
  

 

 

 
WOODBRIDGE TOWN COUNCIL 

Shire Hall   Market Hill   Woodbridge   Suffolk   IP12 4LP 
Locum Town Clerk:  Mr G E Diaper 

Tel:  01394 383599 
Email:  townclerk@woodbridge-suffolk.gov.uk  

 

 

 
TO MEMBERS OF THE TOWN COUNCIL  

  
  Cllr Adelson     Cllr Holdcroft Cllr O’Nolan     Cllr Sutton 
  Cllr Bale     Cllr Jewers  Cllr Page  Cllr Sylvester 
  Cllr Lady Blois    Cllr Mapey  Cllr Rawlings  Cllr Walsh 
  Cllr Gillard     Cllr Miller  Cllr Sanders  Cllr Wilks 

 
You are hereby summoned to attend the MEETING of the TOWN COUNCIL to be held 
at the WOODBRIDGE METHODIST CHURCH OCTAGON, ST JOHN’S STREET on: TUESDAY 
21st SEPTEMBER 2021 at 7.00PM 

 
Greg Diaper 
Locum Town Clerk  
15th September 2021 
 

Public Attendance 
Members of the public and press are welcome to attend.  The public will be invited to 
give their views/question the Town Council on issues on the agenda, or raise issues for 
consideration of inclusion at future meetings.  This item will be limited to 30 minutes 
duration. 
 

AGENDA 
 
1. Apologies 
 
2. To receive declarations of interest 

Members and officers are invited to make any declarations of Disclosable 
Pecuniary or Local Non-Pecuniary Interests that they may have in relation to 
items on the Agenda and are also reminded to make any declarations at any 
stage during the meeting if it becomes apparent that this may be required when 
a particular item or issue is considered. 

 
3. To consider requests for dispensations 

mailto:townclerk@woodbridge-suffolk.gov.uk


  

 

 

Councillors with a Pecuniary Interest in an item on this Agenda, who wish to 
remain, speak, and/or vote during consideration of that item, may apply for a 
dispensation in writing to the Town Clerk prior to the meeting.  Applications may 
also be considered at the meeting itself should the nature of the interest become 
apparent to a Councillor at the time of the meeting. 

 
4. Public question time 

For the public to ask questions of the Council or raise issues for consideration at 
a future meeting of the Council. Thirty minutes maximum.  
 

5. To note the receipt of a written report from County Councillor Page 
 
6. To note the receipt of a written report from District Councillors Mapey and Yule 
 
7. For members to question the District and County Councillors on matters 

contained in their written reports 
 
8. To agree and approve the minutes of the meeting held 17th August 2021 

 
9. To consider, question and agree the following Financial Reports; 
 
a. Income to 31st August 2021 
b. Expenditure to 31st August 2021 
c. Income and Expenditure against Budget to August 2021 
d. Bank Reconciliation and Supporting Bank Statements to 31st August 2021 
e. The Accounts and Payments List for September 2021 
f. The HSBC Net report for September 2021 
g. The HSBC Corporate Card report for August 2021 
h. Summary of Direct Debit payments to 31st August 2021 
i. Debtors Report to 31st  August 2021 
 
10. To note the receipt of the minutes from this Council’s Committees 
 
a. Planning – 24.08.21 
c. Climate and Ecological Emergency – 07.09.21 
d. Planning – 07.09.21 
e.  Highways – 14.09.21 
f. Amenities – 14.09.21 

 
11. To receive a presentation by Flagship Housing 

 
12. To note the conclusion of the external audit and take any appropriate action – 

Attached. 
 



  

 

 

13. To note the conclusion of the first internal audit for 2021/22 and take any 
appropriate action – Attached. 

 
14. To agree to adopt the following policies as recommended by the Standing Orders 

Working Party: 
 

- Data Security Incident Procedure 
- Data Subject Access Policy 
- Investment Policy and Strategy 

 
15. To consider providing free WiFi on Whisstocks Place – Attached.  
 
16. To agree to increase drainage from the Acco Drains at Whisstocks Place – 

Attached 
 

17. To move to exclude the Press and Public from the following item in accordance 
with the public bodies (Admission to Meetings) Act 1960 in view of the 
confidential nature of the items to be discussed.  
 

18. To receive a report from the Foreshore Working Party and agree further action 
– Circulated separately.  
 

19. Closure 
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Report for September 2021 to Woodbridge Town Council  

Caroline Page 

County Councillor for Woodbridge 

Caroline.page@suffolk.gov.uk 

 
 
County Funding for Cycling and Walking in Suffolk 
 
In July 2020 the Government's Gear Change paper called for a doubling in the amount of journeys 
walked or cycled.  This spring, Suffolk Conservative's county council election manifesto said "we 
have identified over £20m of upgrades for our cycle network" 
 
In the County September full council, the opposition Green LibDem and Independent group put 
forward a motion asking for this money to be clearly allocated to specific projects starting with the 
2022-23 budget, setting clear targets and benchmarks for each year to 2030. 
 
We were surprised to be told in answer to our motion that the people of Suffolk should have 
checked the wording. The Conservative manifesto, we were told, pledged nothing: it merely 
‘identified’ upgrades, rather than offered a penny of funding.  
 
I don’t think I have anything other I can add to this, except you can hear this for yourself if you do 
not believe it https://www.youtube.com/watch?v=99yVuXclqUo 
 
Boundary Commission’s Final Recommendations  
 
The Boundary Commission has published its final recommendations for new electoral 
arrangements for Suffolk County Council.  It is proposing that Suffolk should be represented by 70 
councillors in future: one two-councillor division and 68 single-councillor divisions. A number of 
changes were made since the commission’s initial proposals 
 
This is good news for Woodbridge. When the Boundary Commission proposals for Suffolk’s new 
county council division boundaries came out last year, something looked very wrong: a new 
Woodbridge division would take in Bealings, Hasketon and Ufford, but circle around Melton (see 
attached) 

The proposal would leave Woodbridge Primary school in the 
adjoining division of Wilford, while designing a new ‘cashew nut’ 
Woodbridge division by adding the villages from Little Bealings round 
to Ufford, while excluding  all the houses on the far side of Pytches 
road. The divisional boundary thus would have remained where it is 
now, along the dashed line down the middle of Pytches road. This 
was frankly ludicrous. This unusual scheme would mean people 
could and would be living 500 yards from Woodbridge Town 
centre,  but be in a county division that was linked with Sudbourne 
and Bawdsey rather than with Woodbridge! 

This was not the new division as proposed by myself or many others in Woodbridge. It did not 
make local sense. Other divisional boundaries in the commission’s initial draft for East Suffolk were 
equally lacking in local sense.  Or, indeed, common sense. 

Date: 19/09/21 
 

 

 

https://www.youtube.com/watch?v=99yVuXclqUo


As this seemed to be inappropriate in terms of effective 
administration and community links, I did all the maths 
resubmitted the proposals for Woodbridge, but this time, in 
the context of a carefully-worked out plan for the whole East 
Suffolk division. This found merit with the Boundary 
Commission 

A further consultation, responded to by many groups and 
persons, not least Woodbridge Town Council, confirmed the 
revised boundaries, which the Boundary Commission have 
now agreed. and are in their final recommendations. So now 
all the housing developments on both sides of Pytches Road 
and Bredfield Road are planned to be part of the 
Woodbridge division. So are the former council offices and 

other developments close by, which should help local community cohesion and administration. 

 
Long Covid & the Bradford Factor 
 
As it becomes increasingly clear that, apart from the hospitalisations and deaths caused by Covid, 
there will be additional long-term health problems caused by Long Covid. The longitudinal and 
ongoing Zoe Covid study estimates this is affecting between 1% and 5% of people infected, 
irrespective of the severity of infection. 
 
As you will know, one of the effects of Long Covid is sudden and debilitating fatigue after either 
physical or cognitive effort. The length of this fatigue is unknown but is shown  be upwards of 18 
months. 
 
In April 2019 Suffolk County Council HR decided to implement the Bradford Factor to trigger action  
- and so reduce - staff absence. The factor assigns a score to each member of staff, worked out by 
multiplying the number of occasions of absence, squared, by the total number of days absent over 
a set period.  
 
I have publicly asked the Cabinet Member for Public Health to ensure that use of the Bradford 
Factor doesn’t militate against County employees who are suffering from Long Covid. He has given 
me his word that this will be examined at scrutiny. 
 
County Councillor Surgeries 
 
I have started these up again on the third Saturday of the month, at Woodbridge Library 9-11. 
Initially I am planning 4 till Christmas to see if there is any demand for in-person meeting 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of a Meeting of the TOWN COUNCIL held at the Woodbridge Methodist Church on TUESDAY 
17TH AUGUST 2021 at 7pm  
 
Councillors:    
 
Present: D Adelson, S Bale, Lady C Blois, S Miller, S Rawlings, R Sanders, M Sutton and M 

Wilks 
   

In Attendance: Locum Deputy Town Clerk, Deputy Clerk and one member of the public 
 
Apologies: P Gillard, G Holdcroft, E O’Nolan, C Page, M Sylvester and C Walsh  
 
Absent 
without Apologies: J Jewers and C Mapey  
 
241. Apologies 

 
Apologies for absence had been received from Councillors Gillard, Holdcroft, Page, Sylvester 
and Walsh. 
 

242. To receive declarations of interest 
 
Councillor  Sutton declared  an  interest in item 253 as a Director  of  Woodbridge  Riverside  
Trust  and Trustee of the Tide Mill.   
 
Councillor Bale declared an interest in item 253 as a Trustee of the Tide Mill Trust.   
 
Councillors Blois and Rawlings declared an interest in item 253 a Trustees of the Museum.   
 
No other Councillors declared any interest in matters on the agenda. 
 

243. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
to remain, speak and/or vote on that item in which they had declared an interest. 
 

244. Public question time 
 
No member of the public wished to speak. 
 

245. To note the receipt of a written report from County Councillor Page 
 
The Council noted the receipt of a written report from County Councillor Page. 
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246. To note the receipt of a written report from District Councillors Mapey and Yule 

 
The Council noted that no report had been received. 
 

247. 
 

For members to question the District and County Councillors on matters contained in their 
written reports 
 
There were no questions for County Councillor Page, who was absent due to illness. 
 

248. To agree and approve the minutes of the meeting held 20th July 2021 
 
The Council agreed and approved the signing of the minutes of the meeting held 20th July 
2021 as a true record, subject to the following amendment to minute 178 (b) so that it read 
“The Climate and Ecological Emergency Committee liaise with the Planning Committee to 
co-ordinate responses on planning applications involving significant trees”. 
 

249. To consider, question and agree the following Financial Reports 
 
The Council noted and agreed the following financial reports: - 
 

a. Income to 31st July 2021 - £239,682.00 
b. Expenditure to 31st July 2021 - £6,845.00 
c. Income and Expenditure against Budget to July 2021 
d. Bank Reconciliation and Supporting Bank Statements to 31st July 2021 - £700,543.16 
e. The Accounts and Payments List for August 2021 - £9,373.48 
f. The HSBC Net report for August 2021 - £9,373.48 
g. The HSBC Corporate Card report for July 2021 - £347.14  
h. Summary of Direct Debit payments to 31st July 2021 - £82.49 
i. Debtors Report to 31st July 2021 
 

It was reported that the outstanding debtor had paid. 
 
The Council wished to express their thanks to the Finance Assistant for her work in ensuring 
the accounts were up to date and accurate. 
 

250. To note the receipt of the minutes from this Council’s Committees 
 
The Council noted the receipt of the minutes from the following Committees: - 
 

a) Staffing Committee held 29th June 2021 
b) Planning Committee held 29th June 2021 
c) Climate and Ecological Emergency Committee held 6th July 2021 
d) Amenities Committee held 6th July 2021 
e) Highways Committee held 13th July 2021 
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f) Planning Committee held 13th July 2021 
 

251. To nominate a Councillor to attend meetings of The Ship’s Company  
 
The Council nominated Councillor Adelson to attend meetings of the Ship’s Company. 
 

252. To nominate a Councillor to attend meeting of The Woodbridge Society  
 
The Council nominated Councillor Blois to attend meetings of The Woodbridge Society. 
 

253. To agree by way of memorandum of understanding the relationship between the Town 
Council (as Corporate Trustee) and The Tide Mill Trust (as Managing Trustee) 
 
The Council agreed to defer a decision on this matter until the November meeting and to 
invite the Tide Mill, the Museum, the Longshed and the Art Club to submit a bid for a co-
ordinated educational programme, particularly involving schools, for the Woodbridge 
Historic Riverside area. 

 
254. To agree to jointly provide a changing places toilet facility as part of the planned 

refurbishment of Elmhurst Park toilets in Elmhurst Park toilets in 2022 
 
The Council agreed to jointly, with East Suffolk Council, to provide a changing places toilet 
facility as part of the planned refurbishment of Elmhurst Park toilets in 2022. 
 

255. To consider how to commemorate the Queen’s Platinum Jubilee 
 
The Council agreed to allocate a draft budget of £20,000 for an event in Elmhurst Park to 
include music through the Queen’s reign, free fairground rides for younger children, 
opportunities for local voluntary organisations to showcase their offers, and other free 
activities to be held on the Friday of the Bank Holiday.  The Council nominated the Town 
Clerk, together with Councillors Miller, Blois and Wilks to prepare some ideas and costings 
for an early meeting of the Council. 
 

256. To consider the purchase of planters for installation in the Thoroughfare 
 
The Council agreed to investigate the use of planters further. 

 
257. To agree to purchase of the Market Hill telephone kiosk 

 
The Council agreed to purchase of the Market Hill telephone kiosk and committed a budget 
of £250 from the Amenities Committee budget to making the lighting safe and installing 
shelving so that it may be used as a free book library. 
 

258. To consider holding a programme of Councillor surgeries 
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Council considered holding a programme of Councillor surgeries and asked Councillors 
Sanders, Sutton, Blois, together with a Councillor representing the Riverside Ward to review 
the matter and agree a plan for future Councillor attendance at such surgeries. 
 

259. To review the Town Council’s Privacy Notice 
 
The Council reviewed the Privacy Notice and agreed that no  changes were required. 
 

260. To consider the Council’s position on the former District Council Offices site on Melton Hill 
following the marketing of the site with extant Planning Permission 
 
The Council agreed to defer this matter and to seek advice from the Suffolk Association of 
Local Councils. 
 

261. Closure 
 
The meeting was closed at 8.50pm. 
 
 

   
 
                 Councillor Bale 

Chair 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of the meeting of the PLANNING COMMITTEE held at the Woodbridge Methodist Church 
on TUESDAY 24th AUGUST 2021 at 5PM 
 
Councillors:     
 
Present:  D Adelson, S Bale, G Holdcroft, S Miller, R Sanders, M Sutton.  
 
Apologies:   Lady C Blois, C Walsh 
 
Absent without 
Apologies:  J Jewers, C Mapey 
                      
In Attendance: Locum Town Clerk and one member of the public 
 
262. Apologies for Absence 

 
Apologies for absence had been received from Councillors Blois and Walsh 

 
263. To receive Declarations of Interest 

 
Councillor Sutton declared a non-pecuniary interest in item 268 as a Director of the 
Woodbridge Riverside Trust.  
 

264. To consider requests for Dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

265. Public Question Time 
 
No member of public wished to speak.  

 

266. To agree and approve the Minutes of the meeting held on 10th August 2021  
 
Further to item 237 members agreed that Woodbridge Town Council could be added as a 
signatory to the letter being sent by the ‘Anglian Energy Planning Alliance’ to EDF Energy in 
regards to potable water at Sizewell C.  
 
Members also asked the Clerk and Chair to draw up a side letter questioning EDF Energy 
further on the potable water situation.  
 
The Committee then agreed and approved the signing of the Minutes of the Planning 
Committee meeting held on 10th August 2021 as a true record. 
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Application No and Address  Committee Comments  
 

DC/21/3541/FUL - Grove Lodge 6 Pytches 
Road 

Further to a site visit undertaken on Thursday 19th 
August, we recommend REFUSAL.  
 
- The removal of trees and hedges will both expose 

the neighbouring property to the proposed 
development, and lead to loss of the semi-rural feel 
of the area which is of great benefit to local 
residents. 

- The proposed new entrance will impact on 
pedestrians, in particular school children, using the 
public footpath along Highlands Lane .  

- The proposed ‘no dig’ driveway around the existing 
trees will be impossible to achieve due to the 
elevation difference between the garden and 
Pytches Road/Highlands Lane which is markedly 
lower.  

- The Applicant has not submitted reports deemed as 
necessary in its arboricultural report to confirm the  
recommendations therein can be achieved.  

 

DC/21/2717/VOC - Deben Wharf 3A 
Whisstocks 

We confirm that our original recommendation of 
REFUSAL made on June 30th 2021 is unchanged; 
 
We recommend REFUSAL due to the 
potential noise impact on neighbouring properties 
 
The proposed shortened opening hours are still 
unacceptable for a restaurant in this mainly residential 
area – the approved hours in DC/14/1363/VOC were 
agreed to protect residents and the local environment 
from late night noise nuisance.  
 

267. To note intentions to undertake works to trees in the Conservation Area 

 
There were no applications at this time.  

268. To comment on applications for planning permission  
 
The Council agreed their comments as set out below:- 
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We are also concerned about a likely increase in illegal 
parking adjacent to Tide Mill Way, and an increase in 
litter on Whisstocks Place.    

DC/21/1886/FUL - Land To The Rear Of 32 
Market Hill 

We confirm that our original recommendation of 
REFUSAL made on May 19th 2021 is unchanged; 
 
The proposed development site is too small (see para 
5.35 of local plan) and thus contrary to SCLP 5.7 in its 
scale. 

DC/21/3536/FUL - 25 Ipswich Road We recommend APPROVAL subject to a condition that 
the property owners are not able to seek further 
planning permission to convert the annexe into a 
separate property.  

DC/21/3667/FUL - Pinecrest 5 Pytches 
Road 

We recommend REFUSAL as this application 
contravenes Policy SCLP5.7 (Infill and Garden 
Development), section D – Existing and proposed 
dwellings have sufficient curtilage space. The design is 
also out of character with the local area. 

DC/21/3560/LBC - 23 Church Street We recommend APPROVAL 

DC/21/3786/FUL - 7 Haughgate Close We recommend APPROVAL 

DC/21/3816/FUL - 14 Beaconsfield Road We recommend APPROVAL 

DC/21/3877/FUL - 9B Thoroughfare We recommend APPROVAL 

 

 
 

           Councillor Sanders 
                  Chair   

269. To note East Suffolk Council decisions on planning applications where those decisions are 
contrary to this Council’s recommendations and not previously reported.  
 
The Committee noted East Suffolk Council decisions on planning applications where those 
decisions are contrary to this council’s recommendations and not previously reported. 
 

270. Closure 

 
The meeting was closed at 5.51pm. 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of a meeting of the CLIMATE AND ECOLOGICAL EMERGENCY COMMITTEE held on TUESDAY 
7TH  SEPTEMBER 2021 at 5PM,  at THE OCTAGON, METHODIST CHURCH, WOODBRIDGE  
 
Councillors:    
 
Present:  D Adelson, S Bale, E O’Nolan, Sanders and M Wilks 
 
Non-Council  
Members:  E Garavalde (items 271-281 only) and J Healey 
 
Apologies   
for Absence:  Lady C Blois, G Rodgers, D Thomas, P Watson 
 
Absent without 
Apologies:  L Hussey 
                
In Attendance: Locum Deputy Town Clerk and four members of the public  
 
271. Apologies for absence 

 
Apologies for absence had been received from Councillors Blois and Non-Council Members, 
Rodgers, Thomas and Watson. 
 

272. To receive declarations of interest 

 

No Members had any Disclosable Pecuniary or Local Non-Pecuniary Interests in relation to 
items on the agenda. 
 

273. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this agenda 
for a dispensation. 
 

274. Public Question Time 
 
A member of the public indicated an interest in the saltmarshes and river wall and 
expressed an interest in being a member of the working party looking at the impact of sea 
level rise. 
 

275. To agree and approve the minutes of the meeting held on 3rd August 2021 
 
The Committee agreed and approved the signing of the minutes of the meeting held 3rd 
August 2021 as a true record. 
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276. To appoint members to undertake a study of sea level rise scenarios and their effect on 

Woodbridge 

 

The Committee appointed Robin Whittle, Eva Garayalde and Jane Healey to a Working Party 

to undertake a study of sea level rise scenarios and their effect on Woodbridge.  The Working 

Party was tasked with, initially, producing maps showing the impact of various sea level rise 

forecasts on Woodbridge and the surrounding area, which, once produced were to be 

brought to this Committee for consideration. 

 
277. To appoint members to plan for a Climate Summit in February 2022 

 
The Committee appointed Councillors O’Nolan, Wilks, and Non-Councillors Garayalde and 
Healey to a Working Party to plan for a Climate Summit in February 2022.  The Working 
Party was allocated a draft budget of £4,000 from the Committee’s budget but was 
required to bring the draft programme for the Conference to this Committee for approval 
before committing any of those monies. 
 

278. To appoint members to produce a draft an efficient and a swiftly-responding Climate and 

Ecological Emergency Promotions System to promote work already done and rationale for – 

and invitation to join in – future works intended 

 
The Committee appointed Councillors Adelson and Wilks and a Non-Councillor to be 
nominated by the Youth Council to a Working Party to produce a draft of an efficient and a 
swiftly-responding Climate and Ecological Emergency promotions system to promote work 
already done, and rationale for – and invitation to join in – future works intended.  The 
Working Party was required to bring the draft promotions system to this Committee for 
approval. 
 

279. To appoint members to prepare a draft mission statement for the Climate and Ecological 

Emergency Committee  

 
The Committee appointed Councillors Adelson and Wilks to prepare a draft mission 
statement for the Climate and Ecological Emergency Committee, for approval at a future 
meeting of this Committee. 
 

280. To provide comment to the Planning Committee on planning applications involving removal 

or management of trees  

 
The Committee had no objection to the removal of four branches from a sycamore tree at 
17 Ipswich Road. 
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281. To consider potential locations for a fixed camera post 

 
The Committee agreed to site a for a fixed camera post on Tide Mill Quay and asked the 
Locum Town Clerk to meet with representatives from the Deben Estuary Partnership to 
determine the best location which would not conflict with the Council’s plans for the Quay 
or the use of the foreshore.  The Committee agreed to fund the balance of the initial 
installation, and future maintenance from this Committee’s budget. 
 

282. To receive a report from the Tree Wardens regarding the opportunities for Autumn planting 

 
The Committee agreed that the Town Clerk be supplied with a map of potential planting 
sites in order that the correct number and mix of “whips” could be ordered and agreed to 
fund the cost of their planting from this Committee’s budget. 
 

283. To appoint members to explore establishing contact with, with a view to future collaboration, 

other Town Councils which have established Climate Action Committees 

 
The Committee agreed to appoint Jonathan Valentine to explore establishing contact with, 
with a view to future collaboration, other Town Councils which have established climate 
action committees. 
 

284. To consider options for new revenue projects for 2022/2023 Budget 

 
The Committee considered options for new revenue projects for 2022/2023 budget and 
agreed to seek four further car-free days.  The Town Clerk was asked to seek a quotation for 
traffic management of a closed area to include the Thoroughfare, Cumberland Street, Church 
Street and Quay Street. 

 
The Committee also agreed to publicise the Plugshare electric car charging point sharing 
scheme. 
 

285. To consider options for the Car Free Day on October 9th  

 
The Committee agreed to write to local organisations, including particularly Transition 
Woodbridge and Suffolk Wildlife, inviting them to bring a stall to the Thoroughfare. 
 

286. To request that the Emergency Response Group remain “on guard” 

 

The Committee agree to write to the Chair of the Emergency Response Group asking that it 
remain in place to enable it to address any climate change emergencies which might impact 
on the town. 
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287. Closure 
 
The meeting was closed at 6.31pm. 

 
 
             Councillor Wilks 

                        Chair 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of the meeting of the PLANNING COMMITTEE held at the Woodbridge Methodist Church 
on TUESDAY 7th SEPTEMBER 2021 at 7PM 
 
Councillors:     
 
Present:  D Adelson, S Bale, G Holdcroft, R Sanders, M Sutton and Walsh 
 
Apologies:   Lady C Blois and Miller 
 
Absent without 
Apologies:  J Jewers, C Mapey 
                      
In Attendance: Locum Deputy Town Clerk and no members of the public 
 
288. Apologies for Absence 

 
Apologies for absence had been received from Councillors Blois and Miller. 
 

289. To receive Declarations of Interest 
 
Councillor Adelson declared a non-pecuniary interest in item 294, planning application 
DC/21/3748/PN3.   
 
No other Members made any declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the Agenda. 
 

290. To consider requests for Dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

291. Public Question Time 
 
There were no members of public present. 

 

292. To agree and approve the Minutes of the meeting held on 24th August 2021  
 
The minutes of the Planning Committee meeting held 24th August 2021 were approved. 
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Application No and Address  Committee Comments  
 

DC/21/3739/VOC The Moorings, Cherry 
Tree Road 

We recommend APPROVAL subject to complying with 
Suffolk County Council’s comments regarding the 
nearby right of way 

DC/21/2884/LBC – 24 Thoroughfare We recommend APPROVAL 
 

DC/21/3748/PN3 – Framfield Medical 
Centre, Ipswich Road 

We recommend APPROVAL 

DC/21/3888/FUL – 6 Naverne Meadow We recommend APPROVAL 

 

 
 

           Councillor Sanders 
                  Chair   

293. To note intentions to undertake works to trees in the Conservation Area 

 
The Committee noted intentions to undertake works to trees in the conservation area. 
 

294. To comment on applications for planning permission  
 
The Council agreed their comments as set out below:- 

295. To note East Suffolk Council decisions on planning applications where those decisions are 
contrary to this Council’s recommendations and not previously reported.  
 
The Committee noted East Suffolk Council decisions on planning applications where those 
decisions are contrary to this council’s recommendations and not previously reported. 
 

296. Closure 

 
The meeting was closed at 7.08pm. 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of the meeting of the HIGHWAYS COMMITTEE held at Shire Hall on TUESDAY 14th 
SEPTEMBER 2021 at 5pm  
 
Councillors:     
 
Present:  D Adelson, S Bale, P Gillard, C Page 
 
 
Apologies:  Lady C Blois 
 
Absent without 
Apologies:  M Sylvester 
                      
In Attendance: Locum Town Clerk and one member of the public 
 
297. Apologies for absence 

 
Apologies for absence had been received from Cllr. Blois.  
 

298. To receive declarations of interest 
 
No members made any declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the Agenda. 
 

299. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

300. Public Question Time 
 
A member of the public spoke to the Committee about the continued problems of speeding 

vehicles on Burkitt Road, especially during school drop off and pick up time.   

 

 

301. To receive and approve the minutes of the meeting held 13th July 2021 
 
At item 123 it was noted that Cllr. Adelson was appointed Vice-Chair of the Committee.  
 
Thereafter the Committee agreed and approved the signing of the minutes of the Highways 
Committee meeting held on 13th July 2021 as a true record. 
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            Councillor Gillard 
                           Chair   

302. To note, further to the following item, correspondence received from a resident in Deben 

Road 

Members noted the request from the resident of Deben Road.  

 

Members asked that the question of whether ‘White Line’ markings are covered by a Traffic 

Regulation Order (TRO) be added to the Joint Highways agenda.  

 

303. To view advice received from Suffolk Highways in regards to the potential costs to install a 
new TRO/ waiting restrictions and agree to ask the Clerk and Chair to draft a response for 
residents requesting such restrictions.  
 

Members agreed that the Clerk and Chair should draft a template for responding to requests 

from the public for new waiting restrictions, based on the advice received from Suffolk 

Highways, but asked that any such letter be finalised after the confirmation in regards to the 

legality of parking on white lines.  

 

304. To agree to ask Suffolk Highways to seek an estimate for new markings on the Market Hill 

one way system.  

 

Members agreed that the Clerk should request from Suffolk Highways estimates for updated 

road markings on the Market Hill. 

 

It was also requested that Suffolk Highways be asked about the potential  of removing two-

way traffic from the top of the Market Square in order to create a clockwise one-way system 

on the Market Hill.   

 

305. To consider items to be included on the Joint Highways meeting agenda 

 
Members agreed to add the following items to the Joint Highways agenda; 

 
- How to manage the parking bay outside of the Woodbridge Emporium (now the loading 

bay sign has been removed) 

- Fake yellow lines on Victoria Road 

306. Closure 

 
The meeting was closed at 5.46pm. 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of the meeting of the AMENITIES COMMITTEE held at Shire Hall on TUESDAY 14th 
SEPTEMBER 2021 at 7pm  
 
Councillors:    
 
Present:  D Adelson, S Bale, J Jewers, S Miller, E O’Nolan, S Rawlings , R Sanders, C Walsh 

and M Wilks 
 
Apologies:  Lady C Blois 
                    
In Attendance: Locum Town Clerk and one member of the public 
 
307. 

 

Apologies for absence 

 
Apologies for absence had been received from Councillors Blois 
 

308. To receive declarations of interest 

 
Councillor Adelson declared a non-pecuniary interest in item 317 as his wife is an allotment 

holder.  

 

309. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

310. Public Question Time 

 
A member of the public asked the Committee to consider dedicating a space in central 
Woodbridge for notices of forthcoming local events, as there is currently no single place for 
local people or visitors to find out what is happening in the town.  
 

311. To agree and approve the minutes of the meeting held on 3rd August 2021. 
 

The Committee received and approved the signing of the minutes of the meeting held on 3rd 
August 2021 as a true record. 
 

312. To consider creating a “poster wall” for organisations to post details of forthcoming events 
 
With the approval of the Committee the Chair reordered the agenda to allow for consideration 
of this item.  
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Members agreed that the Locum Town Clerk should approach the Woodbridge Co-Op and seek 
permission to use their fence which faces the Hamblin Road car park and Elmhurst Walk.  
 
The Locum Town Clerk was also asked to investigate the potential use of Kingston Pavilion, and 
whether any covenants included in the will of Mr Kingston-Smith forbid such action.  
  

313 To receive an update on the Melon Pit project. 

 
Members were advised that adverts had been placed in local publications and that a meeting 
with interested parties was scheduled for Friday 17th September.  
 

314. To agree the specification for the Elmhurst Park play area update in order to add tender 

documents to the Contracts Finder website. 

 

Members offered a number of suggestions including a play train, ‘Toddlers Paradise’, 

climbing frames, speaking tubes, sunken trampolines, sand and water play and accessible 

equipment.  

 

It was agreed that the Locum Town Clerk would organise and advertise a consultation with 

users of the play area to gauge public opinion before contact is made with potential 

contractors.  

 

315. To discuss how to improve the planting of the tubs on Tide Mill Way. 
 
It was agreed that the Locum Town Clerk investigate the costs of purchasing replacing planters 
and the costs of removing those in situ, and to also undertake some interim planting of the 
existing tubs.   
 

316. To discuss how to improve the planting of the Elmhurst Park ‘Cannon bed’. 

 

It was agreed that the Locum Town Clerk should seek quotations for paving one corner of the 
current bed, and also seek advice on the damage to the adjacent pavement potentially caused 
by tree roots.  
 
Members also asked that the planting of the beds with roses be investigated by the Clerk and 
for all of the costs associated with this work be presented at a future meeting.  
 

317. To agree the purchase of hedging plants for planting at the Kingston Field allotments. 
 
It was agreed that the Locum Town Clerk could spend up to a maximum of £420 from the 
Amenities Committee budget to purchase up to 60 hedging plants for planting at the Kingston 
Field allotments.  
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Councillor Jewers left the meeting (8.20pm).  
 

318. To agree how to proceed with the Market Hill telephone kiosk.  
 
Whilst a community book exchange would be their preferred use of the Market Hill telephone 
kiosk, it was agreed that members of the public should be consulted for their views by way of 
a sign on the kiosk and advertising on social media.  
 

319. To discuss the potential for cycle racks at Whisstocks Place and other sites in the town 
 

The Locum Town Clerk was asked to investigate the costs of installing five bike racks between 

the Museum glass window and the sea wall on Whisstocks Place. A maximum spend of £1000 

from the Amenities Committee budget was agreed.  

 
320. To consider and agree (including prioritisation) of new projects for possible inclusion in the 

2022/2023 budget – Attached 
 
Members agreed the following items for possible inclusion in the 2022/23 budget; 
 
- Plastic bag recycling point/ takeaway location (Locum Town Clerk to investigate 

Mundesley-on-Sea Parish Council).  
- Deckchairs for hire (Elmhurst Park and Kingston Field) 
- Vermin proof litter bins 
- Update to the Cannon bed area of Elmhurst Park inc. cycle racks 
- Transport for Council workers 

 
The Locum Town Clerk was also asked to seek more accurate cost for the adding of an 
accessible ramp to the Elmhurst Park bandstand.  
 

321. To consider Christmas decoration for Whisstocks Place 

 

It was agreed not to allocate any money at this time, but for the Locum Town Clerk to discuss 

with Councillor Sutton the potential for a ‘Community Tree’ to be produced by the Woodbridge 

Riverside Trust.  

 

322. To review the summer events in Elmhurst Park 

 

Members discussed the summer events in Elmhurst Park, some of which were funded by this 

Council, and noted a new hire form is being produced by Officers.   

 

323. To consider what support the Council can offer the Scouts in obtaining new premises 
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Members were advised that the 1st Woodbridge Scouts are currently meeting at Rock Barracks, 

having had their lease terminated by their landlord, the Seckford Foundation.   

 

Members agreed that the Locum Town Clerk and Chair draft a letter to be sent to the Seckford 

Foundation asking for information about when the damaged wall will be repaired and when 

the scouts will be invited back into the building.   

 

324. Closure 
 
The meeting was closed at 9.21pm 
 

  
 
 

          Councillor O’Nolan 
         Chair 



  

 

 

Item 12 
To note the conclusion of the external audit and take any appropriate action  

The External Auditor has completed the audit of the Council’s Accounts for 2020/2021 

and raised no matters for the Council to consider.  The note that Page 2 of the AGAR 

had to be amended arose due to the revaluation of the Council’s assets which occurred 

during the year meaning that the 2019/2020 asset total had to be restated using the 

new asset definition. 

Members are recommended to note the successful completion of the External Audit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Annual Governance and Accountability Return 2020/21 Part 3 Page 6 of 6 

Section 3 – External Auditor Report and Certificate 2020/21 

In respect of WOODBRIDGE TOWN COUNCIL – SF0420 
 

 

1 Respective responsibilities of the body and the auditor 
This authority is responsible for ensuring that its financial management is adequate and effective and that it has a 
sound system of internal control.  The authority prepares an Annual Governance and Accountability Return in 
accordance with Proper Practices which: 

• summarises the accounting records for the year ended 31 March 2021; and 
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as 

external auditors. 
Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance 
with guidance issued by the National Audit Office (NAO) on behalf of the Comptroller and Auditor General (see note 
below).  Our work does not constitute an audit carried out in accordance with International Standards on Auditing (UK 
& Ireland) and does not provide the same level of assurance that such an audit would do. 
 

2 External auditor report 2020/21 

3 External auditor certificate 2020/21 
We certify that we have completed our review of Sections 1 and 2 of the Annual Governance and Accountability 
Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for the year ended 31 
March 2021.

On the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return (AGAR), in our opinion the information in 
Sections 1 and 2 of the AGAR is in accordance with Proper Practices and no other matters have come to our attention giving cause for concern that 
relevant legislation and regulatory requirements have not been met.  
 
 

Other matters not affecting our opinion which we draw to the attention of the authority: 
 
The AGAR was not accurately completed before submission for review. The AGAR had to be sent back for amendment. 

* Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews in Auditor Guidance Note 
AGN/02.  The AGN is available from the NAO website (www.nao.org.uk) 

PKF LITTLEJOHN LLP 
 

External Auditor Name 
 

External Auditor Signature 
 

17/08/2021 
 

Date 
 



  

 

 

 
 
Item 13 
To note the conclusion of the first internal audit for 2021/22 and take any appropriate 

action  

The report of the Independent Internal Auditor is shown overleaf; 
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Internal Audit Report for Woodbridge Town Council  

for the period ending 31st July 2021 
 

Clerk Greg Diaper 

RFO (if different) Gordon Mussett (Locum Deputy Clerk) 

Chairperson Cllr. Sue Bale 

 Annual Budget: Actual to date: 

Precept £343,101 £171,551 

Income £388,635 £239,682 

Expenditure £518,635 £125,175   

General reserves 
Current Year Fund  

£86,846 
£114,507 

Earmarked reserves £486,373 

Audit type Interim 

Auditor name Vicky Waples 
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Introduction  

The primary objective of internal audit is to review, appraise and report upon the adequacy of internal control systems operating 
throughout the council.  To achieve this SALC adopt a predominantly systems-based approach to audit.   
 
The council’s internal control system comprises the whole network of systems established within the council to provide reasonable 
assurance that the council’s objectives will be achieved, with reference to: 
 

• the effectiveness of operations 

• the economic and efficient use of resources 

• Compliance with applicable policies, procedures, laws and regulations 

• the safeguarding of assets and interests from losses of all kinds, including those arising from fraud, irregularity and corruption 

• the integrity and reliability of information, accounts and data 

 
Methodology 

When conducting the audit, the internal auditor may:   
 

• carry out a selective assessment of compliance with relevant procedures and controls expected to be in operation during the 

financial year in order to be able to complete the Annual Internal Audit Report 2020/21 of the Annual Governance and 

Accountability Return (AGAR)  

• review the reliability and integrity of financial information and the means used to identify, measure, classify and report such 

information 

• review the means of safeguarding assets and, as appropriate, verify the existence of such assets 

• appraise the economy and efficiency with which resources are employed, identify opportunities to improve performance and 

recommend solutions to problems 

• review the established systems to ensure compliance with those policies, procedures, laws and regulations which could have a 

significant impact on operations, and determine whether the council complies 

• review the operations and activities to ascertain whether results are consistent with objectives and whether they are being carried 

out as planned 
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Section 1 – proper bookkeeping  
The internal auditor will look at the methods and processes used to manage the council’s accounts and in particular that it provides clear data for 
reporting and monitoring purposes.  This includes checking information is accurate, kept up to date, referenced and verified. 

 
Evidence 
 

 
Internal auditor commentary 

Is the ledger maintained and up to date? Yes The council uses the Omega Accounting Package which produces reports 
on an Income and Expenditure basis. This in turn allows the Responsible 
Financial Officer (RFO) to produce clear financial management information 
to the Council by focusing on the balance of economic benefits that it has 
under its control, rather than just its bank balance. The cashbook is kept up 
to date and regularly verified against bank statements. 

Is the cash book up to date and regularly verified? Yes The cashbook remains the focus for day-to-day accounting and the RFO is 
aware that the balancing off and reconciliation to the bank statement 
remains the most important control over the accounting system. The 
cashbook is reconciled on a monthly basis. 

Is the arithmetic correct? Yes Spot checks were made, and all was found to be in order. Cash books are 
reconciled on a monthly basis.  

Additional comment: 
Council follows Proper Practices in ensuring that its accounting procedure gives a more accurate presentation of an authority's true financial 
position by focusing on the balance of economic benefits that it has under its control, rather than just its bank balance. For further transparency 
and scrutiny, the RFO, in accordance with best practice, has referenced all payments and receipts with a description as to the expenditure and 
income being incurred to ensure the integrity of data being input and processed.  

 

 
Section 2 – Financial Regulation and Standing Orders 
The internal auditor will check the date the Council carried out its annual review of both Standing Orders and Financial Regulations and in 
particular check if these are based on NALC’S latest model which include legislative changes.   

 
Evidence 
 

 
Internal auditor commentary 

Have Standing Orders been adopted, up to date and 
reviewed annually? 

Yes At the meeting of 22nd June 2021, Council reviewed its existing Standing 
Orders confirming that there were no changes required to those adopted in 
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2020. Agreement was forthcoming for the Town Clerk to make the document 
non gender specific. A copy of the adopted orders can be found on the 
Council's website and are based on the Model Standing Orders produced 
by NALC in 2018 which take into account changes in legislation since those 
produced in 2013.   

Are Financial Regulations up to date and reviewed 
annually? 

Yes Financial Regulations (FR), were reviewed by the Town Council at the same 
meeting, a copy of which can be found on the Council's website, and which 
are based on the Model Standing Orders produced by NALC in 2019. 

Has the Council properly tailored the Financial 
Regulations? 

Yes The Council's current Financial Regulations have been tailored to the Town 
Council.  

Has the Council appointed a Responsible Financial 
Officer (RFO)?1 

Yes In accordance with Section 151 of the Local Government Act 1972(d) 
(financial administration), January 2020, Council resolved to appoint the 
Locum Town Clerk  as the Council’s Responsible Financial Officer (RFO), 
for the period of their employment, to be responsible for the administration 
of the financial affairs of the relevant authority.  

Additional comments:  
Council has shown good practice by ensuring that it has in place appropriate measures governing how it operates, provisions for securing 
competition and regulating the manner in which tenders are invited. In accordance with proper practices, Council has ensured that its Financial 
Regulations are regularly reviewed, fit for purpose and that Council agrees to adhered to them as written. At its next review Council might wish to 
refer to LTN 87 as produce by NALC which contains updated information on Procurement; thresholds post Brexit and advertising requirements. 

  

 
Section 3 – Payment controls 
The internal auditor will specifically check bank reconciliation including credit/debit cards and management approval processes and evidence 
that internal Financial Regulations (FO) are being followed. The internal auditor will examine how regular payments are managed and specifically 
seek evidence that these have been brought back to the Council for verification purposes especially where the actual payment made differs from 
the amount previously agreed.   VAT should be clearly identified including evidence that claims have been correctly managed.  The internal 
auditor will check if the Council has a clear understanding on eligibility in relation to the General Power of Competence and that s.137 has been 
correctly applied and managed. 

 
Evidence 
 

 
Internal auditor commentary 

 
1 Section 151 Local Government Act 1972 (d) 



SALC Internal Audit Report template (v.2) 
Last reviewed: 19th February 2021 
 

 

5 ` 

Is there supporting paperwork for payments with 
appropriate authorisation? 

Yes At each Full Council meeting a list of all payments awaiting approval, 
including those to be retrospectively approved, is presented to the 
meeting with formal approval of such expenditure being shown in the 
minutes and evidence of such paperwork, including details of those 
authorizing the release of payment is retained within the files submitted 
for internal audit.  
Spot checks on payments over £500 were cross checked against 
cashbook, payment authorization documentation, minutes and bank 
statements and found to be in order and correctly approved in accordance 
with Council’s own Financial Regulations.  

Have decisions taken under delegated authority 
been reported back to Council? 

Yes For the period 5th May to 21st June 2021, Council, being unable to meet 
due to the suspension of legalisation which permitted virtual meetings and 
the concern that meetings held in the public forum would exceed the 
government limits for indoor gatherings, authorised the Town Clerk to take 
such decisions which are normally made by Council or Committee, in 
conjunction with the Town Major. In accordance with legislation, at its 
meeting of 22nd June 2021, council were informed of the decisions taken 
by the Town Clerk under delegated powers. 

Where applicable, were procurement controls 
identified and followed in the awarding of new 
contracts 

Yes During the period under review, Council consider quotations for and 
awarded contracts for the following projects: concrete culvert (Kingston 
Field stream); new footpath (Kingston Field) and new play equipment 
(Kingston Field). The paperwork submitted for internal audit shows the 
procurement process followed by the Town Council in the appointment of 
contractors for each approved project. 
Comment: Council might wish to review the list as shown and ensure that 
it is updated in accordance with the requirements of the Transparency 
Code 2015 noting that certain information is to be published quarterly - 
details of any contract, commissioned activity, purchase order, framework 
agreement and any other legally enforceable agreement with a value that 
exceeds £5,000. 

Where applicable, are internet banking transactions 
properly recorded and approved? 

Yes Internet banking is operated in accordance with the Council’s own FRs 
5.5-5.7  and 6.4 with evidence being retained showing which authorised 
members or the Clerk and RFO under delegated authority approved the 
payment. Council continues with the procedure outlined in previous 
internal audit reports whereby the accounts for payments are checked by 
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an authorised member of the Finance and Staffing Committee prior to 
being submitted for approval at each Town Council Meeting. 

Is VAT correctly identified, recorded and claimed 
within time limits? 

Yes VAT is clearly identified in the ledger book and claimed in accordance with 
the guidelines for local authorities and similar bodies. The year-end 
position on 31st March 2021 of £8,365.84, as submitted on 9th April 2021,  
is verified as having been received on 19th April 2021. A VAT return for 
Quarter 1 in the sum of £6,153.89 was submitted to Hm Revenue and 
Customs in July 2021 and settled on 16th July 2021. 
The minutes of 4th May 2021, confirm that the Council has opted to tax 
the Shire Hall. 

Has the Council adopted the General Power of 
Competence (GPOC) and is there evidence this is 
being applied correctly?2 

Yes The annual audit for the year ending 31st March 2021 confirms that at the 
Annual Meeting held on 14th May 2018, the Council resolved to adopt the 
General Power of Competence. 

Are payments under s.1373 separately recorded, 
minuted and is there evidence of direct benefit to 
electorate? 

Not applicable  

Where applicable, are payments of interest and 
principal sums in respect of loans paid in accordance 
with agreements? 

Not applicable  

Additional comments:       
Council has recognised the recommendation from NALC in relation to dual authorization for internet payments and ensured that there are controls 
on expenditure as an integrated part of its overall financial control system and evidence retained showing which authorised members approved 
the release of the payment. The controls in place form part of the Council’s Internal Control Policy and are reviewed on an annual basis. 

 

 
Section 4 – Risk management 
The internal auditor will expect to find evidence of the management of risks from identification of what those are for each individual Council 
through to how these will be managed and the controls in place to mitigate these and that these have been approved by the Council. 

  

 
2 Localism Act  
3 Section 137 of the Local Government Act 1972 (“the 1972 Act”) enables local councils to spend a limited amount of money for purposes for which they have no other specific 
statutory expenditure. The basic power is for a local council to spend money (subject to the statutory limit – of £8.12 per elector) on purposes for the direct benefit of its area, or 
part of its area, or all or some of its inhabitants.  
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Evidence 
 

Internal auditor commentary 

Is there evidence of risk assessment documentation? Yes Overall, the risk assessment documentation submitted for Internal Audit 
provides details of the risks associated with the functioning of a smaller 
authority and the measures that the Council will undertake to mitigate such 
risks. The Council’s Risk Management Scheme for the year under review was 
adopted by full Council at its meeting of 16th February 2021 and is noted to 
be annually reviewed. 
Comment: Council’s Directory of Risk Assessments and Review Dates 
submitted for internal audit demonstrates that Council has recognised that, 
having identified and assessed the risks associated with the functioning of the 
smaller authority, such documentation should be reviewed not less than 
annually by members and that risk management should be a standing item at 
full Council or committee meetings. 

Is there evidence that risks are being identified and 
managed?  

Yes Council is aware that its risk assessment needs to focus on the safety of the 
parish council’s assets and in particular its money.  Council has ensured that 
it has taken actions to identify and assess those risks and has considered 
what actions or decisions it needs to take during the year to manage in order 
to avoid financial or reputational consequences.  

Does the Council have appropriate and adequate 
insurance cover in place for employment, public liability 
and fidelity guarantee and has been reviewed on an 
annual basis? 

Yes In accordance with Proper Practices, Council has identified its key risks and 
taken steps to manage them in a way which it can justify to a level which is 
tolerable by transferring the risk and buying in services from specialist 
external bodies and taking out insurance. General Insurance from Zurich 
Municipal for the period from 1st  November 2020 to 31st  October 2021 was 
reviewed during the Internal Auditor’s visit. Council is in a long-term 
agreement which is active until 1st November 2023. 
Core cover   shows   the   following:   Employers   Liability   £10,000,000.   
Public   Liability £15,000,000; Products Liability £10,000,000; Hirers Liability 
£2,000,000 & Fidelity Guarantee Cover is £1,000,000. Material Damage 
cover is shown for 12 buildings / premises with Business Interruption on all 
buildings and premises under insurance. All Risks cover is in place for a 
number of items with specified location as well as cover for non-location 
specific on further assets. 
Fidelity Guarantee cover at £1million is in accordance with guidance, which 
provides that the cover should be at least the sum of the year-end balances 
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plus 50% of the precept/grants to be received in the following April/May. 
Council should ensure that balances and cash flow are monitored to ensure 
that cover is appropriate as balances increase.    
The minutes of 4th May 2021 confirmed that there were no further changes 
required in terms of its arrangements of insurance cover following the review 
in September 2020. 
Comment: Council has ensured that by reviewing its annual insurance, it has 
recognised that it is the responsibility of the whole Council to satisfy itself that 
insurances are adequate and that having identified, assessed and recorded 
the risks, appropriate measures, such as the appropriate use of insurance 
cover, have been taken to mitigate and manage the risk. 

Evidence that internal controls are documented and 
regularly reviewed4

  
Yes In accordance with the Accounts and Audit Regulations 2015, Council is 

aware that it should formally review the effectiveness of its system of internal 
control to ensure that it has mitigation measures in place to address the risks 
associated with the management of public finances. During the year 20-21, 
Council carried out its annual review of its internal controls (meeting of 
20.10.20)  which is to be reviewed in October 2021. Within its risk assessment 
documentation, Council has sought to ensure that measures are fully 
explored to provide assurance to members that there is a robust system in 
place which is effective and adequate for preventing members from approving 
or authorising fund transfers that are not supported by appropriate 
documentation. 

Evidence that a review of the effectiveness of internal 
audit has been carried out during the year5 

Yes In accordance with Proper Practices, full Council at its Annual Council 
meeting of 4th May 2021, reviewed the effectiveness of internal audit and 
agreed that there were no amendments to be made to the current process.  
Comment: by reviewing the terms of reference and effectiveness for internal 
audit the council has followed guidance and demonstrated that it recognises 
that the function of internal audit is to test and report to the authority on 
whether its system of internal control is adequate. 

Additional comments: 

 

 
4 Accounts and Audit Regulations  
5 Governance and Accountability Guide 
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Section 5 – Budgetary controls 
The internal auditor will seek verification that budgets are properly prepared, agreed and monitored. In particular they will look for evidence of 
good practice in that the key stages of the budgetary process have been followed 

 
Evidence 
 

 
Internal auditor commentary 

Verify that budget has been properly prepared and 
agreed  

Yes Council approved, at its meeting of 26th January 2021, a net budget of 
£343,101 for the year 2021 to 2022, incorporating budgeted income, annual 
repetitive maintenance funding and future year maintenance reserve. There is 
however no minute evidence to record the budget set, merely a reference to 
“Appendix A as attached to the minutes”. Upon review, Appendix A was not 
attached to the minutes nor was it with the supporting documentation for that 
meeting. 
Comment: Council should be aware that the preparation of an annual budget 
is one of the key statutory tasks to be undertaken by an authority and for clarity 
and transparency should ensure that the level of budget is clearly evidenced 
in the Council’s minutes, along with the actual figures being approved so that 
there is clarity on the budget, precept and implications for Band D Council Tax. 

Verify that the precept amount has been agreed in full 
Council and clearly minuted 

Yes The precept was approved at the meeting of 26th January 2021, with Council, 
following a recommendation from the Finance and Staffing Committee, 
approving to set the precept for the year 2021/202 at £343,101. The 
documentation submitted for internal audit records that this would be 
equivalent for a Band D of £110.67. 

Regular reporting of expenditure and variances from 
budget 

Yes Within the financial reporting structure operated by the Council, detailed 
reports summarising the Council’s receipts and payments for the period, the 
Council’s aggregate receipts and payment for the year to date and balances 
held is submitted to full Council and resolved for adoption. This includes a 
comparison with the budget for the financial year. 
Virements between budgets are approved in accordance with Council’s own 
Financial Regulations and Council is aware that a virement from reserves into 
the revenue budget may only be made following a resolution of the Council, or 
duly delegated committee. 
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Reserves held – general and earmarked6 Yes The Council, on 31st July 2021, had overall reserves totalling £687,727 with 
agreed Earmarked Reserves of £486,373.43, General Reserves at £86,846 
and Current Year Fund of £114,507. 
Council should be aware of the guidance as issued by Proper Practices which 
states that it is regarded as acceptable for a council’s general (non-earmarked 
revenue) reserves to be equal to 3 to 12 months of Net Revenue Expenditure 
and should ensure that the level of general reserves adopted is in accordance 
with its General Reserve Policy. There is no upper limit for Earmarked 
Reserves, but they should be held for genuine and intended purposes and 
their level subject to regular review and justification (at least annually).  

Additional comments:  
Budget: whilst Council shows good practice by following the recommended key stages as to the budgetary process to be followed for the year, 
clarity on the budget being set within the minutes is required. 

 

 
Section 6 – income controls  
The internal auditor will seek evidence to ensure income is correct managed – recorded, banked and reported and test mechanisms used to 
achieve this.   

 
Evidence 
 

 
Internal auditor commentary 

Is income properly recorded and promptly banked? Yes Income is recorded in accordance with Council’s Financial Regulations. A 
number of items of income were cross checked against cash book and bank 
statement and found to be in order and recorded in accordance with Proper 
Practices. Council’s accounting records contain all day-to-day entries of all 
sums of money received. Spot checks on further items paid during the year 
under BACS / Direct Credit into the Council's Accounts were cross checked 
against cashbook, bank statements and invoices raised by the Parish 
Council. All were found to be in order with a clear underlying audit trail.  
 

 
6 In accordance with proper practices, the generally accepted minimum level of a Smaller Authority’s General Reserve is that this should be maintained at 

between three (3) and twelve (12) months of Net Revenue Expenditure 
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The outstanding sales ledger invoices for the period ending 31st July 2021 
was seen and verified.  
Comment: Council is aware that Proper Guidance states that uncollectible 
amounts, including bad debts, should only be written off with the approval of 
members, or under delegated authority by the RFO and that such approval 
should be shown in the accounting records. 

Is income reported to full council? Yes Income is reported in accordance with the Council’s own Standing Orders and 
forms part of the Financial Reports submitted to and approved by full Council.  

Does the precept recorded agree to the Council Tax 
Authority’s notification? 

Yes The council received the 1st instalment of its precept in the sum of  £171,550.5 
In April 2021 as reported at the meeting of 22nd June 2021. Evidence was 
provided showing details of the Precept being discussed and approved at the 
meeting of 26th January 2021, served on the Charging Authority to receipt of 
50% in the Council’s Bank Account. 

If appropriate, are CIL reporting schedules in 
accordance with the Regulations?7 

Yes For the period under review Council receive CIL Receipts in the sum of 
£36,105.23.  

Is CIL income reported to the council? Yes The CIL payment received was reported to full Council at the meeting of 22nd 
June 2021 

Does unspent CIL income form part of earmarked 
reserves? 

Yes Council has ensured that the CIL receipts are allocated to a working CIL 
reserve forming part of the earmarked reserves.  

Has an annual report been produced? Yes In accordance with the 2010 Regulations, Council ensured that the retained 
balance of CIL funds was transferred into an Earmarked Reserve specifically 
allocated. 

Has it been published on the authority’s website? Yes A copy of the report for the year 20/21 was seen on the Council’s website. 

Additional comments:  
CIL Reporting: Council has ensured that it complies with its duty to produce an annual CIL report for each financial year and that such a report is 
uploaded onto its website by 31st December of that year. 

 

 
Section 7 – petty cash 
The Internal Auditor will seek evidence that the Council has followed its own policies, procedures and verification processes and that these are 
up to date.   

 
7 Community Infrastructure Levy Regulations 2010 
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Evidence 
 

 
Internal auditor commentary 

Is petty cash in operation?  Yes As outlined in previous audit reports, all petty cash reconciliations are carried 
out on a regular basis and are entered into the petty cash book. 

If appropriate, is there an adequate control system in 
place? 

Yes The float maintained is adequate to meet small items of expenditure and is 
reimbursed on an appropriate frequency. Adequate records of receipts and 
payments are maintained. 
It has however not been possible to verify the petty cash balances held in the 
Council’s offices as the internal audit is being carried out remotely in 
accordance with the Council’s instructions. 

Additional comments: 
Council has ensured that in accordance with Proper Practices the number of petty cash floats are kept to a minimum and not used where an official 
order is more appropriate. 

 

 
Section 8 – Payroll controls 
The Internal Auditor will check salaries are approved in accordance with PAYE, NI, Pension and that there is a clear understanding that the clerk 
is not self-employed.  If the Clerk was recruited after 1st April 2021, evidence will be required to show compliance with the new requirements for 
the statement of employment, Induction, probation periods and training requirements.  The Internal Auditor will also review how payroll is 
managed including evidence of approval of payslips. 

 
Evidence 
 

 
Internal auditor commentary 

Do all employees have contracts of employment?  Yes Council had 6 employees on its payroll at the period end of 31st July 2021. 
Three members of staff have employment contracts which include provisions 
for annual reviews and rates of pay for those covered by the national 
agreement for Local Government Services. The further three members of 
staff have employment particulars which details rates of pay for staff not  
covered by the national agreement.  

Has the Council approved salary paid? Yes 
 

The minutes of 22nd September 2020 confirm the conclusion of the review of 
rates of pay for all staff with agreed for their implementation.  
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Are arrangements in place for authorising of the payroll 
and payments to the council?  Does this include a 
verification process for agreeing rates of pay to be 
applied? 

Yes There are suitable payroll arrangements in place which ensures the accuracy 
and legitimacy of payments of salaries and wages, and associated liabilities 
and as such the council has complied with its duties under legislation. 

Do salary payments include deductions for PAYE/NIC? 
Is PAYE/NIC paid promptly to HMRC? 

Yes Council uses “Moneysoft” payroll software  which is operated in accordance 
with HM Revenue and Customs guidelines. Cross-checks were completed on 
three payments covering salary and PAYE were found to be in order. 
Deductions paid to HM Revenue and Customs during the period under review 
were made in accordance with timescales as set out in the regulations. 

Is there evidence that the Council is aware of its 
pension responsibilities?  Are pension payments in 
operation?8 

Yes Council is aware of its pension responsibilities with three members of staff 
being members of the Suffolk County Council Local Government Pensions 
Scheme.  

Are there any other payments (e.g.: expenses) and are 
these reasonable and approved by the Council? 

Yes There is a satisfactory expense system in place and all expense claim forms 
are standardised; accompanied by receipts and signed by the claimant. All 
expenses / payments made are approved in accordance with Council’s FRs. 

Comment: Council is aware of the changes in the Practitioners Guide for 2020 
on the treatment of what can be included as employment expenses within the 
Annual Governance and Accountability Guide 2020 - section 2.16 refers and 
submitted within Box 4 of the AGAR.  

Additional comments:  
There are robust payroll arrangements in place with ensures the accuracy and legitimacy of payments of salaries and associated liabilities and 
as such the Council has complied with its duties under employment legislation and has met its pension obligations. 

 

 
Section 9 – Asset control 
The Internal Audit will be seeking to establish if there is a list of assets in accordance with proper practices including the date of acquisition, location 
and value. This extends to checking policies (with evidence of review) and that the Council has applied the documented approach in practice.  The 
Internal Auditor will check not only valuation processes but the existence of reserve budgets for depreciation and adequacy of insurance.   A clear 
audit trail should be available when items are purchased including minutes to evidence approval.    

 
Evidence 
 

 
Internal auditor commentary 

 
8 The Pension Regulator – website click here 

https://www.thepensionsregulator.gov.uk/en/employers
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Does the Council maintain a register of material assets 
it owns and manage this in accordance with proper 
practices?9 

Yes The Asset Register details assets held by the Council which have been 
defined as Fixed Assets and the approved itemised list forms the basis of Box 
9 of the Annual Governance and Accountability Guide.  

Are the value of the assets included? (note value for 
insurance purposes may differ) 

Yes Where assets have been gifted or where there is no known value, assets have 
been given the proxy value of £1. This value has also been applied to a 
number of Community Assets, which, in accordance with guidance, are 
treated in the same manner as gifted assets.  

Are records of deeds, articles, land registry title number 
available? 

No Records of deeds, articles, land registry title number were not reviewed during 
the internal audit as this was undertaken remotely. 

Is the asset register up to date and reviewed annually? Yes The minutes of 4th May 2021, confirm that there have been no changes to the 
Council’s inventory of land and other assets since the review undertaken in 
March 2021. As such the declared value for the period ending 31st July  2021 
shows assets to the value of £710,576. 

Cross checking of insurance cover Yes All risks cover is in place on a banding scale to cover the Council’s asset as 
listed as Infrastructure within the schedule. Specific cover for specialised 
items is listed within the insurance document with Property Damage 
Insurance for Council owned Buildings and Land as identified within the 
Council’s Asset Register. 

Additional comments: 
Council should be mindful of the guidance within the Governance and Accountability for Smaller Authorities in England March 2021, on the valuation 
of its assets which required authorities to apply a reasonable approach to asset valuation which is consistent from year to year. Where an authority 
changes its method of valuation during a financial year, the Council should note that it will need to restate the prior year’s figure in Line 9 of the 
Annual Governance and Accountability Guide. 

 

 
Section 10 – bank reconciliation 
The internal auditor will seek to establish that the Council understands and can evidence good practice and internal control mechanisms in relation 
to bank reconciliation.  

 
Evidence 
 

 
Internal auditor commentary 
 

 
9 Governance and Accountability for Smaller Authorities in England – March 2019 
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Is bank reconciliation regularly completed and 
reconciled with the cash book and cover every account? 

Yes Bank reconciliations are completed on a regular basis and reconcile with the 
cash sheets. Overall there is reporting of bank balances within the financial 
reports submitted at full Council Meetings. 

Do bank balances agree with bank statements?  Yes Bank balances agree with period end statements and, as at year end (31st   
March 2021), the balance across the councils accounts stood at £596,585 as 
recorded in the Balance Sheet for the period ending 31st March 2021 and are 
broken down as follows: 
Current Account: £10,682.63 
Money Manager Account: £233,133.74 
Ipswich Building Society: £456,701.03 
Petty Cash: £25.76. 

Is there regular reported of bank balances at Council 
meetings? 

Yes Balances across the Council’s accounts are reported on a regular basis to full 
Council. The RFO ensures that the Council is aware that in accordance with 
proper practices, the bank reconciliation is a key tool for management as it 
assists with the regular monitoring of cash flows and therefore aids decision-
making. 
Comment: approval of the bank reconciliation by the authority or the chair of 
finance or another authority nominee not only demonstrates good practice but 
will also act as a safeguard for the RFO and may fulfil one of the authority’s 
internal control objectives. 

Additional comments: 
Comment: Council should ensure that it follows guidance on its investments as issued by the Secretary of State under section 15(1)(9) of the LGA 
2003 (3rd edition) which states that all councils that have investments in excess of £100,000 should have in place an investment strategy. 

 

 
Section 11 – period end procedures 
 

 
Evidence 
 

 
Internal auditor commentary 

Are appropriate accounting procedures used?  Yes Accounts are produced on an income and expenditure basis. All were 
found to be in order. There is an underlying financial trail from financial 
records to the accounts produced.  
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Financial trail from records to presented accounts Yes Debtors and creditors have been properly recorded. Council has ensured 
that its records detail the assets and liabilities of the authority including 
the asset and investment register and records of loans and other debts. 
Period-end balances agree with cash book and bank reconciliations: 
Debtors: £1,536 
VAT Account: £3,942 
Bank Accounts: £700,544 
less 
Creditors: £4,683 
Income in Advance: £13,612 
Represented by: 
Total Reserves: £687,727 

Has the appropriate end of year AGAR10 documents 
been completed?   

Not applicable The audit being carried out was an interim audit only. 

Did the Council meet the exemption criteria and 
correctly declared itself exempt? 
 

Not applicable As the Town Council has gross income and expenditure exceeding 
£25,000 it will not be able to declare itself exempt from a limited assurance 
review. 

For the year 2020-2021 did the small authority 
demonstrate that it correctly provided for the exercise 
of public right as required by the Accounts and Audit 
Regulations 2015?   

Yes The internal auditor was able to find the arrangements for the exercise of 
public rights for the year ending 31st March 2021 and can confirm that the 
dates set for the year ending 31st March 2021 were from  14th June  until 
23 July 2021. 

Have the publication requirements been met in 
accordance with the Regulations?11 

Yes The Council has complied with the requirements of the Accounts and 
Audit Regulations 2015 for smaller authorities with income and 
expenditure exceeding £25,000 but not exceeding £6.5 million for the year 
ending 31 March 2021 and published the following on a public website: 
Section 1 – Annual Governance Statement of the AGAR - unaudited 
Section 2 – Annual Accounting Statements of the AGAR - unaudited 
Section 3 – External Audit Report and Certificate – not yet completed by 
the external auditor 
Notice of the period for the exercise of public rights 

Additional comments:  

 
10 Annual Governance & Accountability Return (AGAR) 
11 Accounts and Audit Regulations 2015 
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Council has noted the recommendation within the Accounts and Audit Regulations 2015, that, as best practice, and to avoid any potential confusion 
by local electors and interested parties, it publishes the Annual Internal Audit Report, page 3.  

 

 
Section 12 – internal audit 
The internal auditor will revisit weaknesses and recommendations previously identified to see if these have been addressed.  They will also 
check if any changes introduced require further verification to ensure effectiveness of the corrective action taken.    

 
Evidence 
 

 
Internal auditor commentary 

Has the previous internal audit report been considered 
by the Council?  

Yes The Internal Audit Report for the year ending 31st March 2021, was considered 
and accepted by full Council at its meeting of 4th May 2021.  

Has appropriate action been taken regarding the 
recommendations raised? 

Yes Council noted the one recommendation raised within the report with regards 
to the expansion of the minute approving the precept. There were no further 
matters raised within the internal audit that required the production of a 
separate report to prevent recurrence of the issues raised.  

Has the Council confirmed the appointment of an 
internal auditor? 

Yes The re-appointment of SALC as the Council's internal auditor for the year 
2021-2022 was confirmed at the meeting of 4th May 2021. 

Additional comments:  

 

 
Section 13 – external audit for the period under review 
The internal auditor will revisit the external audit so that previous weaknesses and recommendations can be taken into account. 

 
Evidence 
 

 
Internal auditor commentary 

Has the previous external audit report been 
considered by the Council?12   

Not 
applicable 

The Town Council has yet to receive the Limited Assurance Review for the 
year ending 31st March 2021 as carried out by the External Auditor.  

 
12 Regulation 20 Accounts and Audit Regulations 2015 – following completion of an audit the Council should note that it is the Council as a whole (i.e.. All members) and not a 
committee that should receive and consider the audit letter (including Annual Return and Certificate) from the local auditor as soon as reasonably practicable and the minutes 
should reflect that these have been received. 
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Has appropriate action been taken regarding the 
comments raised? 

Not 
applicable 

  

Additional comments:  

 

 
Section 14 – additional information  
The internal auditor will look for some additional evidence of good record keeping, compliance with data protection regulations, freedom of 
information and website accessibility regulations.   

 
Evidence 
 

 
Internal auditor commentary 

Was the annual meeting held in accordance with 
legislation? 13  

(note to auditor- emergency Regulations as a result of the 
COVID-19 pandemic)f14 

 

Yes Council held its Annual Meeting of the Parish Council during the year under 
review on 4th May 2021 via remote means. At this meeting, the Mayor and 
Deputy Mayor were elected.  
Comment: In recognition of this being unprecedented times and following 
the Government’s guidelines for staying at home and working remotely, the 
Government included within s.78 in the Coronavirus Act 2020 (made 4th April 
2020) the ability for the Secretary of State to have the power to make 
Regulations to cover the provisions for the holding of meetings. The 2020 
Regulations set out those provisions. Council has followed these regulations 
and held its meetings via a Videoconferencing platform in accordance with 
the conditions laid out.     

Is there evidence that Minutes are administered in 
accordance with legislation? 15 

Yes Council is aware that that under LGA 1972 schedule 12, paragraphs 41(1) 
and 44 the draft minutes of a meeting should be formally approved (with any 
necessary amendments) at the next meeting.  

Is there a list of members’ interests held? Yes Evidence was seen on the Town Council’s website of the Register of 

Interests for all current Town Councillors. 

Comment: Council has noted the requirement that, whilst the monitoring 
officer of the District Council must arrange for the parish council’s register of 

 
13 The Local Government Act 1972 Schedule 12, paragraph 7 (2) and Schedule 15 (2) 
14 The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 
15 Public Bodies (Admission to Meetings) Act 1960, Local Government Act 1972 and the Localism Act 2011 
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members’ interests to be available for inspection in the district and must be 
published on the district council’s website, where the parish council has its 
own website, its register of members’ interests must also be published on 
that website.  (Openness and transparency on personal interests - A guide 
for councillors – August 2012). 

Does the Council have any Trustee responsibilities 
and if so are these clearly identified in a Trust 
Document? 

Not 
applicable 

At the meeting of 4th May 2021, Council noted its position as Corporate 
Trustee of the Tide Mill, Kingston Field and Elmhurst Park. 

Has the Transparency Code been correctly applied, 
and information published in accordance with current 
legislation? 

Partly met For Councils with income over £200,000 the provisions contained in Part 2 
of  the Local Government Transparency Code 2015 in relation to matters 
that should be published, are mandatory. 

Have decisions taken under delegated authority been 
reported back to Council? 

Yes Comment: during the months where Council did not meet, a number of 
payments were made. Council should ensure that all payments made away 
from the meeting should be brought back to Council at the earliest 
opportunity for retrospective approval. 

Has the Council registered with the Information 
Commissioner’s Office (ICO)?16 

Yes The council is correctly registered with the IO as a Data Controller in 
accordance with legislation. Reference: Z5069580- expires 15/10/2021 
Comment: once the appointment of the Town Clerk is confirmed, Council 
might wish to update its Model Publication Scheme. 

Is the Council compliant with the General Data 
Protection Regulation requirements? 

Yes The Council had taken steps to ensure compliancy and a range of 
documents were able to view on the website detailing the framework that the 
public can expect for the handling of requests from individuals who have the 
right to know what data is held on them, why the data is being processed 
and whether it will be given to any third party.  
 
Comment: Council might also wish to ensure that an impact assessment 
audit is carried out on the occasion of the adoption of a new policy which 
has potential GDPR implications.  
Recommendation: during the review of Council’s suite of policies 
under GDPR, Council might wish to consider the adoption of a number 
of policies that provide the framework for responding to Subject 
Access Requests (SAR); that cover the internal procedures on the 
handling of SARs and that deal with security breach incidents covering 

 
16 Data Protection Act 2018 
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organizational risks. Such policies should include procedures for 
handling requests for rectification, erasure or restriction of processing 
and a response plan for dealing with a security breach. 

Has the Council published a website accessibility 
statement on their website in line with Regulations?17 

Yes The Council’s website has an accessibility statement detailing the technical 
information of the website along with the methods used for testing the 
website; the steps being taken to improve accessibility and how the site is 
being improved to ensure that content meets the WCAG 2.1 Standard under 
Regulation 8 of the Public Sector Bodies (Websites and Mobile Applications) 
(No. 2) Accessibility Regulations 2018.  

Is there evidence that electronic files are backed up? Yes Council has in place a system whereby an auto back-up of Council’s day to 
day records to a cloud-based system takes place on a regular basis.  

Do terms of reference exist for all committees and is 
there evidence these are regularly reviewed? 

Yes At the meeting of Full Council of 4th May 2021, Council reviewed the scheme 
of delegation to committees and sub-committees with agreement that the 
Youth Group become a Working Party rather than a Committee. There were 
no further amendments or changes to the Scheme of Delegation. At the 
same meeting Council reviewed the terms of reference for Committees, Sub-
Committees and Working Parties with agreement that no changes were 
required. The minutes of 22nd June 2021, detail the agreed review of 
membership of Council’s Committees and Sub-Committees along with 
representation / appointments to external bodies and arrangements for 
reporting back. 

Additional comments: 
Recommendation: Local Government Transparency Code 2015 - to ensure full compliance with the requirements of the Local 
Government Transparency Code 2015 (for Council whose gross annual income or expenditure (whichever is the higher) exceeds 
£200,000), Council needs to ensure that the website is updated with the following information in accordance with the required timescales: 
quarterly: 
Individual items of expenditure that exceed £500; 
Government Procurement Card transactions; 
Invitations to tender for contracts over £5,000; 
Details of contracts that exceed £5,000; 
annually: 
Details of all land and building assets; 
Grants to Voluntary, Community and Social Enterprise Organisations; 

 
17 Website Accessibility Regulations 2018 
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Organisation Chart; 
Parking Account; 
Parking Spaces; 
Senior Salaries  

Summary: The Internal Auditor offers her appreciation for the assistance given by the Deputy Town Clerk and Finance Assistant in completing this 
audit.  
 
For the year effective 1st  April 2021, please refer to Governance and Accountability for Smaller Authorities in England - A Practitioners' Guide to 
Proper Practices to be applied in the preparation of statutory annual accounts and governance statements - March 2021. 

 

Signed: Victoria S Waples 

 
Date of Internal Audit Visit: 17.08.2021 Date of Internal Audit Report: 15 September 2021 
 
On behalf of Suffolk Association of Local Councils  



  

 

 

From the report the following issues have been identified.  Although this list of matters 

to be addressed seems longer than might be expected a number of them (marked *) 

have been a requirement since 2015 and not previously identified, so it supports the 

Council’s decision to appoint SALC, with a number of internal auditors, to undertake the 

audit as a “new pair of eyes” has concentrated on new areas.  In terms of criticality to 

the Town Council’s finances, and operations, there are no areas of immediate concern, 

and some can be easily addressed. 

Section 5, Page 9 

The internal auditor has commented that the minutes around budget-setting could be 

clearer.  The minutes for the meeting mention Appendix A, which would have added 

that clarity but this wasn’t attached to the minutes uploaded to the website at the time. 

The appendix has now been attached. 

Section 10, Page 15 

The internal auditor has drawn the Council’s attention to its lack of an investment 

policy.  This has been reviewed by the Standing Orders Working Party and is presented 

today to Council for adoption. 

Section 14, Page 19 

The internal auditor is incorrect in the interpretation of the requirement for the 

Councillors’ Registers of Interests to be published both on the District Council website 

and the Town Council’s website.  The Guidance is quite clear that a link to the District 

Council’s website is sufficient. 

Section 14, Page 19/20 

The internal auditor has indicated that the Council should adopt a number of additional 

policies covering Subject Access Requests and Data Security Breaches.  These have been 

reviewed by the Standing Orders Working Party and are presented today to Council for 

adoption. 

Additional Comments – Page 20 

The internal auditor has identified a number of items specified in the Local Government 

Transparency Code which have not been reported either quarterly or annually.  Some 

have been reported but not in the proscribed manner.  This Town Council is not alone 

amongst its peers in Suffolk in not publishing all these items, either in whole, in part, or 

in an incorrect format. 

However over the coming months steps will be taken to ensure that, where they apply, 

the information is correctly displayed on the website. 

 



  

 

 

Members are recommended to note the receipt of the internal audit report and agree 

the matters to be addressed by December 2021. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

 

Item 14 
To agree to adopt the following policies as recommended by the Standing Orders 

Working Party: 

The Standing Orders Working Party has considered the policies recommended as part 

of the Internal Audit, and members are recommended to adopt the following policies; 

- Data Security Incident Procedure 

- Data Subject Access Policy 

- Investment Policy and Strategy 

All policies are shown overleaf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

DATA SECURITY INCIDENT PROCEDURE  

1. INTRODUCTION  

1.1 We have a responsibility to ensure that personal information is kept and used 

securely. If anything goes wrong and, for example, data is lost, stolen, misused, sent to 

the wrong address or inappropriately accessed or released, we equally have a 

responsibility to put things right.  

1.2 All suspected information security incidents must be reported to the Data 

Protection Officer (DPO); for the Council this is the Town Clerk. This enables the DPO to 

conduct a full investigation, and to identify areas of weakness and improvements that 

need to be made. It also enables the DPO to take a decision as to whether the incident 

should be reported to the Information Commissioner’s Office as a data breach. The 

latter must be done within 72 hours of discovery, therefore all suspected incidents must 

be reported to the DPO as soon as they are discovered.  

1.3 When sensitive information has been put at risk, but has not actually been lost, 

stolen, misused or inappropriately accessed or released, it may not be an incident 

requiring reporting to the Information Commissioner’s Office however it is not good 

practice.  The DPO will still put measures in place to prevent a reoccurrence.  

1.4 All staff and Councillors must be made aware of this procedure.  

 

2. PROCEDURE  

2.1 All identified incidents must be reported to the DPO as soon as they are detected. 

Even where there is some difference of opinion regarding breach, err on the side of 

caution and report it.  

2.2 Upon detecting a breach, it is important to act quickly. In particular it is important 

to let the DPO know the following:  

i) The extent of the breach  

ii) The amount of information involved  

iii) The sensitivity of information involved  

2.3 The DPO will investigate the incident and establish why it happened, whether or not 

it constitutes a breach and what remedial action is necessary.   

2.4 The DPO will use their initial assessment to report the breach if it meets the 

necessary threshold for reporting to the Information Commissioner’s Office within 72 

hours of the discovery of the breach. If this is done after 72 hours, the DPO will provide 

an explanation for this.  

  



  

 

 

2.5 The DPO will prepare an incident report containing the following:  

i) A timeline of dates and times concerning the incident  

ii) The potential for loss or damage to individuals, the Town Council or any other body  

iii) What measures need to be taken and how quickly to address:-  

a. Restoring any lost information to our custody or control  

b. Whether to warn people about the loss, including who to warn and when. This 

may require a risk assessment.  

c. Factors taken into account for deciding to report the loss to the Information 

Commissioner’s Office.  

d. Whether to report the loss to the Police.  

2.6 The DPO will consider taking statements from those involved, especially where the 

quality of evidence may be lost through time or people may not be present for long.   

2.7 The DPO will report any actions that need to be taken to prevent a reoccurrence of 

the breach and the Town Council will ensure that these are implemented.  

2.8 The DPO will write to any data subject(s) affected, if necessary dependant on the 

outcome of a risk assessment, and deal with any subsequent complaint. A standard 

letter template for this is in Appendix 1.  

2.9 The DPO will also correspond as applicable with any member of the public reporting 

a breach.  

2.10 The DPO will deal with any correspondence from the Information Commissioner’s 

Office, providing any further information requested and implementing any 

recommendations.   

 

APPENDIX 1  

Letter to notify that personal data has been breached  

I write to you to bring to your attention a breach of the Data Protection Act that 

unfortunately involves your personal data.  

As you would imagine we have taken this matter very seriously and are investigating 

the matter / have concluded our investigation into it.    

The facts in this matter are <give brief description of what has happened, eg a letter 

intended for you was sent to another individual because of an administrative error. The 

other individual immediately notified me on receipt and returned the letter.>.  

  



  

 

 

I am unable for reasons of confidentiality to go into details of my investigation, however 

I am able to tell you that you <state what remedial action(s) have been carried out / 

what has been to prevent a reoccurrence, without breaching confidentiality>  

If you have any questions or concerns regarding this letter, please get in touch with me.  

I would again like to apologise for the incident of which you were no doubt unaware.  

Yours sincerely,  

  

APPENDIX 2  

Letter in response to notification by service user  

Thank you for your letter / telephone call of <date> bringing the incident whereby 

<state what has happened> to our attention.  We are obliged to you for acting in such 

a responsible way in contacting us.  

As you would imagine we have taken this matter very seriously and I have concluded 

our investigation into it.    

The facts in this matter are <give brief description of what has happened, eg a letter 

intended for another individual was sent to you because of an administrative error>.  

I am unable for reasons of confidentiality to go into details of my investigation, however 

I am able to tell you that you <state what remedial action(s) have been carried out / 

what has been to prevent a reoccurrence, without breaching confidentiality>  

I hope this letter has allayed your fears as to the integrity of your own information and 

documents and can I again thank you for bringing this case to our attention enabling us 

to take appropriate action.  

Yours sincerely,  

 

 

 

 

 

 

 

 

 



  

 

 

SUBJECT ACCESS REQUEST (SAR) POLICY  

1. UPON RECEIPT OF A SAR, WOODBRIDGE TOWN COUNCIL (WTC) WILL: 

(a) Verify whether WTC is the controller of the data subject’s personal data. If it is not 

a controller, but merely a processor, WTC will inform the data subject and refer them 

to the actual controller.  

(b) Verify the identity of the data subject; if needed, request any further evidence on 

the identity of the data subject.  

(c) Verity the access request; is it sufficiently substantiated? Is it clear to the data 

controller what personal data is requested? If not: request additional information.  

(d) Verify whether requests are unfounded or excessive (in particular because of their 

repetitive character); if so, WTC may refuse to act on the request or charge a reasonable 

fee.  

(e) Promptly acknowledge receipt of the SAR and inform the data subject of any costs 

involved in the processing of the SAR.  

(f) Verify whether WTC processes the data requested. If it does not process any data, 

inform the data subject accordingly. At all times make sure the internal SAR procedure 

is followed and progress can be monitored.  

(g) Ensure data will not be changed as a result of the SAR. Routine changes as part of 

the processing activities concerned are permitted.  

(h) Verify whether the data requested also involves data on other data subjects and 

make sure this data is filtered before the requested data is supplied to the data subject; 

if data cannot be filtered, ensure that other data subjects have consented to the supply 

of their data as part of the SAR.  

  

2. RESPONDING TO A SAR  

(a) Woodbridge Town Council will respond to a SAR within one month after receipt of 

the request:   

(i) If more time is needed to respond to complex requests, an extension of another two 

months is permissible, provided this is communicated to the data subject in a timely 

manner within the first month;  

(ii) if the council cannot provide the information requested, it should inform the data 

subject on this decision without delay and at the latest within one month of receipt of 

the request.  

(b) If a SAR is submitted in electronic form, any personal data should preferably be 

provided by electronic means as well.  



  

 

 

(c) If data on the data subject is processed, make sure to include as a minimum the 

following information in the SAR response:   

(i) the purposes of the processing;  

(ii) the categories of personal data concerned;  

(iii) the recipients or categories of recipients to whom personal data has been or will be 

disclosed, in particular in third countries or international organisations, including any 

appropriate safeguards for transfer of data, such as Binding Corporate Rules  or EU 

model clauses ;  

(iv) where possible, the envisaged period for which personal data will be stored or, if 

not possible, the criteria used to determine that period;  

(v) the existence of the right to request rectification or erasure of personal data or 

restriction of processing of personal data concerning the data subject or to object to 

such processing;  

(vi) the right to lodge a complaint with the Information Commissioners Office (“ICO”);  

(vii) if the data has not been collected from the data subject: the source of such data;  

(viii) the existence of any automated decision-making, including profiling and any 

meaningful information about the logic involved, as well as the significance and the 

envisaged consequences of such processing for the data subject.  

(d) Woodbridge Town Council will provide a copy of the personal data undergoing 

processing.   

 

Members are also recommended to read the Information Commissioner’s Guidance for 

Councillors on the use and storage of personal data, which has been circulated 

separately from this agenda 

 

 

 

 

 

 

 

 



  

 

 

WOODBRIDGE TOWN COUNCIL 

Annual Investment Policy & Strategy 2021/22 

1 Introduction 

1.1  Woodbridge Town Council acknowledges the importance of prudently investing 

the temporarily surplus funds held on behalf of the community. 

1.2  In preparing its investment strategy the Council is required under Section 15(1) 

of the Local Government Act 2003 to have regard to such Guidance as the Secretary of 

State may issue. 

1.3  The current statutory Community and Local Government (CLG) Investments 

Guidance Note came into force on 1 April 2018. 

1.4  The Guidance Note makes distinction between investments that are: 

a)  high security and high liquidity (specified investments); and, 

b)  those with potentially greater risks and lower liquidity (non-specified investments) 

1.5  A ‘Specified Investment’ is one which is made in sterling, is not long term (less 

than 12 months) not defined as capital expenditure and is placed with a body which has 

a high credit rating or made with the UK Government, a UK Local Authority or a parish 

or community council.  Any other type of investment is considered ‘Non Specified 

Investment’ to which there can be greater risk and where professional investment 

advice might be required. 

1.6  This strategy is prepared with regard to the appended guidance and in 

accordance with Council’s Financial Regulations where it relates to Loans & Investments 

and Risk Management. 

 

2 Investment Objectives 

2.1  Woodbridge Town Council’s priorities will be centred on the security of reserves 

(protecting the capital sum from loss) and then liquidity of its investments (keeping the 

money readily available for expenditure when needed). 

2.2  In  accordance  with  the  Council’s  Climate  and Ecological Emergency 

Declaration, ethical investment opportunities which seek to contribute positively to the 

environment should be considered alongside yield, subject to such investment 

complying with the statutory guidance in this document. 

2.3  All investments will be made in Sterling. 

2.4  The Department for Communities and Local Government allow a local authority 

to make loans to local enterprises, or third sector entities as part of regeneration or 



  

 

 

economic growth projects. Woodbridge Town Council does not currently engage in 

such practice and would only consider doing so if it were deemed prudent. 

2.5 If external investment managers are used, they will be contractually required to 

 comply with the policy. 

 

3 Specified Investments 

3.1 Specified Investments are, by definition in the Guidance note, those offering 

high security and high liquidity, made in Sterling and with a maturing of no more than 

a year.  Such short term investments made with the UK Government or a local authority 

to Town/Parish Council will automatically be Specified Investments, as will those with 

bodies or investment schemes of "high credit quality1". 

 

1 A credit rating agency is defined in the guidance as one of the following three 

companies: Standard and Poor’s; Moody’s Investors Service Ltd; Fitch Ratings Ltd. 

 

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

levels of security and liquidity, the Council will use: 

•   Deposits with UK banks, UK building societies, UK local authorities or other UK public 

authorities 

•   The debt management agency of HM Government 

Woodbridge Town Council currently holds investments with HSBC Business Current 

Account (instant access), HSBC Business Money Manager (instant access) and Ipswich 

Building Society Business Deposit Account (instant access). 

 

4 Non-Specified Investments 

4.1 These investments have greater potential risk - examples include investment in 

the money market, subordinated bonds from banks, permanent interest-beating 

shares from building societies and corporate stocks and shares. Given the 

unpredictability and uncertainties surrounding such investments, the Council 

will not use this type of investment. 

 

5 Liquidity of Investments 

5.1 Subject to retaining no less than three months’ average working capital 

requirement in current and deposit accounts giving immediate access, the Town Clerk, 



  

 

 

as the Council’s Responsible Financial Officer, will determine the amounts and 

maximum period for which funds may be prudently invested, in accordance with 

paragraph 3 above, so as not to compromise liquidity, and report such deposits to the 

Finance Committee.. 

5.2 The placement of surplus funds shall be delegated to the Town Clerk, as the 

 Responsible Financial Officer, such delegated authority to be confirmed at the 

 Annual Council Meeting each year. 

5.3 Credit Ratings will be monitored at quarterly intervals. If the credit rating falls 

during that period, the Town Clerk, in consultation with the Chairman of the Council’s 

Finance Committee, will decide on the appropriate action. 

6 Long-term Investments 

6.1 Long term investments are defined in the Guidance note as greater than 12 

months and it requires that, should any Council wish to invest for periods greater than 

12 months, it must identify the procedures for monitoring, assessing and mitigating the 

risk of loss of invested sums. 

The Council does not currently hold any funds in long term investments. No long term 

investments are envisaged during the financial year 2021/22. 

7 End of Year Report 

7.1  Investment forecasts for the coming financial year were accounted for when 

budget was prepared. At the end of the financial year, the Town Clerk will report on 

investment activity to the Finance & Governance Committee. 

8 Review of this Strategy 

8.1  The  Investment  Strategy  shall  be  reviewed  annually  by  the  Finance 

Committee and approved by full Council before the commencement of a new financial 

year. 

8.2  Council shall be able to amend or make variations to the Strategy at any time. 

with the expectation that the outcome for Woodbridge would be the upgrade of the 

existing toilets together with a changing places toilet. 

 

 

 

 

 

 



  

 

 

Item 15 
To consider providing free Wi-Fi on Whisstocks Place  

Woodbridge Riverside Trust have been investigating the possibility of providing free Wi-

Fi to Whisstocks Place.   

They have investigated the possible options for the installation which are outlined 

below (the full communication is shown overleaf).  

Option one;  

The installation of an external WIFI access point on the end wall of the Longshed, this 

would extend the WRT WIFI signal but would very likely become over-subscribed, with 

both WRT and the Sutton Hoo Ships company using it almost continuously during the 

daytime, and therefore not provide the required access to the general public on the 

POS. 

Option two; (recommended)  

As option one but with the addition of Dual Wan router to double the SSID (Wi-fi) 

options which would cover a separate public access portal, without affecting the 

already installed WRT/SHSC WI-FI links. 

The cost; 

Option one would be circa £600 fully installed 

Option two would be, for the router circa £ 300 

For the additional access point as above circa £600 

Total Circa £900 fully installed 

Either option would be provided through WRT existing internet service provider, ISP, 

there would be no monthly charge for the service to WTC. 

 

Members are recommended to fund the £900 costs of extending the Wi-Fi signal across 

Whisstocks Place.  

 

 

 

 

 

 

 



 

Date 2nd September 2021 

 

Dear Greg 

I understand that Councillor Sutton (Mike) has spoken to you about the possibility of installing a public WIFI facility 

at Whisstocks Place. This we strongly believe would enhance the enjoyment of the public while visiting the 

waterfront. A great deal of online information could be available about things happening in the Town and on the 

Riverside. We genuinely believe that the instant access to information would drive much interest in Woodbridge and 

show that the town is looking to the future through its progressive attitude.  

I should let you know what WRT have installed at the Longshed at present and its capability. We have broadband 

and IT equipment to give us fast broadband also giving us WIFI access within the building which does not 

unfortunately extend beyond our river end perimeter wall and therefore not usable by anyone outside of the 

Longshed. 

I have investigated the possible options for the installation and outline them below.  

Option one;  

The installation of an external WIFI access point on the end wall of the Longshed, this would extend the WRT WIFI 

signal but would very likely become over-subscribed, with both WRT and the Sutton Hoo Ships company using it 

almost continuously during the daytime, and therefore not provide the required access to the general public on the 

POS. 

Option two; (recommended)  

As option one but with the addition of Dual Wan router to double the SSID (Wi-fi) options which would cover a 

separate public access portal, without affecting the already installed WRT/SHSC WI-FI links. 

The cost; 

Option one would be circa £600 fully installed 

Option two would be, for the router circa £ 300 

For the additional access point as above circa £600 

Total Circa £900 fully installed 

Either option would be provided through WRT existing internet service provider, ISP, there would be no monthly 

charge for the service to WTC. 

If acceptable to the Town Councillors, would it be possible for WTC to either pay directly for the additional supply 

and installation or to provide a grant fund to cover the costs. 

A third and more extensive option to provide Wi-Fi access beyond the POS to include the area of the Town Quay 

near to the Tide Mill and onto any moored vessels in the Towns area could be investigated should it be considered 

an alternative way forward. 

 



 

Yours Faithfully 

 

 

 

 

Bryan Knibbs 

Chairman 

Woodbridge Riverside Trust. 

 
 
 
 
 
 
 
 
 
Registered office address; Cardinal House 46 St. Nicholas Street, Ipswich, Suffolk, IP1 1TT. A Limited Company 
Number; 06743463. (Registered in England and Wales). Registered Charity; number 1159510  
Website; www.woodbridgriversidetrust.org; Email woodbridgeriversidetrust@gmail.com 
 

http://www.woodbridgriversidetrust.org/
mailto:woodbridgeriversidetrust@gmail.com


  

 

 

Item 16 
To agree to increase drainage from the Acco Drains at Whisstocks Place 
 
Although the surface water drainage system at Whisstocks Place was designed with 
capacity to address a centennial event, recent heavy rains have identified problems 
clearing the water from the Longshed entrance, with seepage under the doorway. 
 
The ACCO drains designed to capture water run-off from the hard surface of Whisstocks 
had been only recently cleaned, and the issue would appear to be that there is no drain 
from the ACCO drains into the underground storage tank at this, the lowest part of the 
site. 
 
There is however an adjacent surface water manhole and the proposal is to create a 
new drain run (maximum 2 feet) from the ACCO drain into this manhole as shown 
below.  This is estimated to cost less than £1,000, and will hopefully cure the problem 
at this location. 
 

 
 
Should this not solve the problem a secondary ACCO drain can be installed, again 
discharging to this same manhole, again as shown below.  However the cost of this 
work will be significantly greater. 
 



  

 

 

 
 
Members are asked to agree that the Town Clerk seeks quotations for the works 
outlined above.  

New ACCO drain 


