shall be verified at least annually, possibly in conjunction with a health 

and safety inspection of assets. 

15. INSURANCE 

15.1. Following the annual risk assessment (per Financial Regulation 17), the RFO shall 

effect all insurances and negotiate all claims on the Council's insurers in consultation 

with the Clerk. 

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

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

insurances. 

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

and risks covered thereby and annually review it. 

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

to a claim, and shall keep a record of such claims and report periodically to the 

Executive Committee. 

15.5. All appropriate members and employees of the Council shall be included in a suitable 

form of security or fidelity guarantee insurance which shall cover the maximum risk 

exposure as determined annually by the Council, or Executive Committee. 

16. CHARITIES 

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

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

separate financial reports made in such form as shall be appropriate, in accordance 
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with Charity Law and legislation, or as determined by the Charity Commission. The 

Clerk and RFO shall arrange for any Audit or Independent Examination as may be 

required by Charity Law or any Governing Document. 

17. RISK MANAGEMENT 

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

risk. The Clerk with the RFO shall prepare, for approval by the Council, risk 

management policy statements in respect of all activities of the Council. Risk policy 

statements and consequential risk management arrangements shall be reviewed by 

the Council at least annually following review by the Executive Committee. 

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

assessment including risk management proposals for consideration and adoption by 

the Council.  

18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 

18.1. It shall be the duty of the Council to review the Financial Regulations of the Council 

annually on the recommendation of the Executive Committee. The Clerk shall make 

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

the Council of any requirement for a consequential amendment to these financial 

regulations. 

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

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

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

drawn up and presented in advance to all members of Council. 

 

*   *   * 
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OBJECTIVES: 
 

1) To identify the management risks relevant to Diss Town Council 
 

2) Estimate the significance of the risks. 
 

3) Assess the likelihood of their occurrence.  
 

4) Establish actions to address those risks. 
 

METHOD: 
 
The impact that the risk presents is measured on a scale of 1-5 in terms 
of risk to quality of service, financial impact, safety implications and 
delay in services. This shows the severity of the risk and its significance. 
 
The likelihood of a risk is measured on a scale 1-5, where 1 is very rare, 
2 is once a year, 3 is more than once a year but less than once a month, 
4 is once a month or more and 5 is daily or weekly. This shows how 
often there is an opportunity for the risk to occur. 
 
Addressing risks may involve one or more of the following standard 
responses.  
 
Tolerate: risks are containable with appropriate contingency plans 
Treat: Imposing controls or setting up prevention techniques. 
Transfer: Specialist external services or insurance cover 
Terminate: Intolerable risks where no other response is acceptable. 

Item 7 App E
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

1 Lack of forward 
planning and 
budgetary controls 

➢ Lack of direction 
and prioritisation 

 
 

 
1 

 
3 

 
4 

Strategy action plan 
Budget Action Group formation 
Clear and annually reviewed Financial 
Regulations 

Annually in 
October 
 

Town Clerk, 
Responsible 
Finance Officer; 
Council (RFO) 

2 Poor reporting to 
Council 

➢ Poor quality 
decision making 

➢ Council becomes 
ill informed 

 
1 

 
3 

 
3 

Timely and accurate financial reporting 
Strategy plan dates for review 
Key documents schedule  

Quarterly 
 
When 
required 

Town Clerk, 
Deputy Town 
Clerk and RFO 

3 Loss of key staff ➢ Failure in 
budgetary 
controls 

➢ Correspondence 
backlog 

➢ Loss of working 
hours 

➢ Diversion of key 
staff from priority 
work 

 
 
 
2 

 
 
 
4 

 
 
 
8 

Succession Planning for Clerk & RFO 
Clear office procedures 
Effective performance management 
policy 
Good recruitment procedures and utilise 
recruitment agency where necessary. 
Internal Auditor/Finance Assistant to 
cover end of year return if RFO 
unavailable 

Annually Council Leader; 
Town Clerk and 
RFO 
 

4 Poor document 
control 

➢ Information not 
passed on in a 
timely manner 

➢ Deadlines missed 
➢ Lack of 

achievement 

 
 
3 

 
 
1 

 
 
3 

Clear Standing Orders and job 
descriptions. 
Effective performance management 
Sound filing systems and cloud backup 
Use of fireproof cabinet where required 
Document Retention Policy 

Annually 
 
 

Town Clerk, 
DepTC, RFO 

5 Non-Compliance 
with law, in 
particular: 
*Health and Safety 
*Equalities 
*Data Protection 
*Human Rights 
*Disability   
 Discrimination 
*Employment Law 

➢ Fines and 
Penalties from 
regulation bodies 

➢ Employee action 
for negligence or 
grievance 

➢ Loss of 
reputation 

 

 
 
 
 
 
 
1 
 
 
 

 
 
 
4 

 
 
 
4 

Clear policies and procedures 
Regular review of law 
Updated employment contracts 
Training programme for staff including 
induction procedure. 
Use of ACAS and other bodies to keep 
up to date. 
Use of Council appointed Human 
Resources advisor 

Bi-annual 
 
 
Annually 

Town Clerk and 
Line Managers 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

6 Ensuring all 
business activities 
are within legal 
power 

➢ Illegal 
expenditure 

➢ Poor public 
image 

2 3 6 Recording the precise power under 
which unusual expenditure is being 
approved 
Officer training to keep up to date with 
legislation 

As required 
 
 
 

Town Clerk, 
DepTC and 
RFO 

7 Council lacks 
relevant skills and 
commitment 

➢ Higher cost to 
professional 
advice 

➢ Council fails to 
achieve its 
purpose 

➢ Decision making 
by-passes 
Council 

➢ Poor value for 
money 

 
 
 
1 

 
 
 
4 

` 
 
 
4 

Clear co-option procedure 
Mandatory training for Councillors 
Close review of attendance 
Encourage good relationships between 
Officers and Councillors 

Annually   
 
Every 
meeting 

Town Clerk; 
Council Leader 

8 Council becomes 
dominated by one 
or two individuals, 
or cliques form 

➢ Conflicts of 
interest 

➢ Pursuit of 
personal 
agendas 

➢ Decisions made 
outside Council 

 
 
2 

 
 
3 

 
 
 
6 
 

Clear Standing Orders regarding 
conduct of meetings and Conflict of 
Interests 
Training for Councillors 

Annually Council Leader 

9 Sudden loss of 
councillors 

➢ Unable to make 
decisions if 
inquorate 

➢ Delay to decision 
making process 

2 4 8 Ensure meetings are quorate 
Standing Orders would apply if not 
quorate and no business to be 
transacted 
Council by-election / co-option process 
would commence 
District Council informed if Council 
unable to transact business until by-
election held 
 
 

Annually Council Leader 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

10 Failure to register 
Members’ interests, 
gifts, etc. 

➢ Member could 
make 
inappropriate 
gains 

➢ Could affect 
Council 
reputation 

 
 
1 

 
 
3 

 
 
3 

Annually record and monitor Members’ 
interests and gifts 
Officers up to date with Code of Conduct 
procedures  
Annual review of Code of Conduct and 
Dispensation Policy 
Member training 
 
 
 
 

As required Town Clerk 

11 Lack of 
maintenance of 
Council owned 
property 

➢ Higher cost of 
repair 

➢ Injury to third 
party leading to 
claims 

➢ Damage to 
property 

 
 
2 

 
 
3 

 
 
6 

Building structural survey 
Stock condition survey 
Regular routine maintenance 
Insurance cover 
Facilities Management Plan 

Ten yearly 
 
Annually 

Town Clerk and 
RFO 

12 Damage or loss to 
Council owned 
property by third 
party or act of God.  
 

➢ High cost of 
repair 

➢ Loss of assets 
➢ Disruption to 

services 
➢ Damage to public 

property or 
person 

 
3 
 
 

 
 
 
 
1 
 
 
 
 
 

3 Annual review of risk and adequacy of 
insurance cover  
Fire Alarm; Improved security 
Clear monitoring and auditing 
procedures by staff  
Maintain Asset Register 
Regular maintenance arrangements for 
physical assets 
Backup to cloud IT service  
 

Annually Town Clerk and 
RFO 
 
 
 
 
 
Executive 
Committee 

13 Damage to third 
party property or 
individual due to 
service or amenity 
provided 

➢ Claim against 
Council 

➢ Increased 
insurance 
premium 

 
 
 
2 

 
 
 
3 

 
 
 
6 

Public liability insurance 
Comprehensive event planning 
Regular checks of facilities 
Ensure all amenities/facilities are 
maintained to appropriate level 
Health & Safety and risk assessments 

As required Town Clerk and 
RFO 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

14 Fraud, Misconduct 
or Gross 
Underperformance 

➢ Reduction in 
available funds 

➢ Loss of 
reputation 

1  
4 

 
 
 
 
4 
 
 
 

Clear financial procedures 
and regulations 
Staff / Member/ Internal control policies 
Bi-annual internal audits 
Adequate insurance cover 
Continuous management performance 
system in place to promote development 
and improvement 

Annually 
 
 
 

Town Clerk and 
RFO 

15 Significant change 
in funding; sudden 
large expenditure 
required; excessive 
under-budgeting 

➢ Services not 
provided 

➢ Lack of 
confidence in 
Council 

➢ Inability to carry 
out functions 

➢ Insufficient funds 
for contingencies 
or projects 

 
 

 
 
1 

 
 
4 

 
 
4 

Robust budgeting process 
Regular in-year budget progress reports 
Council has established adequate 
reserves 
Insurance in place to cover major risk 
Resort to other funding sources or 
Public Works Loan Board 
Correct deficit via budget planning over 
subsequent years 
Project EMR forward budget planning 
over several years 

Annually 
Quarterly  
Annually 
 
 
 
 

Council / Town 
Clerk and RFO 
 

16 Inappropriate VAT 
treatment 

➢ Penalties from 
HMRC  

➢ Excessive 
exempt VAT 
expenditure 

1 3 3 MTD implementation, bi annual audit 
and further staff training 
 
Measures to minimise business exempt 
expenditure where appropriate or seek 
alternatives when necessary (such as 
option to tax) 

Bi-weekly 
 
 
As required 

Town Clerk and 
RFO 

17 Non-compliance 
with restrictions on 
borrowing / inability 
of Council to repay 
a loan 
 
 
 
 

➢ Penalty 
payments 

➢ Negative PR 

 
1 
 
 

 
4 
 
 

4 
 

Include loan repayments in annual 
budget 
Clear Financial Regulations 
Careful review of current procedures for 
borrowing 
 
 
 

Annually 
 
 
As required 

Town Clerk and 
RFO 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

18 Failure to use 
grants received for 
intended purposes 
 
 

➢ Lack of funds for 
project for which 
grant was 
intended 

➢ Investigation into 
the use of funds 

➢ Repayment of 
funds 

 
 
1 

 
 
4 

 
 
 
 
4 
 
 

Ensure funds properly ring fenced 
Clear financial procedures 
Clear record in minutes 
Inclusive of scope of audit preparations 

As required Town Clerk and 
RFO 

19 Failure for local 
organisations to 
use grants given 
for intended 
purposes under 
specific powers or 
s137 

➢ Lack of funds for 
project for which 
grant was 
intended 

➢ Misuse of grant 
monies 

 
1 

 
3 

 
 
3 
 

Revised grant application and follow up 
procedure to establish expenditure. 
 
Maintain a separate record for s.137 
expenditure 

Annually Town Clerk and 
RFO 

20 Not keeping the 
proper statutory 
financial records  

➢ Inadequate 
financial control 

 
1 

 
4 

 
4 

Regular scrutiny of financial records and 
proper arrangements for the approval of 
expenditure 
 
Bi annual audit and year end update. 

Annually Town Clerk and 
RFO 

21 Failure to plan for 
staff absence 

➢ Inability to pay 
staff and 
contractors 

2 4  
8 
 

Maintain adequate staff to cover staff 
absences 
Monitor leave requests 
Succession Planning – usually member 
of Finance staff available. If not, 
payments scheduled accordingly 
Train Finance Assistant to manage 
accounts and payroll as a back-up 

As required Town Clerk and 
RFO 

22 Failure to register 
Town Council 
owned land 
 
 
 
 
 

➢ Land ownership 
disputes 
 
 
 
 
 

 
 
 
1 
 
 
 
 

5 
 

5 Ensure all Town Council owned land is 
registered with HM Land Registry 

As required Town Clerk and 
RFO 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

23 Failure to carry out 
Cemetery Record 
Checks 

➢ Inaccurate 
allocation of 
exclusive rights / 
burial plots 

➢ Loss of potential 
income 

➢ Unnecessary 
distress to 
bereaved families 

1 5  
5 
 

Checks of Cemetery Record by Finance 
Assistant 

Quarterly Town Clerk/ 
DepTC 

24  Failure to have 
adequate limits of 
compensation on 
investment 

➢ Significant 
financial loss of 
reserves 

➢ Weak financial 
position 

1 3 3 Regular review of current investments. 
Investment Strategy review 
Diversification of investments  
 
  

Annually Town Clerk/ 
RFO/Executive 
Committee 

25 Misuse of credit 
card 
 
 

➢ Financial loss  2 4  
8 
 

Appropriate controls on spending 
Robust payment authorisation process 
Accounting treatment through P/Ledger 

Annually/         
Monitored 
monthly 

Town Clerk/ 
RFO/Executive 
Committee 

26 Risks associated 
with changing bank 
/ Debtor delays 

➢ Money paid into 
the wrong 
account 

➢ Unable to 
maintain cash 
flow 

1 3  
3 
 

To keep current account open to cover 
the overlap.  
Inform Debtors immediately 

After 6 
months 

Town 
Clerk/RFO 

27 Disaster impacting 
on town 

➢ Loss of life 
➢ Casualties 
➢ Fear amongst 

community 
➢ Loss of / damage 

to Council assets 
or town facilities 

 
 
 

1 5 5 Resilience / Emergency Response Plan 

Accept instructions from Category 1 
responders i.e. Emergency Services, 
NHS Bodies & higher tier authorities 
Council to take part in any learning 
reviews after any disaster 
 
 
 
 
 

Annually Council / Town 
Clerk 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

28 Council Offices 
unserviceable (e.g. 
fire / flood) 

➢ Services 
suspended 

➢ Cost of repair / 
replacement of 
equipment 

➢ Loss of IT 
facilities 

1 5 5 No life-critical services provided 
Emergency management team called 
together to agreed priorities 
Enacted Homeworking Policy 
Short-term measured recovery in the 
alternative location – DYCC 
Medium / long-term plan to return to 
Council Offices 
Backup cloud service provided by 
existing IT supplier 

Annually Council / Town 
Clerk 

29 Media misreporting ➢ Incorrect 
messages being 
consumed by 
public 

➢ Complaints 
➢ Negative PR 

 

3 3 9 Press releases / news items issued 
where relevant 
Develop good relations with media 
Follow Communications Policy 
Council Leader / Clerk to brief journalists 
as per Comms policy 

As required 
 
 
4-yearly 

Town Clerk / 
Council Leader / 
Town Mayor 

30 Contractors not 
supplying agreed 
services 

➢ Incomplete 
project 

➢ Unsatisfactory 
outcomes 

➢ Additional cost / 
time to complete 
project 

➢ Relationship with 
contractor 

2 4 8 All tasks are controlled by Purchase 
Order against specification 
Review higher cost contracts to ensure 
they are controlled by defined contract 
or service level agreement 

As required 
 
 

Town Clerk / 
RFO 

31 Confidential data 
being disclosed 

➢ ICO investigation 
/ fine 

➢ Negative PR 
➢ Complaints 

2 4 9 Confidential data held in accordance 
with GDPR 
Security measures in place and used 
e.g. safes, shredding, firewall 
Staff / Member GDPR policy 
Nominated Data Protection Officer in 
place 

 
 
 
 
Annually 

Town Clerk / 
Council  

 



Proposals from Scott Properties Ltd regarding land east of Shelfanger Road and west 
of Heywood Road 
 
 
From: Eric Taylor <councillorTaylor@diss.gov.uk>  
Sent: 13 February 2022 11:26 
To: Sarah Richards <sarah.richards@diss.gov.uk> 
Cc: Simon Olander <councillorOlander@diss.gov.uk> 
Subject: FW: Land East of Shelfanger Road - POS Maintenance 
  

Hi Sarah 

Reference Richard Martin comments to us on behalf of M Scott properties  

Richard has pointed out that: 

• The attenuation basins will be offered to Anglian Water for adoption, but that Anglian 
Water are likely to ask for the maintenance to be handled by the development 
management company. 

• The on-site open spaces will be offered to the Town Council for maintenance as per 
the South Norfolk SPD along with a 10-year commuted sum. We can refuse this and 
ask that the site maintenance also sits with the management company in perpetuity. 

• The cemetery extension land - the developer would not expect to pay a maintenance 
contribution for land which is gifted. However, they have offered to pay a 10-year 
maintenance contribution as a gesture of goodwill providing we agree that the open 
space in 2 can sit with the management company. 

The Town Council would have the ability to call for the cemetery land at any point within a 
set period (5 years?) following commencement of the development.  The land would be 
seeded and fenced off from the development site (wooden post and rail fencing proposed) 
with landscaped planting on the site side of the fence.  They have also made an allowance 
for a single 5 bar wooden gate and two pedestrian gates from the site, to allow for 
maintenance access and pedestrian access if required. 

Sarah, as the representatives on the DDNP steering group only have delegated powers to 
agree the housing numbers etc on this site I think we need to have a resolution agreed with 
Full Council so that we can go back to the developer.  My recommendations would be that: 

1. That we agree to the open spaces on this site being managed by the developer’s 
management company in perpetuity.  

2. We agree to the developers offer to pay a 10-year maintenance contribution on the 
cemetery extension and delegate the agreement on fee to the Town Clerk. 

3. That we ask the developer to seed the cemetery extension as a wildflower meadow 
as soon as possible after starting work on the site and that Diss Town Council use 
the area as a quiet place of reflection for those using the cemetery until we need to 
use the land for burials.  

I hope that this sounds sensible to you. 

Kindest Regards 

Eric 
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DISS TOWN COUNCIL 
Council Offices, 11-12 Market Hill, 
Diss, Norfolk, IP22 4JZ. 
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Email: towncouncil@diss.gov.uk 
Website: www.diss.gov.uk 

  
 
 
 

Report Number: 
66 / 2122 

 
Report to: Full Council 
Date of Meeting: 16th March 2022 
Authorship: Town Clerk 
Subject:  Park Security 

 
 
Introduction 
 

1. At the last meeting of the Facilities committee in February, it was agreed that Full 
Council would consider the project to improve park security as a park enhancement 
project.   

 
2. Relevant previous reports relating to this subject are referenced 42/2021, 13/2122 

and 56/2122. 
 

3. The objective of the original project was to prevent access to the Park from potential 
encampments and it was agreed at the time that Council wanted to support this aim.  

 
4. Various options have been considered including fencing, gates, bollards, planters, 

trees and mounds along the perimeter of Park Road and the car park.  
 

5. The original budget of £10k did not stretch to cover the quoted costs of the works to 
install most of the above solutions and a cost of at least £20k is more realistic.   

 
Events in 2022 
 

6. With the forthcoming major events in Diss Park on Thursday 2nd June for the Queen’s 
Platinum Jubilee followed closely on Sunday 3rd July by the Diss Carnival, I am 
concerned that there is nothing in place to prevent encampments from arriving on the 
Park shortly before these events.  

 
7. The last encampment was willing to cooperate, stayed just a short while and left the 

Park in a tidy condition on their departure.  
 

8. The next encampment could be very different and may scupper forthcoming events 
into which have gone a considerable amount of work to date.  The workloads for both 
events are immense (Carnival alone is huge) and as the events near, this will 
increase and will have a significant impact on our staff despite the input of councillors 
and volunteers on the respective sub-committees.   
  

9. This could pose a significant risk to the Council.  
 
Options 
 

10. I still believe the option of the raised verges / mounds / berms around the Park Road 
side is a potential natural and cost effective solution, tried, tested and found to be 
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successful in other areas. The costs and challenges around gate security for 
maintenance, emergency and event access could be further investigated but it will 
take time.  

 
11. Council should determine whether it wishes to continue to support the principle of 

‘securing’ the Park from potential encampments.  If it does, Council needs to 
determine a timeframe for implementing the most appropriate solution.  Given that the 
first major event is taking place in the Park mid-May and with resources already 
allocated to many other projects between now and the summer, it is suggested that 
this is considered prior to the 2023 event season.   

 
12. If Council decides not to do support the above principle, it will be accepting the risk of 

an encampment arriving prior to a significant event and a strategy for assessing and 
managing this risk will be required.  

 
Priorities 
 

13. I also propose that given priorities we have at other sites the Council own namely the 
Sports Ground, DYCC and Council Offices, that any park enhancement project is 
postponed until the former sites have been improved.  Considerable funds have been 
invested recently in play equipment on the Park and as much as I would support any 
improvements to the Park, we need to prioritise.   

 
 
 
Recommendation Options 
 
To continue to support the principle of securing Diss Park from potential encampments, set a 
target date of implementation of the most appropriate solution by end of Autumn 2022 and 
develop a strategy for assessing and managing risk of a potential encampment prior to 
summer 2022 events.  
 
OR  
 
Not to support the principle of securing Diss Park from potential encampments and develop a 
strategy for assessing and managing associated risks. 
 
AND 
 
3. To postpone the Park enhancement proposal to prioritise works required at other Council-
owned sites. 
    
 

 
 
 



A review of my mayoral role and activities in 2021/22 and comparisons with other 
towns I visited. 

The following notes are to inform and give insight into what a future mayor can expect. I 
have also listed few personal thoughts on what I think might change going forward. 

Events 

1. After a slow start to the mayoral year due to the covid restrictions my calendar got 
much busier and of course much more interesting. Over the course of the mayoral 
year, I will have attended more than 40 civic events and travelled over 700 miles. It 
would normally have been more events but a number have been cancelled, including 
some in Diss. Around 50% of these events will be at other towns with their mayors or 
Chairmen and involve local government, district and county councils. 

**Note** I have probably attended more civic events in other towns than some 
previous mayors partly because I am retired and have the capacity but also because 
I want to fulfil my role in championing engagement with the community and wider 
area whilst raising the profile of Diss and supporting other towns charities. In fact, I 
have only missed two events I was invited to and that was because they clashed with 
other towns events. Whilst, a mayor is free to make their own programme my 
personal view is that a mayor should attend as many civic events as possible. 
Whatever you decide, events in Diss must always take priority.  

2. These events are a chance to be a civic ambassador for the town, support the 
organisers charities and are an opportunity to engage and network with other 
chairmen and senior officers at parish, district and county council levels. I estimate I 
have met around 35 mayors (or the chain gang as they like to style themselves) 
some of them on numerous occasions, from both north and south on the River 
Waveney. 

Examples of the benefits of networking include: 

a) Meeting the South Norfolk District Council chairman 7 or 8 times at events which 
helps to build a relationship and may be useful contact in the future as she is heavily 
involved in planning matters and is a member of the SNC Development Committee 
(Planning). 

b) Seeing what is happening in other towns. At Wymondham for example I attended a 
reception at the new council offices in Ketts Park. These offices are adjacent to their 
newly built sports halls and 3G artificial grass pitches, all of which were being really 
well used. Interesting, because this is something we have been discussing for some 
time with SNDC for Diss. 

c) Discussing with other chairman how they do things in their towns. 
d) Learning about other towns and how they promote their heritage. In Thetford for 

example it prides itself in being one of the oldest Mayoralties with a history going 
back over 800 years. They claim to be the third oldest after the City of London and 
Winchester.  

Social Media 

3. I have usually looked at websites and social media before visiting other towns, just to 
learn a little about them. My personal view was that they are mostly a similar style to 
our website but when I started looking at the detail, I thought that our site was as 
good and in many cases much better than other towns. This was because it was 
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particularly noticeable that although other towns kept up to date on mentioning 
forthcoming events, they would sometimes take weeks to update their web pages 
and events sometimes had low levels of coverage compared to us. It was also 
noticeable how comprehensive our photo galleries are compared to some and how 
much more social media we produce. Overall, I think we compare well with other 
towns, so well done to all those that produce our media.    

Civic Events 

4. Whilst you would expect towns to be unique and do things differently to each other I 
was surprised at some of the differences. I have listed a few below: 
 

a) With the exception of Diss, all Town Councils have a dedicated civic officer looking 
after mayoral invites etc. This was usually combined with a main job i.e., Town Clerk, 
Cemetery Officer or something similar. A number commented that they were 
surprised to hear directly back from the Town Mayor. That said I think our system of 
the mayor replying directly, works well and takes a little work away from the office 
staff, so why would we want to change it. 
 

b) I found there is definitely more pomp and tradition with the Suffolk towns compared to 
Norfolk.  In Norfolk I met several Mayors who refused to wear robes and even one or 
two who said their council did not have any.  
 

5. In Suffolk it was completely the opposite with everyone keen to dress up and parade 
at the slightest excuse. Those towns that paraded to the church were happy to put in 
road closures and even if the church was only 100 metres away from the town hall 
would arrange a much longer route to ensure as many of the community as possible 
saw the parade. Inevitably, there was some musical accompaniment and often the 
parade was led by a drummer, the Salvation Army, a local band or even a piper. 
 

6. It does seem that the more pomp and tradition that is put into an event the more it is 
appreciated by those watching. I was a very sceptical in the beginning thinking that 
this was being done mainly for the children but adults as well as children seemed to 
enjoy the events as much as each other and there was always a good turnout.  
 

7. To give you a flavour of the pomp and ceremony, at the Eye Parade and Civic 
Service for Cllr Johnnie Walker - the parade was led by a lone piper, he was followed 
by a mace bearer, next the Mayor Cllr Johnnie Walker, then the Town Clerk in a 
university style graduation gown and mortarboard hat, followed by the Full Council of 
14 councillors and finally the Mayors and Civic dignitaries from the other towns. It 
was quite surreal marching through the old town and being led by the haunting sound 
of the bag pipes. 
 

8. I was surprised that a number towns presented their honoured citizen awards at civic 
services or Mayor making receptions. However, where they did this, they tended to 
style the awards as the ‘’mayors honoured citizens’’. Amongst those doing this were 
Wymondham and Stowmarket. I personally, prefer the way we do it at our Annual 
Town Meeting. 
 

9. In other towns the refreshments are usually served in another building away from the 
church. However, I must have been told 6 or 7 times over the last few months, how 
lovely our setting was in St Mary’s and how well looked after they were. A number of 



them also said that our refreshments were far better than theirs (which they are) and 
that they needed to raise their game to our level. Well done to everyone involved. 
 

10. I would like to say a big thank you to all the councillors, Officers and staff that worked 
so hard to make a success of my mayor making civic service which I really 
appreciated. However, it has been noticeable at other civic services I attended that 
the turnout of councillors has been much higher than in Diss. Whilst, I appreciate we 
all have other commitments it would be nice to see a few more of you at this sort of 
event.  
 

11. In Diss we have traditionally had a bucket collection after the service catching 
people on the way out of church, as it is a discreet way of collecting for the mayor’s 
charities. I have not seen this method used at any other towns civic service. 
However, I have seen a number of different methods used, the most common being: 
 
a) Collection plate or offering bag (pouch) passed along each row starting at the   

front row until it reaches the back row towards the end of the service. This 
requires an usher for each plate/pouch. 
 

b) Collection plate on a stand at the end of each isle that dignitaries and visitors 
pass as they file out at the end of the service. This would require an usher or a 
councillor to stand by each collection position. 
 

12. There have also been variations on this such as envelopes provided with the order of 
service at 2 services so that donations could be kept private. Both the above 
methods work well and probably because they are more visible seem to raise more 
money than our bucket system. 
 

13. The only town that used a similar system to Diss was Hunstanton but rather than a 
bucket they at least used an ornate bowl which was much more in keeping with the 
occasion. It does have the advantage of anonymity and probably allows attendees to 
feel less pressured to donate in the same way as the bucket. 
 

14. It seems to me that future mayors should consider one of the above two methods or 
at least update our bucket to something more in keeping with a Church ceremony to 
support their charities. 

N.B. The buckets were purchased for use at the Carnival and re-branded for the civic 
ceremony. Funds are available to purchase a more appropriate receptacle. 

Mayor selection in other towns 

15. Of all the Town Mayors I have spoken with it seems that Diss is the only town that 
has a mayor and a council leader rather than a mayor and a deputy. 

 
16. It seems that most towns either nominate a mayor in much the same way as we do 

or they select on the basis of length of service. Where a mayor is nominated, it 
seemed fairly common that the nominated deputy to the mayor is the ‘mayor elect’ for 
the following year.  

 
17. As the mayor is a role that any councillor should be able to aspire to. I do think the 

idea of it being offered based on service has some merit. This would be a more 
equitable approach and give every councillor the chance to be mayor should they be 



next in line in terms of service and want to do it. The downside with this method 
mentioned by one town mayor was they did not always get the most suitable person 
or the best ambassador for their town. However, both methods were popular. 

 
18. I was surprised when at my second civic event I was approached by two very upset 

mayors who had been told by a ‘councillor’ at my civic service that the role of mayor 
at Diss Town Councillor was only ceremonial and that the Council Leader looks after 
the day to day running of the council. They were even told that the Diss mayor was 
not chairman of the council. They went onto to express an opinion that this 
disrespects and diminishes the role of mayor as first citizen and chairman of any 
council. It is a little disappointing that they were misinformed by a councillor which I 
thought was quite disrespectful.  
 

19. Incidentally, whilst I was explaining the true role of the Mayor of Diss to them another 
mayor was listening in and his town council has since made enquiries to the Clerk 
about how the two roles of Mayor and Council Leader work with us. They were 
obviously Impressed enough by my explanation to want to find out more. Since then, 
I know that District councillor Minshull has been approached by them and asked to 
visit and explain how the two roles work together as they are keen to find ways of 
sharing the workload. 

20. It has always been traditional that a mayor and the deputy mayor look after both the 
civic and the day to day running of council and indeed that is what we did in Diss until 
around 7 years ago. This is still the norm today, at most other town councils. The 
downside at Diss when we did this was that the deputy mayor did not have a real role 
and was just expected to deputise if the mayor was unavailable. It seems that this is 
the case currently at many other towns. 

 
21. The role of Council Leader was created to help the mayor perform his duties 

especially when he is a working mayor or has a lot of other commitments. It came 
about when we had district councillors also serving on the town council and mimicked 
what was done at district council level. 

 
22. I firmly believe it would be folly to follow what the vast majority of other councils do 

just because it is the norm, we must do what is best for our town. In fact, this was 
one of the points I made in my discussions with the other mayors that approached 
me. 

 
23. There are a number of distinct advantages to having a Council Leader including:   

a) It allows the mayor to carry out more civic duties in other towns as an ambassador 
for Diss. 

b) It gives aspiring mayors an opportunity even if they have heavy work or other 
commitments. 

c) It allows the promotion and support of more events in the town. 
d) It provides another stream of day-to-day advice to the Town Clerk. 
e) It allows the Council Leader to lead and take overall responsibility for delivering the 

strategy plan reducing the mayor’s workload. 
 

24. Two former Diss mayors have commented to me in the past that since we created 
the Council Leader role, they felt they were isolated and were not involved enough in 
the decision-making process during their term in office, certainly not to the degree 
they would expect the council chairman to be.  

 



25. I also felt this way in my early days as mayor and sought discussions with both the 
Town Clerk and the Council Leader. We then made some changes which addressed 
these issues with our shared weekly 1-2-1 meetings.  

 
26. I do believe that the mayor’s role as Chairman had become diluted over the years as 

we have tried to take work/responsibility away from the mayor to free up more time 
for civic and community engagement. The changes to the weekly 1-2-1 meeting 
format have helped a lot as it means the mayor is aware of what is going on and is a 
part of the decision-making process. This has been reflected in the revised roles and 
responsibilities document. 

 
 
Councillor Eric Taylor 
Town Mayor 
 
 



Full Council Proposal – The role of Diss Town Council Leader 

 

1. SUMMARY 

1.1 A local council has no statutory authority to elect a Council Leader. However, some politically divided or 
larger local councils do so. The leader of the council is often chosen by the group of councillors that has the 
political majority on the council. 

1.2 The role of a leader of a local council is not intended to undermine the role of the Town Mayor or the 
chairman of a meeting. However, a leader may be instrumental in raising business for consideration at a 
meeting or lobbying other councillors on an issue. The leader has the same formal standing as any other 
councillor. Like other councillors, the leader has no authority to discharge a council’s statutory functions. 

1.3 Reference to Council Leader, and Leader in this report, refer to the one post and the terms are 
synonymous with one another. 

 

2. RECOMMENDATIONS 

2.1 It is recommended that consideration be given to the continuation of the appointment of a Council 
Leader at the Annual Meeting of the Town Council. 

2.2 Subject to agreement to paragraph 2.1, it is recommended to resolve to recommend to Council; 

2.2.1 the role of the Council Leader be agreed as per the protocol as provided with this report headed “Diss 
Town Council Leader Role and Protocol.” 

2.2.2 standing orders and relevant policies will need to be amended to reflect any changes from the above 
recommendations. 

2.2.3 If agreed at the March Full Council meeting, this would need to be implemented before the May 
meeting of the Town Council when the Council Leader is to be appointed. 

 

3. BACKGROUND 

3.1 The Council Leader position was originally created to assist the newly appointed Mayor of DTC, some 
time ago. It was created to reduce the burden on the Town Mayor to attend civic functions, chair Full 
Council meetings and lead the Council.  This would be challenging for retired Town Mayors let alone 
working ones.  

3.2 I believe that the position of Council Leader has changed from inception to the current day and the 
reason for that is that there was little detail and documentation such as protocols, handbooks or parameters 
put in place other than the roles and responsibilities document, therefore the role has evolved organically 
and now provides DTC with another councillor that can be a conduit for communication between Town, 
District and County Council.  

3.3 If it is agreed to continue to appoint a Council Leader, then his / her role must be specified to reflect the 
work that DTC has prioritised and work with the Clerk on issues which are considered priorities of the 
Council, of strategic importance and assist in forward planning. Before being presented to Council for 
approval, it will be necessary to establish a protocol which will oversee and govern this relationship. It is 
suggested the protocol below is considered. 

3.4 Should it be agreed to adopt the protocol and to continue to appoint a Council Leader, it will be 
necessary to amend Standing Orders as described in the protocol. 
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DISS TOWN COUNCIL LEADER - ROLE AND PROTOCOL 

Council Leader Role 

1. The Council Leader does not have any special power that is not available to ordinary members. 
2. The Annual Meeting of the Town Council (in May) shall elect a councillor as Council Leader in 

accordance with Standing Orders. It is expected that the Council Leader is elected each year for the 
electoral term. This will provide the opportunity for the Leader to develop in the role and provide 
consistent leadership for the duration of his / her tenure.  

3. The Council Leader may be replaced at any meeting of Full Council. The motion to replace the 
Leader must be notified in the agenda of that meeting. 

4. The Council Leader can guide the decision-making process at councillor level and liaise with the 
Town Clerk on those issues, forward plans and matters of policy or strategic direction. Both the 
Council Leader and the Chair of the Executive Committee assists with the policies of the Council to 
be implemented, working within the guidelines as promoted in the Council’s Policy Statement. 

5. The Town Clerk may use the Leader as a “sounding board” in advance of formal consideration of 
any matter to assist in gauging likely councillor reaction to a proposal. 

 

LEADER PROTOCOL 

Introduction 

This protocol aims to ensure that the Leader is guided by a set of principles designed to maintain high 
standards of public accountability, mutual respect and an understanding of the Council's decision-making 
structures. 

1. General Principles 

1.1 The Leader must not use Council resources for party political purposes. The Leader must uphold the 
political impartiality of the Town Clerk and not ask the Town Clerk to act in any way which would conflict 
with the Council’s statutory Code of Conduct, the local etiquette on Member/Officer relationships or national 
Conditions of Service. 

1.2 The Council Leader has line management responsibilities for the Town Clerk and can agree with the 
Town Clerk issues that arise on a day-to-day basis in relation to the implementation of Council decisions. 
The Leader will report back, any line management duties of the Town Clerk to the Executive Committee 
Chair and respond to questions if the need arises to any committee. 

1.3 Where a decision is required following discussion between the Leader and the Town Clerk, the matter 
will be submitted to Council or a committee for consideration, unless the matter is already delegated to the 
Town Clerk, in consultation with the Leader. 

1.4 Matters wholly within the responsibility of the Town Clerk, or which have been delegated to the Town 
Clerk without consultation requirements, may still be discussed between the Leader and the Town Clerk. 

1.5 In undertaking their roles, the Leader and Town Clerk should respect the following: 

 
PRINCIPLES: 

Principle 1 The Leader will be the spokesperson for the Council on all policy matters and the Council’s 
representative at major conferences. They will have no civic ceremonial responsibilities unless deputising 
for the Mayor.  Town Council meetings will be chaired by the Mayor. The Leader has no special role in 
relationship to any of the Trusts in which the Council is involved. 

Principle 2 As a 'visible' and accountable elected representative, with defined responsibilities, the Leader 
will be properly briefed on all significant aspects of the work of the Council. The Town Clerk should ensure 
a proper information flow so as to ensure that the Leader can “lead” effectively. 



Principle 3 Good communications can best be achieved through planned and programmed meetings and 
briefing arrangements, on the basis that the Town Clerk should be ensuring that the information needs of 
the Leader are met. The Leader should avoid making requests for unanticipated briefings. 

Principle 4 The Leader (and all councillors) should channel significant requests for information, advice, and 
other support via the Town Clerk. The Leader (and all councillors) should not approach other staff to seek 
to commission work from individual staff. 

Principle 5 The Leader will liaise with the Town Clerk on forward plans and matters of policy or strategic 
direction. 

Principle 6 Employment policies, having been set by the Council, are implemented via the Town Clerk. The 
Leader should avoid becoming over-involved in issues of individual performance of officers or individual 
cases of grievance, disciplinary action, or harassment. 

The Leader (and other councillors) may however, bring to the Town Clerk’s notice any instances where 
they have evidence that there are problems of inefficiency or ineffectiveness, and to be kept informed of 
what course of action is being pursued in such circumstances. 

Principle 7 In relation to the Town Clerk, the Leader, in conjunction with the Chair of the Executive 
Committee should provide regular advice and guidance as to the Town Clerk’s performance against any 
objectives and outcomes for the postholder, as determined by Council. If there are any performance, 
capability or disciplinary issues concerning the Town Clerk the Leader may submit a report to Council in 
line with Principle 9 below. The Mayor acts as the channel for a complaint by the Town Clerk about the 
Leader. 

Principle 8 When a report to committee or Council is being prepared, the Leader is entitled to discuss 
issues with the Town Clerk and with other officers concerning the content of such reports and the framing 
of recommendations. Whilst the Leader may wish to make suggestions on content and drafting, to achieve 
clarity of presentation, simplify jargon, or better explain issues, the Leader should not attempt to edit out or 
override any content of reports which the Town Clerk or other officers consider important to put before the 
Council. 

This is especially relevant to matters of a professional or technical nature, and the Town Clerk retains an 
inherent right to report direct to Council and all committees where the Town Clerk considers it necessary. 
Once a committee or Council has made a decision regarding a report, the Town Clerk will oversee its timely 
implementation (subject to Principle 9 below). 

Principle 9 When the Leader wishes to put forward proposals of his/her own it is the responsibility of the 
Leader (via the Town Clerk or other adviser) to seek any necessary legal or financial advice for inclusion in 
the report. The Town Clerk may wish, and have a right, to add comments to such reports. It is anticipated 
that this action will be exceptional and normally Principles 7 and 8 will be followed. 

Principle 10 The Town Clerk, managers and other officers exercise statutory functions and have individual 
responsibilities. The Leader should understand and respect these roles. 

 

2 The Leader and Fellow Councillors 

2.1 The Council Leader can guide the decision-making process at councillor level  

2.2 The Leader should ensure they consult as necessary with colleagues in the early stages of formulating 
proposals. Committee Chairs, in particular, should be consulted on issues relevant to their committee and 
the Mayor should be involved in any civic related matters or issues which may affect the conduct of Council 
meetings. 

2.3 The Leader will be the first line of control of any member who is behaving inappropriately towards 
colleagues or staff. 

2.4 The Leader does not have to chair a committee, nor are they debarred from so doing. 

2.5 The Leader is an ex-officio voting member of committees as is the Mayor. 
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Roles and Responsibilities 
 

ROLE    RESPONSIBILITIES 
 
Town Mayor  
 

1. Champion engagement with the community and wider area 
2. Represent the Council at civic functions and other events 
3. Liaise with the Town Clerk to prepare the Full Council agenda 
4. Chair Full Council meetings 
5. Work closely with the Council Leader and Town Clerk for the benefit of the Council including attendance at  

  regular meetings 
6. Work with the Clerks to ensure a consistent message is presented across all media 
7. Deputise for the Council Leader as required 
8. Nominate and raise funds for chosen charity/charities 
9. Arrange to meet with Speak to potential co-option / election candidates councillors alongside the councillor 

  proposer / seconder prior to co-option or election  (this should take place with a minimum of two councillors).  
10. Carry out exit interview for departing councillors. 

 
Council Leader 
 

1. Attend leadership and appropriate training prior to undertaking the role or within first six months of   
   appointment 

2. Drive and champion the strategic plan 
3. Maintain Council focus on key priorities 
4. Support committee chairs and Council Officers 
5. Maintain overview of plan progress and keep Council motivated 
6. Ensure relevant cooperation and communication across committees to maximise synergies and realisation of 

   objectives via regular individual or and group meetings with committee chairs 
7. Ensure objective targets are met as agreed with Council 
8. Keep whole Council up to date with progress and relevant information 
9. Attend meetings on any new initiatives relevant to the Council 
10. Work closely with the Town Mayor for the benefit of the Council 
11. Work with the Clerks to ensure a consistent message is presented across all media 

Item 10c
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12. Carry out the Clerk’s annual appraisal Performance Management Review with the Chair of the Executive  
   Committee. another member of Council who has relevant experience  

13. Deputise as necessary for the Town Mayor 
14. Provide line management for the Town Clerk 

 
Committee Chair 
 

1. Attend Chairmanship training prior to undertaking the role 
2. Drive and champion the committee  
3. Work with the Clerks to prepare the meeting agenda including updating the committee strategic action plan 
4. Ensure the Vice-Chair is appropriately briefed and included in committee related correspondence so s/he can 

   act in absences and develop knowledge and skills for future Chair role. if unable to attend the meeting  
5. Attend meetings on issues relevant to their committee as the nominated representative of Council along with 

   the Clerk wherever possible. Allocate a substitute representative from their committee to attend if necessary.   
6. Maintain overview of Oversee priority progress and support committee members to keep them motivated in 

   their work on individual objectives relevant to that committee 
7. Meet regularly Communicate and cooperate with other committee chairs and the Council Leader to maximise 

   synergies and realisation of objectives 
8. Ensure objectives are met as agreed in committee 
9. Lead on or monitor the work of the Action Groups 
10. Lead on Task & Finish Action Groups and monitor activity 
11. Liaise with Council Leader/Town Clerk over progress with priorities 
12. Provide committee updates to Council 
13. Provide information to assist with the Councils budgeting process 
14. Update the committee strategic action plan 
15. Ensure meetings are conducted in line with meeting protocol 
16. Review draft minutes of meetings supplied by the Clerks within three working days 
17. Work with Clerks to ensure a consistent message is presented across all media, relevant to committee  

   outcomes 
18. Take ownership of committee and agenda preparation although agendas and minutes belong to the Clerk(s). 

 
Other Councillors  
 

1. Sit on two at least one committee and one sub-Action Group where relevant to skills and interests 
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2. Submit any agenda items for consideration to the Chair and Clerk at least two weeks prior to the scheduled 
meeting date. Late items will not be considered unless they are considered as urgent business by the Chair / 
Clerk.  

3. Read agendas and all papers in advance of meetings 
4. Seek clarification from the Chair or Clerks on any matters on an agenda prior to the meeting if unclear 
5. Adhere to the Council’s Code of Conduct and policies including its communications policy including the use of 

social media 
6. Contribute to committees, and sub-Action Groups and Task and Finish Groups where relevant to skills and 

interests 
7. Keep informed of activities across the Council 
8. Attend events in support of the Mayor, the Town Council and the town 
9. Identify individual training requirements and provide training feedback. 

    
 
N.B. As a Council it was agreed to nominate an Armed Forces Champion to promote support for the Armed Forces community. It would 
make sense for this role to be carried out by someone with relevant background / experience and if not the Mayor.   
 

Sarah Richards
If you require technical support to ensure you have access to the agendas during the meeting, please get in touch with the office. The Chair has discretion to request that councillors do not attend meetings if they have not undertaken the appropriate preparation. 

Sarah Richards
As per the Council’s adopted communications policy, please do not cc’in all members and staff to queries about the agenda – these must be directed to the Chair or Clerks only.  Chairs should enforce this and report to the Council Leader if necessary. 
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Diss Town Council 
 

MODEL CODE OF CONDUCT 
FOR COUNCILLORS 

 
Based on the Model Councillor Code of Conduct 2020 from the Local Government Association.   
This replaces in its entirety the Council’s existing Code of Conduct.  
 
 

The role of councillor across all tiers of local government is a vital part of our country’s system 
of democracy. It is important that councillors can be held accountable and adopt the behaviours 
and responsibilities associated with the role. Individual councillor conduct affects the reputation 
of all councillors. The role of councillor should be one that people aspire to and should 
encourage individuals from a range of backgrounds and circumstances to put themselves 
forward to become councillors. 

Councillors represent local residents, work to develop better services and deliver local change. 
The public have high expectations of councillors and entrust them to represent the local area; 
taking decisions fairly, openly, and transparently. Councillors have both an individual and 
collective responsibility to meet these expectations by maintaining high standards and 
demonstrating good conduct, and by challenging behaviour which falls below expectations. 

Importantly, councillors should be able to undertake their roles without being 
intimidated, abused, bullied or threatened by anyone, including the general public. 

This Code has been designed to protect the democratic role of councillors, encourage good 
conduct and safeguard the public’s trust in local government. 

Item 11
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Introduction 

1.1 The Local Government Association (LGA) has developed this Model Councillor Code of 
Conduct, in association with key partners and after extensive consultation with the sector,  
as part of its work on supporting all tiers of local government to continue to aspire to high 
standards of leadership and performance.  

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

1.3 The LGA 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. 
The LGA can also offer support, training and mediation to councils and councillors on the 
application of the Code and the National Association of Local Councils (NALC) and the 
county associations of local councils can offer advice and support to town and parish 
councils. 

 

Definitions 

2. For the purposes of this Code of Conduct, a “councillor” means a member or co-opted 
member of Diss Town Council or a directly elected mayor. A “co-opted member” is defined 
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 joint 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 

3. The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the 
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 general principles of conduct expected of all councillors and your 
specific obligations in relation to standards of conduct. The LGA encourages the use of 
support, training and mediation prior to action being taken using the Code. The 
fundamental aim of the Code is to create and maintain public confidence in the role of 
councillor and local government. 
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General principles of councillor conduct 
 
4.1 Everyone in public office at all levels; all who serve the public or deliver public services,  including 

councillors should uphold      the Seven Principles of Public Life, also known as the Nolan Principles. 

4.2 Building on these principles, the following general principles have been developed specifically for 
the role of councillor. In accordance with the public trust placed in me, on all occasions: 

a) I act with integrity and honesty 
b) I act lawfully 
c) I treat all persons fairly and with respect; and 
d) I lead by example and act in a way that secures public confidence in the role of 

councillor. 

4.3 In undertaking my role: 

a) I impartially exercise my responsibilities in the interests of the local community 
b) I do not improperly seek to confer an advantage, or disadvantage, on any  person 
c) I avoid conflicts of interest 
d) I exercise reasonable care and diligence; and 
e) 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 

5.1 This Code of Conduct applies to you as soon as you sign your declaration of acceptance 
of the office of councillor or attend your first meeting as a co-opted member and continues 
to apply to you until you cease to be a councillor. 

5.2 This Code of Conduct applies to you when you are acting in your capacity as a councillor 
which may include when: 

• you misuse your position as a councillor 

• 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 councillor; 

5.3 The Code applies to all forms of communication and interaction, including: 
a) at face-to-face meetings 

b) at online or telephone meetings 

c) in written communication 

d) in verbal communication 

e) in non-verbal communication 

f) in electronic and social media communication, posts, statements and comments. 

5.4 You are also expected to uphold high standards of conduct and show leadership at all times  
when acting as a councillor. 

5.5 The District Council Monitoring Officer has statutory responsibility for the implementation of the 
Code of Conduct, and you are encouraged to seek advice from the Town Clerk on any matters 
that may relate to the Code of Conduct, who may refer matters to the Monitoring Officer. 
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Standards of councillor conduct 

6.1 This section sets out your obligations, which are the minimum standards of conduct required of 
you as a councillor. Should your conduct fall short of these standards, a complaint may be made 
against you, which may result in action being taken. 

6.2 Guidance is included to help explain the reasons for the obligations and how they should be 
followed. 

 
General Conduct 
 

Respect 

7.1 As a councillor: 

a) I treat other councillors and members of the public with respect. 

b) 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. 

7.2 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 councillor, 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. 

7.3 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 councillors. 

7.4 In return, you have a 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 Diss Town Council, the relevant social media 
provider or the police. This also applies to fellow councillors, where action could then be taken 
under the Councillor Code of Conduct, and Diss Town Council employees, where concerns 
should be raised in line with Diss Town Council’s councillor - officer protocol. 

 

Bullying, harassment and discrimination 

8.1 As a councillor: 

a) I do not bully any person. 

b) I do not harass any person. 

c) I promote equalities and do not discriminate unlawfully against any person. 

8.2 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. 

8.3 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 
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upon a person in a manner that could be expected to cause distress or fear in any reasonable 
person. 

8.4 Unlawful discrimination is where someone is treated unfairly because of a protected characteristic. 
Protected characteristics are specific aspects of a person's identity 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. 

8.5 The Equality Act 2010 places specific duties on local authorities. Councillors have a central role to 
play in ensuring that equality issues are integral to the Diss Town Council’s performance and 
strategic aims, and that there is a strong vision and public commitment to equality across public 
services. 

 

Impartiality of officers of the council 

9.1 As a councillor: 
 
I do not compromise, or attempt to compromise, the impartiality of  anyone who works for, or 
on behalf of Diss Town Council. 
 
9.2 Officers work for Diss Town Council as a whole and must be politically neutral. 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. 

 

Confidentiality and access to information 

10.1 As a councillor: 
 
I do not disclose information: 

a) given to me in confidence by anyone 
b) acquired by me which I believe, or ought reasonably to T, 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 and 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. 

 

10.2 I do not improperly use knowledge gained solely as a result of my role as a 
 councillor for the advancement of myself, my friends, my family members, 
 my employer or my business interests. 
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10.3 I do not prevent anyone from getting information that they are entitled to by 
 law. 

 
10.4 Local authorities must work openly and transparently, and their proceedings and printed 

 materials are open to the public, except in certain 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 held by Diss Town Council must be treated 
 in a confidential manner. Examples include personal data relating to individuals or 
 information  relating to ongoing negotiations. 

 

Disrepute  

11.1 As a councillor: 

I do not bring my role or Diss Town Council into disrepute. 

 
11.2 As a Councillor, 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 you, other 
councillors and/or Diss Town Council and may lower the public’s confidence in your or your 
local authority’s ability to discharge your/it’s functions. For example, behaviour that is 
considered dishonest and/or deceitful can bring Diss Town Council into disrepute. 
 

11.3 You are able to hold Diss Town Council and fellow councillors 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. 

 

Use of position  

12.1 As a councillor: 
 
I do not use, or attempt to use, my position improperly to the advantage or disadvantage of 
myself or anyone else. 

 
12.2 Your position as a member of Diss Town Council 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. 

 

Use of Diss Town Council resources and facilities  

13.1 As a councillor: 
a) I do not misuse council resources. 
b) I will, when using the resources of Diss Town Council or authorising their use by 

others: 
 

i. act in accordance with Diss Town Council’s requirements; and 
ii. ensure that such resources are not used for political purposes  
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13.2 You may be provided with resources and facilities by Diss Town Council to assist you in 
 carrying out your duties as a councillor. 
 

13.3 Examples include: 

a) office support 
b) stationery 
c) equipment such as IPads 
d) transport 
e) access and use of Diss Town Council buildings and rooms. 

 
13.4 These are given to you to help you carry out your role as a councillor 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 Diss Town Council’s policies regarding their 
use. 

 

Complying with the Code of Conduct  

14.1 As a Councillor: 
 

a) I undertake Code of Conduct training provided by Diss Town Council. 
b) I cooperate with any Code of Conduct investigation and/or determination. 
c) I do not intimidate or attempt to intimidate any person who is likely to be  involved 

with the administration of any investigation or proceedings. 
d) I comply with any sanction imposed on me following a finding that I have breached 

the Code of Conduct. 
 
14.2 It is extremely important for you as a councillor to demonstrate high standards, for you to  have 

your actions open to scrutiny and for you not to undermine public trust in Diss Town Council or 
its governance. If you do not understand or are concerned about Diss Town Council’s 
processes in handling a complaint you should raise this with the Clerk in the first instance.   

 
Protecting your reputation and the reputation of the local authority 

15.1 Interests 

As a councillor: 

I register and disclose my interests. 

15.2 Section 29 of the Localism Act 2011 requires the District Council’s Monitoring Officer to 
 establish and  maintain a register of interests of members of the authority. 

15.3 You need to register your interests so that the public, Diss Town Council employees and 
fellow councillors 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.  

15.4 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 councillors 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 
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in the integrity of local governance is maintained. 

15.5 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. 

15.6 Appendix B sets out the detailed provisions on registering and disclosing interests. If in  doubt, 
you should always seek advice from the Clerk.  

 

Gifts and hospitality 

16.1  As a councillor: 
 

a) I do not accept gifts or hospitality, irrespective of estimated 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 Diss Town Council or from persons who may apply to Diss Town Council for 
any permission, licence or other significant advantage. 

b)  
I register with the District Council’s Monitoring Officer any gift or hospitality with an 
estimated value of at least £50 within 28 days of its receipt. 

 
c) I register with the Monitoring Officer any significant gift or hospitality that I have 

been offered but have refused to accept. 

16.2 In order to protect your position and the reputation of Diss Town Council, 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 councillor. The presumption should always  be not to accept 
significant gifts or hospitality. However, there may be times when such a refusal may be 
difficult if it is seen as rudeness in which case you could accept it but must ensure it is publicly 
registered.  

16.3 However, you do not need to register gifts and hospitality which are not related to your role as 
a councillor, 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 councillor. If you are unsure, do contact your Monitoring Officer for guidance. 
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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. 
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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 Registerable 
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 your 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 as an interest which, if disclosed, could lead to the 
councillor, or a person connected with the councillor, 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. 

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 Registerable Interests 
 

6. Where a matter arises at a meeting which directly relates to one of your Other 
Registerable 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 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. 
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Disclosure of Non-Registerable Interests 
 

7. Where a matter arises at a meeting which directly relates to your financial interest 
or well-being (and is not a Disclosable Pecuniary Interest set out in Table 1) or a 
financial interest or well-being 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 well-being; 
b. a financial interest or well-being of a relative, close associate; or 
c. a body included in those you need to disclose under Other Registrable 

Interests as set out in Table 2 

you must disclose the interest. In order to determine whether you can remain in the 
meeting after disclosing your interest the following test should be applied. 

9. Where a matter affects your financial interest or well-being: 
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 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. 

10. Where you have a personal interest in any business of Diss Town Council and you 
have made an executive decision in relation to that business, you must make sure 
that any  written statement of that decision records the existence and nature of your 
interest. 
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Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the  
 Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. 
 

Subject Description 
Employment, office, trade, 
profession or vocation 

Any employment, office, trade, profession or vocation 
carried on for profit or gain. 
[Any unpaid directorship.] 

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

Contracts Any contract made between the councillor or his/her 
spouse or civil partner or the person with whom the 
councillor is living as if they were spouses/civil partners 
(or a firm in which such person is a partner, or an 
incorporated body of which such person is a director* or a 
body that such person has a beneficial interest in the 
securities of*) and the council 
(a) under which goods or services are to be provided or 
works are to be executed; and 
(b) which has not been fully discharged. 

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

Licenses Any licence (alone or jointly with others) to occupy land in 
the area of the council for a month or longer 

Corporate tenancies Any tenancy where (to the councillor’s knowledge)— 
(a) the landlord is the council; and 
(b) the tenant is a body that the councillor, or his/her 
spouse or civil partner or the person with whom the 
councillor is living as if they were spouses/ civil partners 
is a partner of or a director* of or has a beneficial interest 
in the securities* of. 
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Securities Any beneficial interest in securities* of a body where— 
(a) that body (to the councillor’s knowledge) has a 
place of business or land in the area of the council; 
and 
(b) either— 
(i) ) the total nominal value of the securities* 
exceeds £25,000 or one hundredth of the total 
issued share capital of that body; or 
(ii) if the share capital of that body is of more than one 
class, the total nominal value of the shares of any one 
class in which the councillor, or his/ her spouse or civil 
partner or the person with whom the councillor is living as 
if they were spouses/civil partners has 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 have a personal interest in any business of your authority where it relates to or is 
likely to affect: 
 

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

b) any body 
(i) exercising functions of a public nature 
(ii) any body directed to charitable purposes or 
(iii) one of whose principal purposes includes the influence of public opinion 

or policy (including any political party or trade union) 
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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 the 
Code 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 
• 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 councillors 
to comply with any formal standards investigation and prohibiting trivial or malicious allegations 
by councillors. 

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 councillors 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 
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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 in  all 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. 

The LGA has committed to reviewing the Code on an annual basis to ensure it 
is still fit for purpose. 



Original motion – Full Council meeting 12th January 2022 

FC120122/10 COMMUNITY FRIDGE 
Members considered a report regarding housing a community fridge at a 
Town Council owned property (report reference 52/2122 referred).  It was 
noted that most community fridges around Norfolk are open 2-3 hours per day 
and manned to ensure that the fridges are kept clean, well maintained and 
managed and that the first floor is accessible by stairlift.  The organisers 
would like to invite members to join their small group to get the project off the 
ground and it was noted that several councillors had registered their interest 
when the idea was muted at the last Council meeting.  It was 

RESOLVED:  

1. To house the community fridge in the upstairs kitchen at the Diss Youth &
Community Centre.

2. That the volunteer group for this project manage the cleaning,
maintenance, management and opening and closing of the fridge for the
duration of the project.

3. That councillors Browne and Warren join the community fridge volunteer
group.

On 3 Mar 2022, at 12:13, Sonya French <sonya.french@diss.gov.uk> wrote: 

Dear All, 

We recently passed a motion to site the new community fridge at the DYCC in the Kitchen 
area, unfortunately there is not enough room in this area and I have been asked if this can 
come back to Council by a member of the Community Fridge Team, George. 

Can I ask that four councillors email the clerk stating that they would like to bring the motion 
back to FC so that we can talk through an alternative place for the fridge to be housed at the 
DYCC. 

Many thanks 

Sonya French 
Deputy Town Clerk 

Councillor support to reconsider original motion 

Good morning Sarah. 

Could the location of the Community fridge at the DYCC come back to full council for 
discussion please.  

Regards Richard 

Item 12 App A
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Hi Sonya,  

I’m also happy for this to come back into the agenda for Full Council. 

Best, 

Charlotte Valori 

Sonya, 

Thanks for this. 

I’m happy for this to come back to FC. 

Best Wishes, 

Councillor John Wooddissee 

Hi Sonya, 

If I’m able to, I’m happy for this to come to FC. 

Thanks, 

Stuart 

Hi Sonya 
I am happy for this to come back to FC. 
Eric 

Thanks Sonya, 
I’m happy for this to come to FC. 
Cheers  
John  

Sent from my iPhone 

Revised Motion for consideration by Full Council on 16th March 

To house the community fridge and freezer in the upstairs glass room at the Diss Youth & 
Community Centre as marked on the floor plan at Appendix B.    
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Diss Youth Centre – Floorplan (Upper floor area) 
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Progress Report
Committee Minute 

Reference
Subject Action Assigned to Timescale Comments or further action

Full Council FC0321/04 Public Participation Norfolk County Council highways to examine the Frenze Hall lane 
site post the Persimmon development which is near to completion 
and arrange for any repairs required because of construction 
traffic.

KK / Highways Highways Engineer response - this would be carried out when the 
developer confirms that the site is ready for adoption, I have not heard 
anything from them yet. Still no update.

Full Council FC0721/10 Progress Report The Grants Panel will meet to review the application procedure to 
consider the inclusion of applicant attendance at Full Council and 
the duration of Council decisions / appeals process.

MG / KM / SO by 15.09.21 For consideration at the next Grant Panel meeting.

Full Council FC0721/14 Park Security For an Action Group of councillors Collins, Kiddie, Olander and 
Warren to work with the Deputy Clerk and Maintenance Manager 
to review the options for park security to prevent illegal 
encampments include tree planting along the car park side and 
possible railings adjacent to Park Road.

Dep Clerk / MM 
/ DC / SK / SO/ 
SW 

by 09.09.21 On agenda

Full Council FC0921/10 Skateboard Park CCTV 1) To appoint etc (EAST ANGLIA) LTD to install two CCTV
cameras at the Skateboard Park including broadband for remote 
monitoring and a permanent electrical supply at a total cost of 
£2,647 allocated to EMR CCTV.

MM immediately Requested update from Stuart 09.03.22

Full Council FC0921/11 Diss Youth & Community Centre A) 1) To approve the transfer of the portacabin from the Sports
Ground to the YCC to provide additional storage capacity subject
to planning consent requirements at a total cost of £3,500 
allocated to EMR DYCC.
2) To locate the second portacabin at Option A next to the bin 
store                                                                                  
3) To create two parking spaces on the grassed area adjacent to 
the newly positioned cabin using heavy duty rubber grass matting
4) To request that the Executive committee considers an 
appropriate fee for hirers requiring storage.

Clerk/ RL/ Exec by 31.12.21 Discussions still underway with MTM Services regarding storage 
space required.  Exec committee agreed storage fees at March 
meeting.

B) 1. To hire the DYCC main hall to the CCG/NHS England to 
continue operating the vaccination centre from 15th September to 
end of December 2021.                                                     2. To 
support the Council's existing hirers that wish to return to the main 
hall to find alternative venues where possible.

DepClerk immediately Vaccination centre has not been utilising the hall, Dep TC has 
authorised some long term hirers to return to the DYCC.

c) To appoint etc (EAST ANGLIA) LTD to install seven CCTV
cameras at the Diss Youth & Community Centre at a total cost of
£2,395 allocated to EMR CCTV

MM immediately Due to supplies, delayed start date to Feb 2022  - dates awaited.

b) To appoint the Beacon committee to plan the Council's
celebrations of the Queen's Platinum Jubilee in June 2022.

Beacon 
Committee

by June 2022 Progress update provided to 02.03 Exec committee as part of strategic 
action plan. 

Full Council FC1121/07 Emergency Plan 2. To confirm a date with the District’s Emergency Planning 
Officer for a trial implementation of the Emergency Plan.

Clerk / SNC 
Emergency 
planning Officer

immediately Clerk has contact the District's Emergency Planning re possible dates 
for a trial run. 

Full Council FC1121/09 Diss Park To appoint Proludic to install the five additional play panels in 
Diss Park and allocate the £15k expenditure to Earmarked 
Reserves Park / Play Equipment.

Dep TC immediately This work has been completed.  There was extra wetpour included for 
free on site to allow access from the pathway for disabled residents 
and visitors to access the site without having to deal with entering the 
equipment over grassed areas.  All eqpt has been checked by the 
DepTC and is in full working order.

Item 13



Progress Report
Committee Minute 

Reference
Subject Action Assigned to Timescale Comments or further action

Full Council FC1121/14 Cemetery Chapel 1. To appoint M&J Group to complete the works to the Cemetery 
Chapel roof as per the specification, tender and subsequent email
exchange received at a total cost of £65,838.48 + VAT.
2. To allocated the shortfall of £11,537.48 to General Reserves.
3. To acknowledge that further expense may arise and to hold an 
extraordinary meeting if required.

Dep TC MM 
immediately. 
RFO on 
payment. 

Works due to start 14/03/22.  This work is to be completed in 9 weeks 
and there will be no disruptions to funerals during this time.  Dep TC 
has looked at the schedule of works, H&S documents and is happy for 
the work to proceed.  Contractors need to be checked on daily to 
ensure that H&S compliance is being adhered to.  M&J Group have 
given details of H&S Manager on site who breaches can be sent to.

Full Council FC0122/04 Public Participation There was one member of the public present who spoke on the 
budget item. The RFO was tasked with reviewing the percentage 
increases in the table at the bottom of the report.

RFO Immediately Completed

Full Council FC0122/06 Finance To research alternative options for investing Town Council funds 
and bring those back to a future meeting before diversifying 
further funds.

RFO by 06.01.22 On agenda

Full Council FC0122/08 Climate and Ecological Bill to support the revised motion to support the Climate and 
Ecological Emergency Bill.

Clerk by 06.01.22 Clerk working with Town Mayor on letter to MP / press release.  
Council's support of Bill already registered.

Full Council FC120122/05 Items of Urgent Business Members were advised that the NHS Norfolk and Waveney 
Clinical Commissioning Group would like to continue using the 
main hall at the DYCC as a vaccination centre one day per week 
as the demand for vaccinations reduces. Clerk will determine 
minimum 				requirements for the booking to minimise the 
impact on other hirers and storage. 

Clerk immediately Still awaiting confirmation of start date for next phase from CCG / 
pharmacy. Contacted Richard Bacon MPs office who have in turn 
received confirmation from their CCG contact that they are still trying 
to confirm which providers will be offering vaccination services in the 
area moving forward, and where they will be operating from. They 
liaise with DTC directly once this has been scoped out fully. In the 
meantime days for delivery of the vaccination centre to least / not 
affect hirers have been sent to the pharmacy and keen hirers have 
returned to the main hall.

Full Council FC120122/07 Budget 2022-23 1. To approve the request from precept of £49,629 for specified 
Earmarked Reserves projects as shown in Appendix A under 
RFO revision 2.

2. To approve the proposed Earmarked Reserves reallocation of
£29,421 from the current EMR for the financial year 2022/23 as 
shown in Appendix A under BAG revision parts 1&2.

3. That members determine that the minimum level of general
reserves being 6 months of expenditure is appropriate for the 
financial year 2022/23.

4. To approve the proposed income and expenditure budgets 
shown in Appendix B for 2022/23, which reflects a 2.5% increase 
for Diss taxpayers on the current year.

5. To approve the precept demand to South Norfolk Council of
£585,714 or £208.59 for Band D householders.

6. To give delegated authority to the Clerk to work with the 
Responsible Finance Officer and the Chair of the Executive 
Committee to publicise the budget outcomes.

RFO immediately Completed.

Full Council FC120122/09 Grant Applications To appoint an additional member to the Grants Panel at the next 
Executive meeting.

DepTC by 24.02.22 Completed.



Progress Report
Committee Minute 

Reference
Subject Action Assigned to Timescale Comments or further action

Full Council FC120122/10 Community Fridge 1.	To house the community fridge in the upstairs kitchen at the 
Diss Youth & Community Centre.
2.	That the volunteer group for this project manage the cleaning, 
maintenance, management and opening and closing of the fridge 
for the duration of the project. 
3.	That councillors Browne and Warren join the community fridge 
volunteer group.

DepTC/ SB /SW by 30.03.22 On agenda

Full Council FC120122/12 Member Forum Councillor Wooddissee asked for the remaining members to 
return their availability for litter picking so he can organise the 
rota.  

All immediately

Full Council FC120122/15 Experience Art Trail To support the ‘Toy Studio / Flock’ design for the new outdoor 
artwork commissioned 		by Norfolk County Council at the Mere’s 
Mouth location. 

Clerk by 21.01.22 Feedback provided to Evaluation Panel. Update requested on 
progress 09.03.22
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