
   

 

              
                         Shire Hall   Market Hill   Woodbridge   Suffolk   IP12 4LP 

  01394 383599 townclerk@woodbridge-suffolk.gov.uk 
 

To Members of the Town Council  
 

Cllr Adelson  Cllr Kneebone    Cllr Phipps  Cllr Walsh  
 Cllr Bale  Cllr Leach   Cllr Rogerson  Cllr Wilks 

Cllr Holdcroft  Cllr Miller  Cllr Sanders 
Cllr Gillard  Cllr O’Nolan     Cllr Sutton 

             
You are hereby summoned to attend the Annual General Meeting of the Town Council to be held 
at the Shire Hall on Tuesday 16th May at 7.00pm 

 
   Greg Diaper 
   Town Clerk  
   11th May 2023 

 
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. 
 
The Town Council, members of the public and press may record/ film or broadcast this meeting 
when the press and public are not lawfully excluded. Any member of the public who attends this 
meeting is advised that the Town Council cannot control 3rd party recording. 
 

Agenda 
 

1. To elect the Town Mayor for the Civic Year 2023/24.  
 

2. To elect the Deputy Mayor for the Civic Year 2023/24.   
 

3. Apologies 
 
4. 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. 
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5. To consider requests for dispensations 
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. 

 
6. 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.   

 
7. To note the receipt of a written report from County Councillor Page 
 
8. To note the receipt of a written report from District Councillors Molyneux and Yule. 

 
9. For members to question the District and County Councillors on matters contained in their 

written reports  
 

10. To agree and approve the minutes of the meeting held 18th April 2023.  
 

11. To consider, question and agree the following Financial Reports; 
 

a. Income to 30th April 2023 
b. Expenditure to 30th April 2023 
c. Income and Expenditure against Budget to April 2023 
d. Bank Reconciliation and Supporting Bank Statements to 30th April 2023 
e. The Accounts and Payments List for May 2023 
f. The HSBC Net report for May 2023 
g. The HSBC Corporate Card report for April 2023 
h. Summary of Direct Debit payments to 30th April 2023 
i. The Community Infrastructure Levy (CIL) payment of £4,008.96 received on 18th April 2023 
j. The UKSP Grant payment of £6450.00 received on 18th April 2023 
k. The Precept amount of £212,544.00  received on 28th April 2023  
l. Debtors Report to 30th April 2023 

 
12. To note the receipt of the minutes from this Council’s Committees 
 

a. Planning – 25.04.23 
 

13. To consider the use of the General Power of Competence.  
 

14. To review the scheme of delegation to Committees.  
 

15. To review the membership of Committees. 
 

16. To review the appointments to the Council’s Working Parties.  
  
 



17. To review the Terms of Reference for the Council’s Committees, Sub-Committees and 
Working Parties.

18. To consider how the Council strategically plans during the four-year Civic Term.

19. To review and agree the Council’s Standing Orders.

20. To review and agree the Council’s Financial Regulations.

21. To consider the adoption of the New Model Code of Conduct.

22. To consider the allocation of Councillors to check the monthly supplier payments.

23. To review the Council’s inventory of land and other assets.

24. To review existing arrangements with other Local Authorities, not for profit bodies and 
businesses.

25. To confirm the arrangements for insurance cover in respect of all insurable risks.

26. To review the Council’s and Staff’s subscriptions to other bodies.

27. To review the use of variable direct debits and standing orders.

28. To determine the time and place of Council meetings up to and including the date of the 
next annual Council meeting.

29. To note and take action as appropriate following the year end internal audit

30. To review the effectiveness of the internal audit process.

31. To appoint an independent internal auditor and agree the frequency of audits.

32. To consider and agree the completion of the responses to the Governance Statement in 
Part 1 of the Annual Governance and Accountability Report (AGAR) for 2022/23.

33. To consider and agree the financial statement in Part 2 of the Annual Governance and 
Accountability Report (AGAR) for 2022/23.

34. To consider the process for co-opting eligible persons to the position of Councillor to 
Woodbridge Town Council.

35. To consider how the Council manages its Policy portfolio.

36. To review the Council’s management of risks

37. To consider the Draft Changing Places Agreement with East Suffolk Council.



38. To consider a quotation for the re-painting of ‘Emergency Access only’ road marking at
Whisstocks Place/ Tide Mill Way.



   

Item 1 
To elect the Town Mayor for the Civic Year 2023/24.  
 
The Local Government Act (1972) section 15, sub-section 2 states: 
 
‘The election of a chairman shall be the first business transacted at the annual meeting of the 
parish council’.  
 
Members are asked to elect the Town Mayor for the Civic Year 2023/24. 
 
 
 
 
Item 2 
To elect the Deputy Mayor for the Civic Year 2023/24.  
 
The Local Government Act (1972) section 15, sub-section 6 states: 
 
‘The parish council may appoint one of the elected members of the council to be vice-chairman of 
the council. 
 
Members are asked to elect the Town Mayor for the Civic Year 2023/24. 
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Woodbridge Town Council 
 
Minutes of the Town Council meeting held at the Shire Hall on Tuesday 18th April 2023 at 7pm  
 
Councillors:    
 
Present: D Adelson, S Bale, Lady C Blois, P Gillard, R Leach, S Miller, C Page, S Rawlings, R 

Sanders, M Sylvester, M Sutton, C Walsh and M Wilks 
 
Apologies: G Holdcroft, J Jewers and E O’Nolan 
 
In Attendance: Town Clerk, Deputy Town Clerk and two members of the public. 
 
Before the meeting the Town Mayor presented gifts and thanked those Councillors not returning for 
another term for their hard work and commitment to Woodbridge Town Council and the people of 
Woodbridge.  

 
819. Apologies 

 
Apologies for absence had been received from Councillors Holdcroft, Jewers and O’Nolan. 
 

820. To receive declarations of interest 
 
Councillor Sylvester declared non-pecuniary interests in items 828 and 829 as the Chair of 
the Woodbridge Museum.  
 
Councillor Rawlings declared non-pecuniary interests in items 828 and 829 as a Trustee of 
the Woodbridge Museum.  
 
Councillor Sutton declared non-pecuniary interests in items 826, 827 and 828 as a Trustee of 
the Woodbridge Tide Mill Trust.  
 
Councillor Gillard declared non-pecuniary interests in items 826, 827 and 828 as a Trustee of 
the Woodbridge Tide Mill Trust.  
 
Councillor Bale declared a non-pecuniary interest in item 828 as a Trustee of the Woodbridge 
Riverside Trust. 
 
Councillor Adelson declared a non-pecuniary interest in item 828 as his wife is an allotment 
holder, and as a member of the Woodbridge Growers.  
 

821. 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. 
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822. Public Question Time 

 
Neither of the members of the public present wished to speak at this time.  
 

823. To agree and approve the minutes of the meeting held 21st March 2023 
 
The Council agreed and approved the signing of the minutes of the meeting held 21st March 
2023 as a true record. 
 

 Cllrs. Blois and Page left the meeting.  
 

824. To consider, question and agree the following Financial Reports; 
 
The Council noted the receipt of and approved the following financial reports:- 
 
a. Income to 31st March 2023 - £501,880.00 
b. Expenditure to 31st March 2023 - £460,384.00 
c. Income and Expenditure against Budget to 31st March 2023 
d. Bank Reconciliation and Supporting Bank Statements to 31st March 2023 - £538,786.64 
e. The Accounts and Payments List for April 2023 - £50,239.39 
f. The HSBC Net report for April 2023 - £15,853.35 
g. The HSBC Corporate Card report for March 2023 - £190.89 
h. Summary of Direct Debit payments to 31st March 2023 - £701.40 
i. Expenditure over £500 Report from 1st January – 31st March 2023 
j. Debtors Report to 31st March 2023 
 

825. To note the receipt of the minutes from this Council’s Committees 
 

The Council noted the receipt of the following minutes:- 
 

a. Planning – 28.03.23 
b. Staffing – 28.03.23 
c.         Planning – 11.04.23 
 

826. To consider the grant application received from the Tide Mill Trust.  
 
The Council agreed that the budgeted sum of £7,500 (code 4810) be granted to the Tide Mill 
Trust further to their grant application. 
 

827. To consider a request from the Tide Mill Trust regarding the dredging of the Tide Mill race.  
 
The Council agreed to be the signatory on the application to Natural England for the dredging 
of the Tide Mill race.  
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828.      To consider the means by which the Council communicates with its tenants and appoints 
members as trustees and representatives to outside bodies. 

 
The Council agreed that in principle it supports the proposal to allow those organisations 
associated with the Council, and with nomination rights, to appoint their own trustees rather 
than the Council appointing trustees from within. The Town Clerk was to investigate the 
legality of such a proposal and is mandated to proceed if legally permissible.  
 
Further discussion regarding a working party/ schedule of meetings with the Council’s 
tenants will be discussed at the AGM.  
 

829. To consider a request from the Woodbridge Museum Trust regarding the appointment of a 
nominated trustee.  
 
This item was no longer required further to the decision taken at item 828.  
 

830. To consider and agree the 2022/23 CIL report. 
 
The 2022/23 CIL report, to be published on the Councils website and submitted to the District 
Council, was agreed.  
 

831. To consider a provisional schedule of meetings for the Civic Year 2023/24.  
 
The Council considered the provisional schedule of meetings and agreed the following: 
 
- Apart from the AGM, all Council and Committee meetings during 2023/24 will take place 

on a Wednesday.  
- When there are two meetings in one evening, the earliest meeting will start at 5.30pm.  

 
832. To receive an update on the meeting of the Woodbridge Historic Riverside group.  

 
The Council noted the updated on the meeting of the Woodbridge Historic Riverside group.  
 

833. To consider the process of appointing Honorary Freeman to Woodbridge.  
 
The Council noted that a vacancy in the position of Honorary Freeman of Woodbridge has 
arisen following the passing of former Mayor Mr Tony Hubbard MBE. The Council considered 
the proposals prepared by the Officers and agreed the following: 
 
- To include the title of ‘Honorary Freewoman of Woodbridge’ in the Council’s award.  
- With the addition of the changes proposed by Members, to approve the process of 

appointing Honorary Freeman/ Freewoman of Woodbridge.   
 

834.      To consider the requirement for a Woodbridge Town Council Instagram page. 
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The Council agreed to the creation of two Instagram pages for Woodbridge Town Council – 
one to advertise weddings at the Shire Hall and one to promote the work and estate of the 
Council.  
 

835.  To consider reporting Rose Builders to the Planning Authority regarding the demolition work 
at the Melton Hill site.  

 
The Council agreed that a meeting be requested with Rose Builders and the Planning 
Authority to regarding the demolition work at the Melton Hill site.  
 

836. To exclude the Public and Press from the remainder of the meeting in accordance with the 
Public Bodies (Admissions to Meetings) Act 1960 because of the confidential information 
being discussed.  

 
The Council agreed to exclude the public and press from the remainder of the meeting due 
to the confidential information to be discussed. 

 
837. To receive a recommendation from the Property Working Party  

 
The Council approved the recommendation from the Property Working Party.  

 
838. To consider recommendations from the Staffing Committee.   

 
The Council agreed to confirm the recommendation from the Staffing Committee regarding 
staff pay and job descriptions.  

 
839. To consider the draft Shire Hall consultation documents and potential costs 

 
The Council agreed it’s preferred delivery method of the Shire Hall consultation documents, 
with any expenditure to be met from EMR 340 Shire Hall Maintenance. 
 
With the addition of the changes proposed by Members, the Council approved the content 
of the consultation documents.   
 

840. Closure 
 
The meeting was closed at 9.04pm.   

 
 
                
                    Councillor Gillard 

                   Chair 
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Woodbridge Town Council 
 
Minutes of the meeting of the Planning Committee held at the Shire Hall on Tuesday 25th April 2023 
at 5pm. 
 
Councillors:   
 
Present:  D Adelson, S Bale, S Rawlings, R Sanders and M Sutton.  
 
Apologies:  C Blois, G Holdcroft, P Gillard, S Miller and C Walsh. 
  
In Attendance: Town Clerk and no members of the public.  
 

 

841. Apologies for Absence 
 
Apologies for absence had been received from Councillors Blois, Holdcroft, Gillard, Miller and 
Walsh.  

842. To receive Declarations of Interest 
 
Councillor Rawlings declared a local non-pecuniary interest in application DC/23/1326/FUL as 
a trustee of the Woodbridge Museum.  
 

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

844. To agree and approve the Minutes of the meeting held on 11th April 2023 
 
The minutes of the Planning Committee meeting held 11th April 2023 were approved. 

845. Public Question Time. 
 
There were no members of the public present.  
 

846. 

 

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

 

The following application was noted: 
 
 DC/23/1499/TCA - 101 New Street Woodbridge Suffolk IP12 1DZ 

847. To comment on applications to trees with a Tree Preservation Order (TPO) 
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Application No and Address  Committee Comments  
 

DC/22/1163/FUL - Waggoners Court Bredfield 
Street Woodbridge Suffolk IP12 4UP 

Whilst Woodbridge Town Council (WTC) were 
pleased to note that only part removal of the 
existing building is now being proposed, we still 
consider that there is insufficient detail provided 
with this application – the lack of a Design and 
Access statement is noteworthy in the light of 
concerns raised by immediate residents on the 
potential impact of works. This together with our 
previous concern not being addressed means we 
restate our reasons for refusal.    

   
We recommend REFUSAL as this application 
contravenes SCLP 8.1c as there is no information 
regarding the replacement of the former 
community facility previously provided on the 
site to a local Scouting group. 
 
Development would involve the provision of an 
equivalent or better replacement community 
facility either on site or in an alternative location 
in the vicinity that is well integrated into the 
community and has equal or better accessibility 
than the existing facility which meets the needs 
of the local population. 
 

DC/23/1305/FUL - 21 Church Street Woodbridge 
Suffolk IP12 1DS 
 

WTC recommend approval. 

DC/23/1326/FUL - Heritage Building Tide Mill 
Way Woodbridge Suffolk 
 

WTC recommend approval. 

DC/23/1424/LBC - 21 Church Street Woodbridge 
Suffolk IP12 1DS 
 

WTC recommend approval. 

 There were no applications during this period.  

 

848. 

 

To comment on applications for planning permission  
 

The Committee agreed their comments as set out below:- 
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DC/23/1334/LBC - 6 Quay Street Woodbridge 
Suffolk 
 

WTC recommend approval. 

DC/23/1453/FUL - Cherry Tree Inn 73 
Cumberland Street Woodbridge Suffolk IP12 4AG 
 

WTC recommend approval. 

DC/23/1395/FUL - 2 Church Street Woodbridge 
Suffolk IP12 1DH 
 

WTC recommend approval. 

DC/23/1396/LBC - 2 Church Street Woodbridge 
Suffolk IP12 1DH 
 

WTC recommend approval. 

DC/23/1163/FUL - Fronting Little St Johns Street 
57 Thoroughfare Woodbridge Suffolk IP12 1AH 
 

WTC recommend approval. 

DC/23/1363/FUL - 23 Thoroughfare Woodbridge 
Suffolk IP12 1AA 

WTC recommend approval. 

 

 
 

                              Councillor Sanders 
                            Chair   

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

850. Closure 

 
The meeting was closed at 5.30pm.  
 



   

Item 13 
To consider the use of the General Power of Competence.  
 
Town Councils are corporate bodies and traditionally have only been able to carry out their roles, 
duties and functions through legislative powers accumulated since 1894, and these powers were 
always constrained to specific and appropriate legislation. Recognising the potential limiting effect 
this might have on local Councils, the Localism Act 2011 provided local councils with the General 
Power of Competence (GPC), a new power with wide ranging possibilities. The general power of 
competence was brought into force by SI (1) 961, The Localism Act 2011 (Consequential 
Amendments) Order 2012. 
 
What does the Power allow Councils to do? 
 
The GPC enables eligible local councils to take an enhanced role and allows them to do things they 
had previously been unable to do. Section 4(3) of the Localism Act 2011 sets out the eligibility 
criteria that a local authority must meet in order to exercise the power. The GPC is a broad power 
that enables local authorities in England and Wales to do anything that an individual can do, 
provided that it is not prohibited by law. 
 
Risks and restrictions limiting the General Power of Competence 
 
Existing duties, as well as existing financial and procedural duties, remain in place. Councils must 
continue to comply with relevant existing legislation - employment law, Health and Safety 
legislation, equality legislation and duties related to data protection and freedom of information. 
 
How to become eligible to use the Power of General Competence 
 
In order to be eligible to exercise the GPC, the Council's clerk must hold the Certificate in Local 
Council Administration (CiLCA) or an equivalent qualification. The documents provided overleaf 
confirm the Town Clerk’s completion of the CiLCA in 2020.  
 
Members are recommended to agree that it meets the eligibility criteria to exercise the General 
Power of Competence as defined in the Parish Council (General Power of Competence) (Prescribed 
Conditions) Order 2012 and therefore adopt the power. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







   

Item 14 
To review the scheme of delegation to Committees.  
 
The Council agreed that the following would be it’s Standing Committees for the 2022/23 Civic 
Year: 
 
a) Planning 
b) Climate and Ecological Emergency (CEE) 
c) Amenities 
d) Staffing 
e) Finance 
f) Highways and Transport 
g) Youth Forum 
 
The Climate and Ecological Emergency and Amenities Committee have budgets and may make 
decisions which are within their budget limits without Full Council agreement.  Decisions on 
spending over their budgetary limits, or changes to Council policy must be ratified by Full Council. 
 
The other Committees may only recommend matters to Full Council for adoption as Council policy 
or for a decision, or work within their ‘Terms of Reference’.   
 
The Council’s Staffing Committee has two Sub-Committees – Disciplinary/Grievance and Appeals 
 
The Planning, CEE, Amenities, and Finance Committees met regularly during the past Civic Year, 
whilst the Staffing Committee met when required.  
 
The Highways and Transport Committee met once, and the Youth Forum did not meet.  
 
The following is proposed for the 2023/24 Civic Year: 
 
- To retain the Planning, CEE, Amenities, Finance and Staffing Committees as the Council’s 

Standing Committees.  
- To make the Highways and Transport and Youth Forum Working Parties to the Council.  

 
 
Members are asked to review the scheme of delegation to Committees.  
 
 
 
 
 
 
 
 
 
 
 
 



   

Item 15 
To review the membership of Committees.  
 
Woodbridge Town Council is non-political, however, when prospective Councillors stand for 
election, they do so with allegiance to a particular political party or as an Independent.  After 
election, Councillors should work for the best outcome for the people of Woodbridge in a non-
political way. 
 
With the exception of elections, the only time there should be reference to political groups is in 
the allocation of councillors to standing committees.  This is purely to give political balance to the 
Council. 
 
The Council’s Terms of Reference states: 

 
3.6. The allocation of members to Committees shall be made by political groups (as registered 
with the Town Clerk), who will submit their nominations in writing, observing political balance, to 
the Town Clerk for confirmation at the AGM of the Town Council 
 
The pro-rata distribution of Committee places between political parties is based on the 
membership of Committees being 9 (or for smaller Committees 5), the ex-officio Mayor not being 
counted for these purposes. Therefore, the total number of seats available on the five standing 
committees (based on the Highways and Transport Committee being downgraded to a Working 
Party) is: 

 
 Amenities     9 seats 
 Finance     9 seats 
 Staffing     9 seats 
 Planning     9 seats 

CEE      5 seats 
 Total                 41 seats 
 
Woodbridge Town Council is represented by sixteen Councillors, however at the current time the 
Council is reduced to fourteen. Twelve Members (Labour, Liberal Democrat and Green Party 
Councillors and Cllr Phipps, Independent) have informed the Town Clerk that they will form a 
political alliance group on the Council. Cllr Holdcroft represents the Conservative Party whilst Cllr 
Sanders is Independent.  
 
The twelve Alliance group members represent 75% of the Council, Cllr Holdcroft and Cllr Sanders 
6.25% each, with the two vacant seats representing 12.5%. This translates (by multiplying the 
percentage of group representation on the Council by the number of seats available) to the 
following allocation to the forty-one seats available on the Council’s Standing Committees.  
 
Alliance group – 75% – 31 seats 
Cllr Holdcroft – 6.25% - 3 seats 
Cllr Sanders – 6.25% - 3 seats 
Vacant – 12.5% - 4 seats 
 



   

As the identity of the Mayor is not known until the outcome of item 1 on this agenda, the Council 
must agree the number of seats allocated to each political group or Independent on the Council.  
The relevant party leaders and individuals must then advise the Town Clerk of the allocation to 
Committees in the days following the meeting for publication with the minutes: 
 
 
  
 
 
 
 
 
 
 
 
 
 
Members are asked to agree the number of seats allocated to each political group or Independent 
Councillor on the Council.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Amenities Finance Staffing Planning C & E    
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  X   
  X 

Mayor Mayor Mayor Mayor X 



   

 
Item 16 
To review the appointments to the Council’s Working Parties.  
 
The Council agreed the following appointments to its Working Parties for the 2022/23 Civic Year: 
 
Property – Bale, O’Nolan, Sanders, Sylvester, Walsh 
Foreshore – Gillard, O’Nolan, Sylvester, Sutton 
Standing Orders – Adelson, Bale, Holdcroft, O’Nolan, Sutton and Town Mayor 
 
Depending on the outcome of item 14, the Council may also wish to consider appointments to 
newly created working parties.  
 
Members are asked to review and agree the appointments to these working parties.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 
Item 17 
To review the Terms of Reference for the Council’s Committees, Sub-Committees and Working 
Parties.  
 
The Council’s Terms of Reference details the scope and delegated authority for decision making 
provided by the Council to itself, its Committees, and its Working Parties – each decision-making 
body must work within these powers when making delegated decisions on behalf of the Council.  
 
The full document is uploaded separately to SharePoint with potential changes highlighted in 
yellow:  
 
- Section 3.4 could need amending depending on the decision taken at item 14.  

 
Members are asked to review the Terms of Reference and recommend the policy for adoption 
upon the acceptance of any changes proposed and agreed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 
Item 18 
To consider how the Council strategically plans during the four-year Civic Term. 
 
At the beginning of the last Civic Term the Council made the start to a business plan for the period 
2019-2023 – this document is uploaded separately to SharePoint.   
 
This project was never completed, however through sound budgeting and project planning the 
Council achieved much during a term seriously disrupted by wider issues such as the global 
pandemic and cost of living crisis, whilst closer to home it functioned for nearly two years with a 
staffing deficit.  
 
At the dawn of this new Civic Term the Council is currently blessed with a full complement of 
committed Officers who are dedicated to the success of the Council. A number of significant 
projects are currently underway (Shire Hall, Art Club, Theatre Street toilets, Elmhurst Park toilets) 
whilst the new website will be launched imminently.  
 
Financially, the budget for the current year is tight and will require meticulous care to ensure it is 
adhered to. The Council’s Earmarked Reserves currently sit at £527,000 however much of this 
money is allocated to specific projects or kept for worse case scenarios. The Council’s General 
Reserve is close to the minimum level which is advisable to be maintained and therefore should be 
built up in the coming years. The Council’s income will remain consistent around £50,000 per year 
(excluding grants and CIL money), however there is little scope at the current time to significantly 
improve this figure.  
 
In order that the next four years are more successful than the last, the Council must strategically 
plan rather than be reactive or simply jump from year to year. As a body, WTC has a unique ability 
to enhance the town of Woodbridge and the Council’s estate, and therefore significant thought 
must be given to how the Council utilises the funding it receives mainly from the rate payer.  
 
It is therefore proposed that a Business Plan/ Strategic Plan/ Long Term Management Plan etc etc 
is produced to guide the Council through the next four years and beyond. By planning in the long 
term, the Finance Committee will be able to budget more accurately and ensure that the projects 
of greatest benefit to the town can be achieved.  
 
This item therefore provides Members with the opportunity to discuss this proposal. Further to the 
above, it is proposed that: 
 
- The entire Council is appointed to a Working Party to facilitate the production of a Strategic 

Plan.   
- That a standalone event is organised where the Council may take advice from experts, and all 

Members be allowed to speak openly about their plans and hopes for the next four years (a 
similar brainstorming event was held in 2019), outside of the confines of a Council meeting.   

 
Members are asked to consider how the Council strategically plans during the four-year Civic Term. 
 
 
 



   

 
Item 19 
To review and agree the Council’s Standing Orders.  
 
Standing Orders are one of the three principal governing policy documents of the council providing 
procedure guidance for Councillors and Officers. They must be observed in conjunction with the 
Financial Regulations and Code of Conduct. 
 
Standing Orders are the written rules of a local council and are essential to regulate the 
proceedings of a meeting. A council may also use standing orders to confirm or refer to various 
internal organisational and administrative arrangements. The standing orders of a Council are not 
the same as the policies of a council but standing orders may refer to them. 
 
Like most Council’s, WTC uses the NALC model code and adapts it (where permissible), for it’s own 
purposes.  
 
Uploaded separately to SharePoint are the proposed Standing Orders for the 2023-24 Civic Year. 
The only changes are the addition of an introduction, and highlighted in yellow are changes 
pertinent to the following: 
 
Effective from the 1st January 2023, the Public Contracts (Amendment) Regulations 2022 
(21.12.22), increased the contract value limits from £25,000 to £30,000 for non-central 
government authorities (Procurement Thresholds amendments (SI 2022/1390)) when required to 
advertise contact opportunities on the Governments Contract Finder website. The value of public 
contracts which must comply with the full requirements of the Public Contracts Regulations 2015 
was also increased – Goods and Services - £189,330  -  £213,477 and Public Works (Construction) 
£4,733,252 - £5,336,937. All figures ex VAT.  
 
 
Members are asked to review Standing Orders and recommend the policy for adoption upon the 
acceptance of any changes proposed and agreed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 
Item 20 
To review and agree the Council’s Financial Regulations.     
 
Financial Regulations are provided for under the Local Government Act 1972 as an important 
vehicle for providing a framework for Council’s financial management. They are required in law, in 
respect of certain contractual matters. In addition, they are required as part of the Proper 
Practices which local authorities must comply with under the Accounts and Audit Regulations 2015. 
 
Uploaded separately to SharePoint are the proposed Financial Regulations for the 2023-24 Civic 
Year. The only changes are the addition of an introduction, and highlighted in yellow are changes 
pertinent to the following: 
 
Effective from the 1st January 2023, the Public Contracts (Amendment) Regulations 2022 
(21.12.22), increased the contract value limits from £25,000 to £30,000 for non-central 
government authorities (Procurement Thresholds amendments (SI 2022/1390)) when required to 
advertise contact opportunities on the Governments Contract Finder website. The value of public 
contracts which must comply with the full requirements of the Public Contracts Regulations 2015 
was also increased – Goods and Services - £189,330  -  £213,477 and Public Works (Construction) 
£4,733,252 - £5,336,937. All figures ex VAT.  
 
Members are asked to review Financial Regulations and recommend the policy for adoption upon 
the acceptance of any changes proposed and agreed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 
Item 21 
To consider the adoption of the New Model Code of Conduct.  
 
The Localism Act 2011 placed a duty on every council to promote and maintain high standards of 
conduct by councillors and co-opted members of the authority and, in discharging that duty, adopt 
a code dealing with the conduct that was expected of those members when they were acting in 
that capacity.  A Suffolk-wide local code of conduct was adopted by the councils in 2012 – WTC’s 
current code was adopted in September 2019.  
 
The Local Government Association (LGA) approved its new Model Councillor Code of Conduct in 
2020, with the aim for it to be adopted by all levels of local government, effectively a national 
Code. The LGA have also produced Notes for Guidance, providing useful interpretation of the Code. 
 
It was hoped that all councils across England will move to the Councillor Code of Conduct 
developed by the LGA, following extensive consultation. In Suffolk, the five principal authorities 
have agreed to do so, and it is strongly recommended that all parish and town councils adopt the 
Code. SALC is also advising that all Parish and Town Councils should adopt this new code to replace 
the current Suffolk Code of Conduct. 
 
The ‘Suffolk Code’, introduced in 2012, has largely served well but does contain a number of 
weaknesses which are largely addressed in the LGA model.  
 
The LGA Code builds on the Seven Principles of Public Life (Nolan) and establishes a set of general 
principles specifically designed for the role of Councillor.  In general, it provides more explanation 
of what the rules mean, with further detail still contained in the guidance notes.  
 
The LGA Model Code has “been designed to protect our democratic role, encourage good conduct, 
and safeguard the public’s trust and confidence in the role of councillor in local government. While 
it sets out the minimum standards of behaviour expected, together with the guidance, it is designed 
to encourage councillors to model the high standards expected of councillors, to be mutually 
respectful even if they have personal or political differences, to provide a personal check and 
balance, and to set out the type of conduct that could lead to complaints being made of behaviour 
falling below the standards expected of councillors and in breach of the code. It is also to protect 
councillors, the public, local authority officers and the reputation of local government.” 
 
It specifies that a member is acting in that capacity when they misuse their position, or if their 
actions would give the impression that they are acting as a councillor. 
 
The code applies to all forms of communication and interaction, including: 
 
- face-to-face meetings, online or telephone meetings 
- written, verbal and non-verbal communication 
- electronic and social media communication, posts, statements and comments 

 
The biggest change for Councillors relates to interests. The Suffolk Code is largely silent on those 
interests that are neither disclosable pecuniary interests (DPI), nor so called ‘local non-pecuniary’ 
interests (LNPI).  It does not, for example, cater effectively with the councillor at a meeting 



   

considering a proposed development which would spoil his view of the river.  It is clearly not the 
councillor’s DPI and the Suffolk Code leaves only the Nolan Principles as a generic consideration as 
to whether they need to restrict their involvement at the meeting.  
 
The completely new category of ‘non-registerable interests’ would address this, requiring 
declaration and withdrawal if it directly relates to the financial interest or well-being of the 
member (or a close relative or associate). Furthermore, if a matter affects the member’s financial 
interest or well-being  more than the majority of parishioners, then this has to be declared also. An 
application (in writing) can be made to the Council for a dispensation to take part for each of the 
three categories. Dispensations can only be granted in specific circumstances. 
 
The new model code uses the terminology of ‘disclosable pecuniary interests’ (see table 1 within 
the model code), ‘other registerable interests’ (see table 2 within the model code) and ‘non-
registerable’ interests (see paras 7-10 within the model code).  
 
If adopted, members will be expected to use this terminology when registering and disclosing 
interests. 

 
- ‘Disclosable pecuniary interests’: The model code reiterates the legal duty to register and 

disclose ‘disclosable pecuniary interests’ and lists what these are (see table 1 within the model 
code). 

- ‘Other registerable interests’: It also confirms that councillors ‘must’ register a specific set of 
‘other registerable interests’ (see table 2 within the model code). 

- ‘Non-registerable interests’: The model code also covers the need to disclose interests, when a 
matter arises at a meeting, that do not fall into either of the above categories but which 
directly relate to a councillor’s ‘financial interest or wellbeing’, or that of a relative or close 
friend. The code is clear that councillors ‘must’ disclose this type of interest when it arises 
(para 7). The code sets out when this type of interest will be deemed to have arisen (para 8) 
and the two tests councillors should apply when considering whether or not they should 
participate and vote (para 9). 

 
Other points of note: 
 
Bullying, harassment and discrimination 
With the current focus on behaviours towards elected representatives and officers, this expanded 
wording provides more explanation of what is unacceptable, alongside the commitment to 
equalities. 
 
Confidentiality and Access to Information 
Specific requirements in relation to confidentiality and access to information have been 
incorporated. This clause sets out standards of conduct relating to the proper use of information 
by councillors. 
 
Gifts and Hospitality 
The provisions extend those set out in the Suffolk Code in two ways: (a) by specifically referencing 
a requirement to not accept gifts or hospitality that could give rise to real or substantive personal 
gain or a suspicion of influence; and (b) by placing a responsibility on councillors to register any 
significant gift or hospitality that has been offered but refused. 



   

 
 
 
Training 
A programme of training, based on LGA learning and guidance modules, will be coordinated by the 
Monitoring Officers. 

 
Procedure for Considering Complaints Alleging a Failure to Comply with the Code of Conduct 
It will continue to be for each local authority to follow its agreed procedures for managing 
complaints and deciding upon any action should it be concluded that there has been a breach of 
the Code. 
 
Limitations 
While the LGA Code is undoubtedly stronger than the current Suffolk Code, and should help to 
reduce conflict situation, it should be noted it does NOT introduce stronger sanctions; this will 
require legislation. 
 
Uploaded to SharePoint are the Council’s existing Code of Conduct and the New Model Code of 
Conduct.  
 
Members are asked to consider the adoption of the New Model Code of Conduct. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 
Item 22 
To consider the allocation of Councillors to check the monthly supplier payments.   
 
Section 5.10 of the Council’s Financial Regulations states: 
 
‘The council will aim to rotate the duties of members in these Regulations so that onerous duties 
are shared out as evenly as possible over time’. 
 
An alphabetical rota for the checking of monthly supplier payments was agreed for the 2022/23 
Civic Year, and whilst this worked well for the majority of the time there were a number of 
instances when Councillors were unable to undertake this work which led to delays with the 
approval of supplier payments.  
 
It is proposed therefore that the rota be drawn solely from Councillors from the Finance 
Committee – this assumes that Councillors on this Committee are more interested in the Financial 
dealings of the Council than those not!  
 
Notes: 
- As Officers work full time from the Shire Hall, these checks can be conducted in person with 

the Town Clerk and Finance Officer if required.  
- No Councillor will be responsible for checking/ approving a payment for which they have a 

pecuniary interest (e.g an expenses claim). Officers will endeavour to check for such 
occurrences.  

 
Members are asked to consider the allocation of Councillors to check the monthly supplier 
payments.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Item 23 
To review the Council’s inventory of land and other assets. 

The Council’s reviewed and agreed the Asset Register (provided overleaf) at its meeting held in 
March 2023 and there have been no further changes since then. 

Members are asked to note this position. 



Woodbridge Town Council 

Asset Register 

1. Introduction

This document details the Assets held by Woodbridge Town Council.

It is acknowledged that some of the valuation figures have been arrived at through best
endeavors using the information known to us at the time. This document is reviewed on
an annual basis and assets are entered, adjusted or removed as and when appropriate
This Asset Register has four main purposes.

• It forms a basis for completion of box 9 of the Council’s accounting statements in
the Annual Governance and Accountability Return

• It forms a basis for decisions on risk and insurance issues.
• It provides information on the age and potential lifespan of certain items.
• It provides assurance of the continued existence of Council’s property

1.1 Annual Return – Fixed Assets 

Since July 2020 only items of machinery and equipment which have a useful life of more 
than one year and with a value greater than £500 are defined as ‘Fixed Assets.’  

These are itemised below, and their value reported in box 9 of the Council’s accounting 
statements in the Annual Governance and Accountability Return. Council does not 
depreciate or adjust fixed asset values and they are not calculated as part of a balance 
sheet. For fixed assets Council must approve the valuation methodology which must be 
applied consistently year on year. The preferred value will be the original acquisition cost. 
Alternative acceptable valuations are the replacement cost at a particular date or an 
insurance cost at a particular date. A fourth method of valuation for land or buildings 
which are considered to be community assets will be a nominal value of £1. The fixed 
asset value for any individual item will not usually be altered from year to year. Therefore, 
a change in the total value for fixed assets (in box 9 of the Council’s accounting 
statements) indicates the acquisition of new and/or the disposal of old assets of 
significance. It will be necessary to review the threshold value for fixed assets (currently 
£500) annually to ensure the value continues to include the types of items currently listed 
as fixed assets. Such a review will require the revaluation of both the current and previous 
years’ asset registers to give a consistent basis for comparison.  

1.2 Insurance Decisions 

From the above it follows that not all assets are classed as ‘Fixed Assets.’ The guidance 
indicates that only items with a relatively high value which will be useful for more than 
one financial year are entered to the ‘Fixed Asset’ box 9 on the Annual Return. Council has 
many smaller items which individually have a replacement value less than £500 (small 
tools, furniture, benches etc.). These items are listed in inventories and the total for any 
given inventory may far exceed £500. The total value of inventories may alter quite rapidly 



as new items are entered or removed. It is still necessary to ensure these items are 
secured to the council and to assess the risks of loss so that suitable insurance may be 
maintained if necessary. For these reasons the inventories are updated and reviewed 
annually. As a guide to these insurance decisions, an attempt will be made to maintain a 
replacement value for inventory items as well as for relevant fixed asset items. It will be 
necessary for Council to review the insurance valuation each year to ensure insurance 
levels remain relevant to the inventoried items.  
 
Not all items will be insured for damage or loss since the nature of risks is not the same 
for all items. Damage to other items may be assessed as unlikely to occur or of 
insignificance cost if it does.  

 
1.3 Replacement Decisions  

 
Decisions to replace machinery and tools may be affected by the residual value/life of the 
existing equipment and the cost of replacement.  

 
2. Summary  

 
- Total of fixed assets for annual return on 31st March 2022; £840,997.22 

 
- Variance 31st March 2022-31st March 2023 = £56,469.80 net increase in fixed assets.  
 
- Removals = £0 
 
- Total of fixed assets for annual return on 31st March 2022; £897,467.02 

 
Represented by:  
 

2.1 Additions 

Description Location Date 
Acquired 

Purchase 
Cost 

Insurance/ 
Replacement 

Value 

Asset 
Register 

Valuation 
Playground 
equipment 
(Accessible 
equipment) 

Elmhurst 
Park 

01.09.22 £50,000 £50,000 £50,000 

Christmas 
Lights 

Shire Hall 04.11.22 £1,988.30 £1,988.30 £1,988.30 

Office IT 
(Laptops and 

hardware) 

Shire Hall 31.01.23 £4,481.50 £4,481.50 £4,481.50 

TOTAL   £56,469.80 £56,469.80 £56,469.80 
 
 
2.2 Removals  

 



Description Location Date 
Acquired 

Purchase 
Cost 

Insurance/ 
Replacement 

Value 

Asset 
Register 

Valuation 
      

TOTAL     £0 
 
 
3. Fixed Assets 

 
 Community Assets 

Description Location Date 
Acquired 

Purchase 
Cost (if 
known) 

Insurance/ 
Replacement 

Value 

Asset 
Register 

Valuation 
Civic Regalia Shire Hall 1/4/1974 Unknown £7,743 £7,000 
Community 
Hall Solar 

Panels 

Community 
Hall 

  £21,495 £1 

Drummer 
Boy Statue 

Market Hill 30/8/2017 £66,950 £73,158 £1 

Playground 
Equipment 

Various Various Various £186,928 £170,000 

Jubilee Clock  1/4/1974 Unknown Not valued 
separately 

£1 

Cast stone 
seating 

Whisstocks 
Place 

26/11/20 £24,653 £24,653 £24,653 

Accessible 
picnic bench 

Kingston 
Field 

10/11/20 £812 £812 £812 

Bench Castle Street 
Play area 

18/9/20 £722 £722 £722 

Safety 
Matting 
beneath 
swings 

Kingston 
Field 

12/9/20 £9,967 £9,967 £9,967 

Paintings Shire Hall 1/4/1974 Unknown £16,000 £16,000 
Ships Bell Shire Hall 1/4/1974 Unknown Not valued 

separately 
£1 

Cannon Elmhurst 
Park 

1/4/1974 Unknown Not valued 
separately 

£1 

Defibrillator Old Barrack 
Road 

6/1/2020 £1,560 Not valued 
separately 

£1,525 
 

Defibrillator Framfield 
Surgery 

6/1/2020 £1,560 Not valued 
separately 

£1,525 

Defibrillator Fire Station 29/5/19 Donated Not valued 
separately 

£1,350 

Defibrillator Evangelical 
Church 

 £1,350 Not valued 
separately 

£1,350 



Computer 
Network 

Shire Hall 2018 £2,812 Not valued 
separately 

£2,812 

Intercom Shire Hall  £1,335 Not valued 
separately 

£1,335 

Flagpole Elmhurst 
Park 

  Not valued 
separately 

£1,500 

Culvert Kingston 
Field 

30.09.21 £8,440.22 £8,440.22 £8,440.22 

Playground 
equipment 

Kingston 
Field 

06.01.22 £89,000 £89,000 £89,000 

Accessible 
pathway 

Kingston 
Field 

28.02.22 £32,981 £32,981 £32,981 

TOTAL     £370,977.22 
 

Land & Buildings 
Description Location Date 

Acquired 
Purchase 

Cost 
Insurance/ 

Replacement 
Value 

Asset 
Register 

Valuation 
Art Club 
Premises 

Tide Mill 
Quay 

8/9/1977 £0 £204,288 £1 

Broomheath  14/10/2011 £1 Open space – 
street furniture 

valued 
separately 

£1 

Community 
Boatshed 

Whisstocks 
Place 

  £1,202,000 £1 

Community 
Hall 

 1/10/2007 £1 £1,467,282 £1 

Community 
Heritage 
Building 

Whisstocks 
Place 

  £546,363 £1 

Elmhurst Park Eimhurst 
Park 

Land owned 
by Charity 

£0 Open space – 
street furniture 

valued 
separately 

£0 

Elmhurst Park 
Bandstand 

Elmhurst 
Park 

17/8/2015 Donated £64,398 £50,000 

Elmhurst Park 
Gardeners 

Shed 

Elmhurst 
Park 

1/4/1974 Unknown £106,569 £1 

Elmhurst Park 
Public Toilets 

Elmhurst 
Park 

31/3/2006 £0 £100,300 £1 

Elmhurst Park 
Shelter 

Elmhurst 
Park 

1/4/1974 Unknown £105,315 £1 

Elmhurst 
Walk 

Elmhurst 
Park 

1/4/1974 Unknown Open space – 
street furniture 

£1 



valued 
separately 

Fen Meadow  10/6/2010 £1 Open space – 
street furniture 

valued 
separately 

£1 

Fitzgerald 
Green 

 17/2/1997 £0 Open space – 
street furniture 

valued 
separately 

£1 

Kingston Field Kingston 
Field 

Land owned 
by Charity 

£0 Open space – 
street furniture 

valued 
separately 

£0 

Kingston Field 
Pavilion 

Kingston 
Field 

1/4/1974 Unknown £445,083 £420,000 

Market Hill  3/7/1987 Included in 
Shire Hall 

transaction 

Open space – 
street furniture 

valued 
separately 

£1 

Shire Hall Market Hill 3/7/1987 £90,000 £3,610,814 £1 
Theatre Street 

Toilets 
Theatre 
Street 

2/11/2010 £1 £100,300 £1 

Tide Mill Tide Mill 
Way 

1/3/1977 £0 £2,140,507 £1 

Tide Mill Quay  8/11/1977 £0 Open space – 
street furniture 

valued 
separately 

£1 

Tide Mill Way  8/11/1977 £0 Open space – 
street furniture 

valued 
separately 

£1 

War 
Memorial 

Market Hill 1/4/1974 Unknown £446,217 £1 

War 
Memorial 

Garden 

Market Hill 1/4/1974 Unknown Inc above £1 

Whisstocks 
Place 

 23/2/2018 £0 £437,091 £1 

Total     £470,020.00 
 



   

 
Item 24 
To review existing arrangements with other Local Authorities, not for profit bodies and businesses.    
 
The Council has the following (overleaf) arrangements with other not for profit bodies and 
businesses: 
 
For information, uploaded separately to SharePoint are four summary documents provided by the 
Council’s solicitors regarding the agreements the Council holds with the Woodbridge Art Club, 
Access Community Trust, Woodbridge Riverside Trust and Woodbridge Museum Trust.  
 
Members are asked to note these on-going arrangements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Name of organisation Nature of relationship Site Lease Start Lease End Rent Charge 
Period

Annual 
Increase Notes

Woodbridge Tide Mill 
Charitable Trust

Lease of the Tide Mill to the 
Trust

Tide Mill, Tide Mill Way, 
Woodbridge IP12 1BY 01.03.1977 Open Ended

Woodbridge Town Council is the custodian trustee of the Woodbridge Tide Mill Trust limited. 
Woodbridge Town Council grant a sum of money to the trust each year. Declaration of Trust signed 

on 29th February 2008. 

Trustees of Woodbridge 
Museum Trust

Lease of the Community 
Heritage Building

Woodbridge Museum, 
Whisstock's Place, Tide Mill 
Way, Woodbridge, IP12 1FP

29.05.18 99 years                                 
29.05.2117 £1 Annually None Tenant to pay a proportion of the Estate Charge (Service Charges) within ten days of first demand. 

Woodbridge Riverside 
Trust

Lease of the Community 
Boatshed Building

The Longshed, Whisstock's 
Place, Tide Mill Way, 

Woodbridge, IP12 1FP
05.04.18 35 years                     

05.04.53 £1 Annually None Tenant to pay a proportion of the Estate Charge (Service Charges) within ten days of first demand. 

Woodbridge Art Club
Lease of Premises off Tide 

Mill Way to the Trustees of 
Woodbridge Art Club

Art Club Building, 15 Tide Mill 
Way, Woodbridge, IP12 1BY 12.05.16 31.03.24 See 

Notes Quarterly See 
Notes

Years 1-3 £1,550.00 (First payment made September 2016)
Years 4-6 £1,700 (Changes September 2019)

Year 7 £1850.00 (Changes September 22) ** Plus two quarters

Access Community Trust Lease of Kingston Pavilion 
Cafe

Kingston Pavilion, Kingston 
Field, The Avenue, 

Woodbridge, IP12 4 BA
28.01.20 28.01.24 £7,500 Annually See 

Notes In line with CPI - £8,020.76 for 2022

Woodbridge Community 
Hall Management 

Commity

Long term management 
agreement of Woodbridge 

Community Hall

Community Hall, Station 
Road, Woodbridge, IP12 4AU 13.05.14 15 years £1,500 Annually See 

Notes  

Woodbridge Tennis Club Lease of part of Kingston 
Pavilion

Kingston Pavilion, Kingston 
Field, The Avenue, 

Woodbridge, IP12 4 BA
28.02.17 25 years £2,050 Annually None  

Trustees of Woodbridge 
Tennis Club Lease of Tennis Courts

Tennis Courts, Kingston Field, 
The Avenue, Woodbridge, 

IP12 4BA
14.03.17 12.03.2042 £2,050 Annually See 

Notes Rent review  on 14.03.2022 and then every 5 year anniversary against CPI Rate

Woodbridge Quaker 
Group - Managing 

Trustees

Lease by Town Council of 
Quaker Burial Ground

Quaker Burial Ground, Turn 
Lane, IP12 4AR 19.05.04 19.05.34 £0 Annually

Woodbridge Growers Lease of walled/ kitchen 
garden in Elmhurst Park

Elmhurst Park walled garden, 
Lime Kiln Quay Road, IP12 1BB 01.01.19 31.12.2025 £75 Annually, 

in advance
In line 

with CPI
Tenant to also pay 10% of the Elmhurst Park water bill - invoiced on a six month basis

Seckford Foundation Lease of Shire Hall upper 
floor

Shire Hall (Upper Floor), 
Market Hill, Woodbridge, IP12 

4LP
23.06.15 10 Years

22.06.2025 £1,280 Quarterly Every 3 
Years

To be reviewed 23.06.18 In line with APRIL CPI Rate  
Thereafter review on 3rd Anniversary

The Galley Restaurant Theatre Street wayleave
Land at rear 21 Market Hil 
(Adjacent Theatre Street 

toilets), IP12 4NE
28.06.04 Open Ended £227.64 

(in 2021) Annually In line 
with CPI

Original agreement signed with SCDC, transferred to WTC upon purchase of Theatre Street toilets - 
Wayleave allows the Galley to cross the boundary between the two properties, on foot only. 

The Crown Estate Lease of the foreshore and 
bed of the River Deben

Foreshore and bed to low tide 
at Tide Mill/ Whisstocks 21.07.21 99 years                                 

20.07.2121 £2,375 Annualy

Kingston Field Charity Kingston Field Woodbridge Town Council is custodian trustee of Kingston Field

Elmhurst Park Elmhurst Park Woodbridge Town Council is custodian trustee of Elmhurst Park



   

 
Item 25 
To confirm the arrangements for insurance cover in respect of all insurable risks.   
 
The renewal of the Council’s insurance cover was noted at its October meeting: 
 
412. To note the renewal of the Council’s insurance cover. 

 
Members noted the renewal of the Council’s insurance cover from November 1st 2022 –     
October 31st 2023.  

 
 
The Council is now in the final year of a three-year agreement with Zurich Municipal. Officers are 
working to undertake the valuation of the Council’s estate prior to seeking quotations for the 
renewal of the insurance cover.  
 
Members are asked to note the current position regarding arrangements for insurance cover in 
respect of all insurable risks.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

Item 26 
To review the Council’s and Staff’s subscriptions to other bodies.  
 
The Council as a body currently subscribes to the following organisations, as detailed on the 
overleaf document.  
 
Members are recommended to note and agree these ongoing subscriptions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Summary of Woodbridge Town Council
Subscriptions for the Year 2023-24

AGENDA ITEM 26 

Supplier Description Month Due Nominal 
Code Occurance

Suffolk Association of Local Councils includes payment to NALC Advice/Training including membership of National Association of Local 
Councils April 4915 Annually

Choose Woodbridge Full Membership April 4915 Annually

River Deben Association Annual Subscription to River Deben Association April 4915 Annually

Suffolk.Cloud Annual Website Hosting April 4645 Annually

Best Host Domain Name Renewal Next Renewal 2024 May 4645 Every two 
years

Moneysoft 3 x Payroll annual Licenses (£52.50 per Licence) May 4645 Annually

British Youth Council BYC Membership 2023-24 June 4915 Annually

Adobe Software Software Licences x 4 August 4645 Annually

ICO (Data Protection Registration) Data Protection Registration Renewal October 4645 Annually

Best Host Domain Name Parked October 4645 Annually

Finance Director (Accounts Software) Maintenance/Support Annual Fee March 4645 Annually

LGA (Local Government Association Workforce Subscription) Advice and general support policies & procedures/financial/Salaries March 4915 Annually

Finance Director (Accounts Software) Accounts Backups Annual Fee March 4645 Annually

SuffolkKeySAFE Scheme SH-SAFE Key Scheme Annual Membership March 4915 Annually



   

Item 27 
To review the use of variable direct debits and standing orders.  
 
The Council’s Financial Regulations state: 
 
6.8. If thought appropriate by the council, payment for utility supplies (energy, telephone and water) and 
any National Non-Domestic Rates may be made by variable direct debit provided that the instructions are 
signed by two members and any payments are reported to council as made. The approval of the use of a 
variable direct debit shall be renewed by resolution of the council at least every two years. 
 
6.9. If thought appropriate by the council, payment for certain items (principally salaries) may be made by 
banker’s standing order provided that the instructions are signed, or otherwise evidenced by two members 
are retained and any payments are reported to council as made. The approval of the use of a banker’s 
standing order shall be renewed by resolution of the council at least every two years. 
 
Regarding section 6.8 the Council approves its monthly direct debit payments at item H of the 
financial documents.  
 
Regarding section 6.9 the Council does not pay salaries via standing order, these are paid by bank 
transfer. The Council has one standing order payment, it’s membership to the River Deben 
Association as reported in the previous item.  
 
In order to adhere to the Council’s Financial Regulations, members are asked to agree to the use of 
variable direct debit and standing order payments for those supplies and services detailed in 
section 6.8 and 6.9.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

Item 28 
To determine the time and place of Council meetings up to and including the date of the next 
annual Council meeting. 
 
At the April meeting of the Council the following was agreed: 
 
831. To consider a provisional schedule of meetings for the Civic Year 2023/24.  

 
The Council considered the provisional schedule of meetings and agreed the following: 
 
- Apart from the AGM, all Council and Committee meetings during 2023/24 will take 

place on a Wednesday.  
- When there are two meetings in one evening, the earliest meeting will start at 5.30pm.  

 
 
Officers have made the required changes to the schedule of meetings, and this is provided overleaf.  
 
The Councils AGM in 2024 is scheduled for Wednesday 22nd May at the Shire Hall.  
 
Members are asked to determine the time and place of Council meetings up to and including the 
date of the next annual Council meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Year Month Date Committee Time
2023 May 16 Town Council - AGM of the Council 7pm
2023 May 24 Planning 5.30pm
2023 May 24 Amenities 7pm
2023 May 31 Finance 5.30pm

2023 June 7 Planning 5.30pm
2023 June 14 Climate and Ecological Emergency 5.30pm
2023 June 14 Town Council - Grants 7pm
2023 June 28 Planning 5.30pm  
2023 June 28 Town Council 7pm

2023 July 5 Planning 5.30pm
2023 July 5 Amenities 7pm  
2023 July 19 Planning 5.30pm  
2023 July 19 Town Council 7pm  
2023 July 26 Finance 5.30pm  

2023 August 2 Planning 5.30pm
2023 August 9 Climate and Ecological Emergency 5.30pm
2023 August 23 Planning 5.30pm

     
2023 September 6 Planning 5.30pm
2023 September 6 Amenities 7pm  
2023 September 20 Planning 5.30pm  
2023 September 20 Town Council 7pm  
2023 September 27 Finance 5.30pm  

2023 October 4 Planning 5.30pm
2023 October 11 Climate and Ecological Emergency 5.30pm
2023 October 18 Planning 5.30pm
2023 October 18 Town Council 7pm
2023 October 25 Finance 5.30pm

2023 November 8 Planning 5.30pm
2023 November 8 Amenities 7pm  
2023 November 22 Planning 5.30pm  
2023 November 22 Town Council 7pm  
2023 November 29 Finance 5.30pm  

2023 December 6 Planning 5.30pm
2023 December 13 Climate and Ecological Emergency 5.30pm  
2023 December 13 Finance 7pm
2023 December 20 Planning 5.30pm
2023 December 20 Town Council 7pm

Woodbridge Town Council - Dates of meetings, 2023-2024



Year Month Date Committee Time
Woodbridge Town Council - Dates of meetings, 2023-2024

2024 January 10 Planning 5.30pm
2024 January 10 Amenities 7pm
2024 January 17 Finance 5.30pm
2024 January 24 Planning 5.30pm
2024 January 24 Town Council 7pm

2024 February 7 Planning 5.30pm
2024 February 14 Climate and Ecological Emergency 5.30pm
2024 February 21 Planning 5.30pm
2024 February 21 Town Council 7pm

2024 March 6 Planning 5.30pm
2024 March 6 Amenities 7pm
2024 March 20 Planning 5.30pm
2024 March 20 Town Council 7pm
2024 March 26 Finance 5.30pm

2024 April 3 Planning 5.30pm
2024 April 10 Climate and Ecological Emergency 5pm
2024 April 10 Town Council - Annual Town Meeting 7pm
2024 April 17 Planning 5.30pm
2024 April 17 Town Council 7pm  

2024 May 1 Planning 5.30pm
2024 May 15 Planning 5.30pm
2024 May 15 Amenities 7pm
2024 May 22 Town Council - AGM of the Council 7pm



   

Item 29 
To note and take action as appropriate following the year end internal audit 
 
The year end internal audit was undertaken by Vicky Waples from SALC (also Clerk at Thurston 
Parish Council), on Thursday 27th and Friday 28th April 2023. As well as providing the signed AGAR, 
the internal audit report details comments and recommendation from the internal auditor on the 
performance of the Council, and this document is provided overleaf.  
 
The following actions are required further to the comments and recommendations made in the 
report: 
 
Comment: at the next annual review, Council might wish to also review the Procurement Thresholds 
amendments (SI 2022/139) of the Public Contracts (Amendment) Regulations 2022 which came 
into force on 21st December 2022 and make the changes to the contract value limits from £25,000 
to £30,000 for non-central government authorities. The contract value limits are to be calculated 
inclusive of VAT (effective from 1st January 2022). These changes have been proposed to the 
Council’s Standing Orders and Financial Regulations.  
 
Comment: Council should consider updating its Model Publication Scheme as the one seen on the 
website contains out of date information. An updated version will be provided on the Council’s 
new website.  
 
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; - This information is already provided on the 

Council’s website.  
 

- Government Procurement Card transactions; - WTC does not have a Government 
Procurement Card.  

 
- Invitations to tender for contracts over £5,000;  - This was not previously provided but will be 

part of the Council’s new website.  
 
- Details of contracts that exceed £5,000 annually; - This was not previously provided but will be 

part of the Council’s new website.  
 
- Details of all land and building assets; - Further to item 23 the Council has an asset register 

which provides this information, and this will be uploaded to our website.  
 
- Grants to Voluntary, Community and Social Enterprise Organisations; - The grants provided as 

part of the Council’s Grant Scheme are detailed within the Council’s minutes – Officers will 
ensure a specific document is provided on the website.  

 
 



- Organisation Chart; -  This information is already provided on the Council’s website.

- Parking Account;  - WTC does not have a parking account.

- Parking Spaces; - WTC does not provide parking spaces for Offices.

- Senior Salaries (if applicable) This information is provided on the Council’s Organisation Chart.

Members are asked to note the receipt of the internal audit and the action taken on the 
comments and recommendation provided therein.  
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Internal Audit Report for Woodbridge 

for the period ending 31 March 2023 
 

Clerk Greg Diaper 

RFO (if different) - 

Chairperson Councillor Patrick Gillard 

 Annual Budget Actual to 31.03.23 

Precept £385,542 £385,542 

Other Income £210,723 £116,338 

Expenditure £596,264 £460,384 

General reserves £  88,020 

Earmarked reserves £443,813 

Audit type Annual 

Auditor name Victoria Waples 

 
 

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 
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Methodology 

When conducting the audit, the internal auditor may:   
 

• conduct 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 2022/23 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 

conducted 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 is a purpose-built 
accounting system for town and parish councils and is able to produce reports 
on an Income and Expenditure basis.  

Is the cash book up to date and regularly verified? Yes Council follows Proper Practices in ensuring that the Council’s 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 and the Responsible Financial 
Officer (RFO) has used the full suite of accounting and reporting tools 
associated with the package to produce clear financial management 
information to the Council on both a monthly and annual basis. 

Is the arithmetic correct? Yes Spot checks were made and were found to be correct. Cash books are 
reconciled on a monthly basis.  
Comment: The RFO shows best practise by ensuring, for further transparency 
and scrutiny, that all payments and receipts have supporting documentation 
allowing a full description as to the expenditure and income being incurred to 
ensure the integrity of data being input and processed. 

Additional comments:  

 

 
Section 2 – Financial Regulation and Standing Orders 
The internal auditor will check the date the Council conducted 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 The Standing Orders, as seen on the Parish Council's website, show an 
adopted date of 17th May 2022, and are based on the latest model published 
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by the National Association of Local Councils (2018). As such they are 
compliant with legislation and have been adapted (where they are not 
statutory requirements) to ensure that they are relevant to the Parish Council.  
Comment: Council is aware of the requirement to ensure that the Standing 
Orders are fully tailored to the council and that in accordance with proper 
practices they need to be regularly reviewed, fit for purpose and adhered to.  

Are Financial Regulations up to date and reviewed 
annually? 

Yes Financial Regulations (FR), as seen on the Council’s website show an 
adopted date of 22nd June 2021 with a review date of 17th May 2022 and are 
based on the NALC Model Financial Regulations 2019 with provisions 
included as outlined under LTN 87 - Procurement – March 2022.  
Comment: at the next annual review, Council might wish to also review the 
Procurement Thresholds amendments (SI 2022/139) of the Public Contracts 
(Amendment) Regulations 2022 which came into force on 21st December 
2022 and make the changes to the contract value limits from £25,000 to 
£30,000 for non-central government authorities. The contract value limits are 
to be calculated inclusive of VAT (effective from 1st January 2022). 

Has the Council properly tailored the Financial 
Regulations? 

Yes The Council's Financial Regulations have been fully 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), the Council has appointed a person (the Clerk) to 
be responsible for the administration of the financial affairs of the relevant 
authority. This  was confirmed at the meeting of 5th October 2021 and is also 
reflected under FR 1.8. 

Additional comments:  

 

 
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. 

 
1 Section 151 Local Government Act 1972 (d) 
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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 

Is there supporting paperwork for payments with 
appropriate authorisation? 

Yes Council continues with the practice of presenting full Council with a list of all 
payments due for settlement for formal approval with such expenditure being 
shown in the minutes and evidence of such paperwork submitted with the 
agendas and retained within the files submitted for internal audit. Spot 
checks on a sample of payments were cross checked against the cashbook, 
payment settlement documentation and minutes and found to be in order and 
correctly approved in accordance with Council’s own Financial Regulations.  
Comment: The RFO shows good practice by ensuring that Standing Order 
Payments and Direct Debits incurred for the month are submitted to full 
council in accordance with Council’s Own Standing Orders and Financial 
Regulations. 

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

Yes Internet banking is operated in accordance with the Council’s own Financial 
Regulations and is used for the settlement of the Council’s expenditure. The 
Internal Control Statement details the procedure to be followed for such 
payments. As stated in previous internal audit reports, the accounts settled 
via internet banking can be readily tracked through a comprehensive audit 
trail. 

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

Yes VAT is identified within the Omega Accounting system with reclaims 
submitted at agreed intervals. The reclaim for Quarter 1 was covered within 
the interim internal audit report. The claims for Quarters 2 and 3 in the sums 
of £12,068.46 and £6,828.14 were reviewed and verified on the Council 
operated financial system as having been settled on 31st October 2022 and 
20th January 2023 respectively. The year-end balance at 31.03.23 stands at 
£14,168.80. and has been correctly recorded with the Council’s balance 
sheet. 

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

Yes The Internal Audit report for the year ending 31st March 2022 confirms that 
the council had confirmed eligibility criteria to enable it to exercise the 

 
2 Localism Act  
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General Power of Competence (Prescribed under Conditions) Order 2012 
and adopted the same at its meeting on 14th May 2019. 

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

N/A Council uses the discretionary power to do anything that an individual can 
do unless specifically prohibited by law. 

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

N/A Council has no such loans. 

Additional comments:  

 

 
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. 

 
Evidence 
 

 
Internal auditor commentary 

Is there evidence of risk assessment documentation? Yes The risk assessment documentation as reviewed 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 Risk Management 
Scheme for the year under review is comprehensive and was considered 
and adopted by full Council at its meeting on 17th May 2022. 
Comment: following a review of the risk assessment files submitted for 
internal audit it is evident 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 risk assessment needs to focus on the safety of the its 
assets and in particular its money. There is evidence that overall the council 

 
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 £8.41 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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has taken action 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 Council has insurance in place under a specialist policy for local councils  
with Zurich Municipal which shows core cover for the following: Public 
liability: £15million; Hirer’s Liability £2million; Employer’s Liability: £10million 
and Fidelity Guarantee of £1million.  
During the year, being aware that it is the responsibility of the Council as a 
whole to satisfy itself that insurances are adequate and that all steps have 
been taken to mitigate and manage identified risks with appropriate 
insurance, annual reviews of the Council’s insurance were undertaken prior 
to renewal. The minutes of evidence that such a review has been undertaken 
with agreement forthcoming that renewals of all insurances should take place 
and it is noted that, at renewal, Council is in a Long Term Agreement until 1st 
November 2023.  
Comment: Council has ensured that it is able to demonstrate that it has 
reviewed the risks facing the Council in transacting its business and has 
taken out appropriate insurance to manage and reduce the risks relating to 
property, cash and legal liability (amongst other things). 

Evidence that internal controls are documented and 
regularly reviewed4  

Yes As identified in the Interim Internal Audit, in accordance with Regulation 6 of 
the Accounts and Audit Regulations 2015, Council confirmed, at the meeting 
of 22nd November 2022, that the financial and management systems of the 
council were sound and adequate and internal control arrangements were 
efficient and effective to address the risks associated with the management 
of public finances.  

Evidence that a review of the effectiveness of internal 
audit was conducted during the year, including 
consideration of the independence and competence of 
the internal auditor prior to their appointment5 

Yes In accordance with the Accounts and Audit Regulations 2015, the Parish 
Council formally reviewed the scope and effectiveness of its internal audit 
arrangements at the meeting of 17th May 2022.  
Comment: the review of the terms of reference and effectiveness of internal 
audit are demonstration that Council has understood that the role of internal 
audit is to evaluate and report on the adequacy of the system on internal 
control.  

 
4 Accounts and Audit Regulations  
5 Practitioners Guide 
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Additional comments:  
 

 
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 At its meeting of 18th January 2022, full Council agreed to set a revenue 
budget tin the sum of £596,264 to be funded from the precept and known 
funding streams.  
Comment: for clarity and transparency Council has ensured that the minutes 
show the actual budget figures being approved so that there is clarity on all 
aspects of 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 Full Council at its meeting of 18th January 2022, approved the precept to be 
levied on East Suffolk District Council in the sum of £385,542 which would 
result in an 8% increase over that set for 2021-2022. The minutes 
demonstrate the implications that this would have on a Band D property.  

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.  

Reserves held – general and earmarked6 Yes The Council, as at year-end had general reserves totalling £88,020 and 
earmarked reserves totalling £443,813. 
Comment: in accordance with guidance as issued under the Practitioners 
Guide, Council has undertaken a formal review of its Earmarked and General 

 
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 



SALC Internal Audit Report template (v.3) 
Last reviewed: 30th January 2023 
 

 

9 ` 

Reserves taking into account guidance as issued within the Practitioners’ 
Guide noting the accepted recommendation that an authority’s general 
reserve should be maintained at between three and twelve month’s worth of 
net revenue expenditure. Council is also aware that explanations as to the 
high level of general reserves being held will need to be submitted to the 
External Auditor as well as evidence that it has reviewed the level and 
purpose of all Earmarked Reserves. 

Additional comments:  
Council shows comprehensive evidence of having followed the recommended key stages as to the budgetary process for the year:  
decide the form and level of detail of the budget; review the current year budget and spending; determine the cost of spending plans; assess 
levels of income; bring together spending and income plans; provide for contingencies and consider the need for reserves; approve the budget; 
confirm the precept or rates and special levies; and review progress against the budget regularly throughout the year. 

 

 
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.  
 
The outstanding sales ledger invoices for the period ending 31st March 2023 
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 
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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 received is reported within the financial reports summarizing the 
Council’s receipts and payments as submitted to full Council.   

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

Yes Council received total precept in the sum of £385,542 from East Suffolk 
District Council for the period under review. Evidence was provided showing 
a full audit trail from Precept being discussed and approved to being served 
on the Charging Authority to remittance advice showing the Precept to be 
paid and receipt of same in the Council’s Bank Account. 

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

Yes During the year under review, Council received CIL receipts totalling 
£48,001.13. The RFO provides Council with a comprehensive report prior to 
agreement to move CIL funds into the earmarked reserves for known 
projects. Agreement for year-end movements to facilitate projects in the 
coming year was approved by the Finance Committee at its meeting of 28th 
February 2023, the minutes of which were noted by full Council at its meeting 
of 21st March 2023. 

Is CIL income reported to the council? Yes CIL receipts received are reported within the financial reports submitted to 
full Council.  

Does unspent CIL income form part of earmarked 
reserves? 

Yes The CIL reserve and projects to be funded from the CIL reserve from part of 
the Council’s overall Earmarked Reserves, in accordance with the 
Regulations. 

Has an annual report been produced? Yes The Annual CIL Statement showing retained balances of £110,284.28 was 
available to view on the Council’s website.  

Has it been published on the authority’s website? Yes The Annual CIL Statement for the year 2022 - 2023 has been uploaded onto 
the Council’s website and has been signed by the Town Clerk and Deputy 
Town Clerk. 

Additional comments:  

 

 

 

 

 
7 Community Infrastructure Levy Regulations 2010 
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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.  

 
Evidence 
 

 
Internal auditor commentary 

Is petty cash in operation?  Yes Petty cash reconciliations are conducted on a regular basis and are entered 
into the petty cash book. The transaction records were reviewed during the 
internal audit review. A balance of £92.67 was reported as part of the year-
end balances at the meeting of 18th April 2023. 
Comment: it has not been possible to verify the petty cash balances held in 
the office against Cash Book 4 as the internal audit has been carried out 
remotely in accordance with the Council’s instructions. 

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

Not 
tested 

The float maintained appears to be adequate to meet small items of 
expenditure and is reimbursed on an appropriate frequency.  
Comment: the float maintained and system used is in accordance with the 
Internal Control Statement which covers the authorisation of approved 
persons being permitted to with draw funds provided that they are for petty 
cash purposes only. Such withdrawals are to be made in accordance with 
FR6.21 

Additional comments: the Risk Assessment carried out in relation to Cash Handling (01.08.2022) states that effective 1st August 2022, 
Woodbridge Town Council operates cash free apart from petty cash purchases made by staff. 

 

 
Section 8 – Payroll controls 
The Internal Auditor will check salaries were approved in accordance with PAYE, NI, Pension and that there is a clear understanding that the 
clerk is not self-employed. 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 March 2023.  
It is confirmed that all members of Staff have contracts of employment. 
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Has the Council approved salary paid? Yes All salary payments are presented to full Council for approval and payment 
is made in accordance with Council’s Financial Regulations. via Standing 
Order.  

Minimum wage paid? No No employees are paid the national minimum wage. 
 

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 Council operates with a Staffing Committee with delegated powers to monitor 
all staff expenditure and review and recommend changes to employee terms 
and conditions of employment including rates of pay. The minutes of the 
Committee Meeting of 28th March 2023 reflect that the yearly appraisals have 
been carried out for al staff with recommendations to be passed to full 
Council for contractual increases in pay. The same meeting agreed to 
recommend to full council updated job descriptions for the Council’s 
Administrative Assistant and Deputy Town Clerk,. All of which were formally 
approved ta the meeting of full council of 18th April 2023 (effective 1st April 
2023). 

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.  
Comment: 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. 

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 and payments are made in 
accordance with timescales agreed with the Council’s Pension Provider.  
Comment: Council’s re-declaration of compliance with regards to re-
enrolment is due by 20 July 2023.  

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 staff expenses 
claimed are approved in accordance with Council’s Financial Regulations.  

Additional comments:  
 

 
8 The Pension Regulator – website click here 

https://www.thepensionsregulator.gov.uk/en/employers
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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 

Does the Council maintain a register of material assets 
it owns and manage this in accordance with proper 
practices?9 

Yes The Asset Register, as viewed on the Council’s website, and as approved at 
the meeting of full Council on 21st March 2023, was reviewed during the 
Internal Audit Visit for year-end and reflects those items listed under 
insurance and within the Parish Council's remit for maintenance and 
ownership. It is noted that the declared value for all assets on the register 
was ££897,467.02 which reflected overall movement in the register for 
acquisitions to the value of £56,469.80. The opening balance of the asset 
register at 1st April 2022 is noted as £840,997.22 

Is the value of the assets included? (Note value for 
insurance purposes may differ) 

Yes Council is mindful of the guidance within the Governance and Accountability 
for Smaller Authorities in England March 2022 on the valuation of its assets 
and has ensured that where the acquisition value of the asset at the time of 
first recording is used, that method of valuation has been consistently 
applied. 

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

N/A Records of deeds, articles, land registry title number were not reviewed 
during the internal audit review. 

Is the asset register up to date and reviewed annually? Yes The asset register  in the value of £897,467 was formally approved at the full 
Council meeting of 21st March 2023 and it is confirmed that the values 
submitted on the Draft Annual Governance and Accountability Return for 
Internal Audit reflect that as approved at that meeting.   

Cross checking of insurance cover Yes All risks cover is in place on a banding scale to cover the Council’s assets as 
listed 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. 

 
9 Practitioners Guide 
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Additional comments:  
 

 

 
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 
 

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. There is regular reporting of bank balances held within the 
detailed financial reports submitted to full Council. 

Do bank balances agree with bank statements?  Yes Bank balances agree with period end statements and, as at year end (31st     
March 2023) the balance across the councils accounts stood at £538,786.64 
as recorded in the Draft Statement of Accounts and on the Year-end Bank 
Reconciliation. 

Is there regular reporting of bank balances at Council 
meetings?  

Yes Balances across the Council’s accounts are reported at each meeting of full 
Council. In accordance with Council’s Internal Control Statement, the RFO 
has ensured 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.  

Additional comments:  
 

 
Section 11 – year end procedures 
 

 
Evidence 
 

 
Internal auditor commentary 

Are appropriate accounting procedures used?  Yes Accounts are produced on an income and expenditure basis, and all were 
found to be in order. 

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 
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asset and investment register and records of loans and other debts. There 
is a full audit trail from records to presented accounts with year-end 
balances agreeing with cash book and bank reconciliations: 
Assets: £10,051 
VAT Account: £14,169 
Bank Accounts: £537,560 
less 
Liabilities: £29,947 
Represented by: 
Total Reserves: £531,833 

Has the appropriate end of year AGAR10 documents 
been completed?  

Yes As Council is a smaller authority with gross income and expenditure 
exceeding £25,000 it will be required to complete Part 3 of the AGAR. 
Section 2 - Accounting Statements of the AGAR were completed but 
unsigned by the RFO at the time of Internal Audit. 

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

Not 
applicable 

As the Parish Council had gross income and expenditure exceeding 
£25,000 it was not able to declare itself exempt from a limited assurance 
review. 

During the period in question 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 During the review of the publication requirements of the Accounts and 
Audit Regulations 2015, for the year 2021-2022, the Council correctly 
provided for the exercise of elector’s rights during Summer 2022. The RFO 
had set the dates for the inspection of the Council’s accounts and 
associated documents as 13th June to 27th July 2022. 

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

Yes  In accordance with the Accounts and Audit Regulations 2015, as a smaller 
authority with either income or expenditure exceeding £25,000 but not 
exceeding £6.5 million, it is confirmed that the Council did comply with the 
requirements of the Accounts and Audit Regulations 2015 for the year 
ending 31st March 2022 as it published the following on its website: 
Annual Internal Audit 
Section 1 - Annual Governance Statement  
Section 2 - Accounting Statements  
Section 3 - The External Auditor Report and Certificate  

 
10 Annual Governance & Accountability Return (AGAR) 
11 Accounts and Audit Regulations 2015 
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Notice of the period for the exercise of public rights and other information 
required by Regulation 15(2) Accounts and Audit Regulations 2015. 
Comment: Council might wish to note that there is a requirement to ensure 
that Sections 1, 2 and 3 are published and remain available for public 
access for a period of not less than 5 years from the date of publication. 

Additional comments:  
 

 
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 Council considered the previous internal audit 
report?  

Yes The Interim Internal Audit Report for the period ending 31st October 2022 
was formally considered by the Finance Committee at its meeting of 1st 
December 2022 with formal adoption of the report by full Council confirmed 
at the meeting of 20th December 2022.  

Has appropriate action been taken regarding the 
recommendations raised? 

Yes There were no recommendations for Council to address.  
Comment: Council has understood the requirement to ensure that, having 
received a narrative internal audit report, it should minute its review of the 
work conducted and agree actions from the outcomes identified (if 
applicable).  

Has the Council confirmed the appointment of an 
internal auditor? 

Yes SALC were re-appointed as the Council’s internal auditors for the year 
ending 31st March 2023 by full Council at the annual council meeting of 17th 
May 2022. 
Comment: Council has understood the requirement to ensure that it has a 
clear understanding of the roles and responsibilities for internal audit, audit 
planning and timing of visits, reporting requirements; access to information; 
period of engagement and remuneration. 

Additional comments:  
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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 considered. 

 
Evidence 
 

 
Internal auditor commentary 

Has the Council considered the previous external audit 
report?12   

Yes At the meeting of full Council of 28th September 2022, Council considered 
the report from the External Auditor for the year ending 31st March 2022.   

Has appropriate action been taken regarding the 
comments raised? 

N/A There were no matters which come to the attention of the external auditor 
which have cause for concern that relevant legislation and regulatory 
requirements had not been met and the explanatory note in relation to the 
management of charity funds was discussed. 
Comment: the external auditor has noted that the responses within Section 
1 of the AGAR submitted for 2021-2022 are supported by a supplementary 
note which has been published with the AGAR explaining the situation in 
respect of the two trust funds. It has been recommended that the 
supplementary note is referenced on the face of Sections 1 and 2 of the 
AGAR in future years. 

Additional comments:  

 
 
Section 14 – additional information  
The internal auditor will look for 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  

Yes Council held its Annual Meeting of the Council at which the Mayor and other 
Officials were elected on 17th May 2022 in accordance with legislation in 
place at that time.  

 
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. 
13 The Local Government Act 1972 Schedule 12, paragraph 7 (2) and Schedule 15 (2) 
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Is there evidence that Minutes are administered in 
accordance with legislation? 14 

Yes Council has ensured that under LGA 1972 schedule 12, paragraphs 41(1) 
and 44 the draft minutes of a meeting are formally approved (with any 
necessary amendments) at the next meeting. At each meeting, the Chair is 
given formal approval to sign the minutes.  Furthermore, to ensure that 
looseleaf minute books are lawful, Council might wish to verify that the 
pages are consecutively numbered and initialled by the person signing the 
minutes at the time of signature (LGA 1972. Sch. 12, para 41(2). 

Is there a list of members’ interests held? Yes Evidence was seen on the District Authority’s website the Register of 
Interests for all current Parish Councillors with a direct link from the 
Council’s own website for all bar one of the Council’s members. 

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

Yes The Council is trustee of Elmhurst Park and Kingston Field, Charity 
Numbers 271063 and 304841 refer.  The Council manage the charitable 
funds which are held within the council’s accounts. The supplementary note 
to the accounts for 2021-2022 confirm that all income and expenditure is 
managed as part of the council’s precept calculations and budget 
monitoring. It is confirmed that this situation continues. 
Comment: whilst the Council supplies a supplementary note to the external 
auditor explaining the situation of the two trust funds of which the council is 
the sole trustee, it is advised to review the provisions as set out under 5.109 
– 5.115 as detailed in the Practitioners’ Guide 2023. 

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

In 
progress 

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.  
See recommendation below.  

Has the Council registered with the Information 
Commissioner’s Office (ICO)?15 

Yes The Council is correctly registered with the Information Commissioner’s 
Office (ICO) as a Data Controller in accordance with the Data Protection 
Legislation.   
Comment: Council should consider updating its Model Publication Scheme 
as the one seen on the website contains out of date information. 

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

Yes Council has taken active steps to ensure compliancy with the GDPR 
requirements and has reviewed its GDPR Policies during the year ensuring 
that at all times it is able to provide clear responsibilities and obligations of 

 
14 Public Bodies (Admission to Meetings) Act 1960, Local Government Act 1972, and the Localism Act 2011 
15 Data Protection Act 2018 
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the Council in respect of the collecting, using and protecting of personal 
information in accordance with the provisions of the GDPR. 
Comment: The Privacy Policy on the Parish Council’s website covers the 
framework that the public can expect for dealing with requests from 
individuals who have the right to know what data is held on them, why the 
data is being processed and whether it will be given to any third party. 

Has the Council published a website accessibility 
statement on their website in line with Regulations?16 

Yes Council has published a website accessibility statement on the Council 
operated website 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. 

Does the council have official email addresses for 
correspondence?17 

Yes Council operates with “.gov.uk” email addresses for the Officers and 
Councillors, thereby complying with GDPR and demonstrating that the 
council has an official status thereby building trust, credibility and 
authenticity.  
Comment: Council should ensure that, for the purposes of user 
management, the Proper Officer retains the ability to add and remove 
member and staff email accounts. 

Is there evidence that electronic files are backed up? Yes Council’s day to day records are automatically daily backed-up to a cloud-
based secure system. 

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

Yes Council reviewed the terms of reference for its standing committees at the 
meeting of 17th May 2022. A copy of the terms of reference under which the 
Council and its Committees operate can be seen on the Council’s website. 

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; 

 
16 Website Accessibility Regulations 2018 
17 Practitioners Guide  
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annually: Details of all land and building assets; Grants to Voluntary, Community and Social Enterprise Organisations; Organisation 
Chart; Parking Account; Parking Spaces; Senior Salaries (if applicable) 

 

 

Signed: V S Waples 
 
Date of Internal Audit Review: 27/04/2023    Date of Internal Audit Report: 27.04.2023 
 
On behalf of Suffolk Association of Local Councils  



   

Item 30 
To review the effectiveness of the internal audit process. 
 
The Council is required to review the internal audit process and consider whether the process is 
adequate and extensive enough for this Council.  The Internal Audit roles and responsibilities are 
outlined on page two of the Internal Auditor’s report: 
 
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  
 
 
Members are recommended to retain the existing process as outlined. 



   

 
Item 31 
To appoint an independent internal auditor and agree the frequency of audits.   
 
The Council is required to appoint a competent, independent, internal auditor.   
 
The most recent advice (taken from the 2023 Practitioners Guide) is:- 
 
Selecting and appointing an internal audit provider 
 
4.6.  
In addition to ensuring the appointed internal auditor has relevant knowledge of the public sector, 
there are two key principles an authority must follow in appointing an internal audit provider: 
independence and competence. 
 
4.7.  
There are various ways for an authority to source an internal audit service, for example: 
 
- Purchasing an internal audit service from a local firm or specialist internal audit practice with 

an understanding of the local government legal framework 
- Purchasing an internal audit service from a principal local authority 
- Engaging a competent internal auditor with sufficient organisational independence to 

undertake the role.  
- Appointing a local individual or a member of a panel of individuals administered by a local 

association affiliated to NALC, SLCC or ADA. 
 

4.8.  
There is no requirement for a person providing the internal audit role to be professionally qualified, 
however essential competencies to be sought from any internal audit service should include: 
- understanding basic book-keeping and accounting processes; where an authority exceeds the 

£200,000 threshold, this understanding must include accrual accounting and balance sheets 
- understanding the role of internal audit in reviewing systems rather than undertaking detailed 

checks that are more appropriately the responsibility of management.  
- awareness of relevant principles and practice of financial and other risk management.  
- understanding proper practices in relation to governance and accounting requirements within 

the legal framework and powers of smaller authorities, as set out in Sections 1 and 3 of this 
guide (knowledge of which is a prerequisite) 

- awareness of the most recent model Standing Orders and model Financial Regulations as 
published by NALC and how they are adopted by authorities. 

- awareness of the relevance of VAT and PAYE/NIC rules as applied to the authority.  
- for larger authorities, a clear understanding of the risks and controls associated with ‘cut off’ 

procedures, particularly with respect to revenue-generating activities.  
 
Independence 
 
4.9.  
Independence requires the absence of any actual or perceived conflict of interest. It means that 
whoever carries out the internal audit role does not have any involvement in, or responsibility for, 



   

the financial decision making, management or control of the authority, or for the authority’s 
financial controls and procedures. 
 
4.10.  
A current or recent authority member, who cannot demonstrate independence from decisions in 
the year to be audited, cannot be its internal auditor. Similarly, it would not be appropriate for any 
individual or firm with a personal connection to a member or officer of the authority to be 
appointed. Conflicts of interest must be avoided, such as in cases where an external provider of 
accounting software or services to the authority, also offers internal audit services through an 
associate company, firm or individual. 
 
4.11.  
There is no requirement to rotate auditors but the independence of the appointed person or firm 
should be reviewed every year with regard to; personal independence, financial independence, 
and professional independence. 
 
Competence 
 
4.12.  
Evidence as to competence might include letters of recommendation from other similar 
authorities. 
 
Engagement 
 
4.13.  
Every authority should ensure that they have a letter of engagement which would 
normally include: 
  
- roles and responsibilities 
- audit planning and timing of visits 
- reporting requirements 
- rights to access to information, members and officers 
- period of engagement 
- remuneration 
- any other matters required for the management of the engagement by the authority 

 
4.14.  
Most internal auditors will have professional indemnity insurance cover which provides 
both the authority and the person or firm engaged, with protection and assurance. 
 
To satisfy these principles the Council has engaged the Suffolk Association of Local Councils, whose 
auditors are both experienced, independent, and qualified Clerks.  There has been no reason to 
doubt the thoroughness of the Independent Internal Auditor and it is recommended that the 
Council re-appoint the Suffolk Association of Local Councils as its Independent Internal Auditor. 
 
Members are also recommended to agree that the Council continue to be audited internally twice 
per year.  
 



   

Item 32 
To consider and agree the completion of the responses to the Governance Statement in Part 1 of 
the Annual Governance and Accountability Report (AGAR) for 2022/23.  
 
This is the first of a two-part process to be completed before the Town Council submits its 
accounts for External Audit.  The Council is required to confirm, for each of these statements, that 
it has taken appropriate measures to comply with legislation and guidance, and to prevent 
fraud/theft. The Full AGAR is provided on SharePoint.  
 

 
 
Members must agree their answer to each of the questions in part 1 of the Annual Governance 
and Accountability Report (AGAR) for 2022/23. 
 



   

Item 33 
To consider and agree the financial statement in Part 2 of the Annual Governance and 
Accountability Report (AGAR) for 2022/23.  
 
The Council is required to agree the summarised financial data being presented to the External 
Auditor, which is shown below. 
 

 
 
Members are recommended to approve this financial return which has been agreed with the 
Internal Auditor. 
 



   

 
Item 34 
To consider the process for co-opting eligible persons to the position of Councillor to Woodbridge 
Town Council. 
 
Following the publication of the Statement of Persons nominated, there are vacant seats on 
Woodbridge Town Council in the Kyson and Seckford wards.  
 
East Suffolk Council have provided the following guidance for co-option (extract from an email 
from Karen Last, Electoral Services Manager).  
 
If you have not filled all your seats, you can co-opt to the vacancies immediately following the 
elections on Thursday 4 May 2023.  As these vacancies are not Casual Vacancies there is no need 
for us to supply you with a notice as these do not need to be advertised for 14 days. In line with 
“best practise” you may decide to publicise the vacancies in your Parish for expressions of interest 
prior to co-opting new councillors. 
 
It is advisable that the Council attempts to fill its vacant seats at the earliest opportunity, therefore 
the following is proposed: 
 
- Advertise the vacant seats via the Council’s website, social media, and noticeboards, with a 

closing date of Friday 2nd June. The Council has an application form which can be used for this 
purpose (see overleaf).  

- To consider the applications and if proven eligible and considered appropriate, vote on 
appointment at the Councils ‘Grant meeting’ on Wednesday 14th June.  

 
Member are asked to consider the process for co-opting eligible persons to the position of 
Councillor to Woodbridge Town Council. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Application for co-option to Woodbridge Town Council 
 

Thank you for your interest in becoming a Woodbridge Town Councillor. Please provide 
the below information to assist in the Council making their decision. 

 
Full Name  

Home Address  

Home Telephone  

Mobile Telephone  

Email Address  

 
About You: 
Please provide the council with some background information about yourself: 



 
 

 
Please return your completed application to the Clerk to the Council. Your application will be 
considered at the next available Town Council meeting, where a vote will be held to decide 
your co-option to Woodbridge Town Council. 

 
Data Protection Act (2018): The information provided on the application form will remain 
private and confidential. 

Reasons for applying: 
Please provide the council with your reasons for wanting to become a Town Councillor. 

Signature 



1. In order to be eligible for co-option as a Woodbridge Town Councillor, you must be a 
British Subject, or a citizen of the commonwealth or the European Union; and on the date 
of the poll or election, 18 years of age or over; and be able to meet one of the following 
qualifications set out below: 
Please tick which one applies to you: 

 
a) I am registered as a local government elector for the parish; or 

 
b) I have, during the whole of the twelve months preceding the date 
of my co-option, occupied as owner or tenant, land or other premises 
in the parish; or 

 
c) My principle or only place of work during those twelve months have 
been in the parish; or 

 
d) I have during the whole of the twelve months resided in the parish or 
within three miles of it. 

 
2. Please note that under Section 80 of the Local Government Act 1972, a person is 

disqualified from being elected as a Local Councillor or being a member of Local Council 
if he/she: 
a) Holds any paid office or employment of the local council (other than the office of 
Chairman) or of a joint committee on which the Council is represented; or 
b) Is a person who has been adjudged bankrupt or has made a composition or arrangement 
with his/her creditors (but see below); or 
c) Has within five years before the day of election, or since his/her election, been convicted 
in the UK, Channel Islands or Isle of Man of any offence and has been sentenced to 
imprisonment (whether suspended or not) for not less than three months without the 
option of a fine; or 
d) Is otherwise disqualified under Part III of the representation of the People Act 1983 for 
corrupt or illegal practices. 

 
This disqualification for bankruptcy ceases in the following circumstances: 

I. If the bankruptcy is annulled on the grounds that either the person ought not to have been 
adjudged bankrupt or that his/her debts have been fully discharged; 

II. If the person is discharged with a certificate that the bankruptcy was caused by misfortune 
without misconduct on his/her part; 

III. If the person is discharged without such a certificate 
In i and ii above, the disqualification ceases on the date of the annulment and discharge 
respectively. 
In iii, it ceases on the expiry of five years from the date of discharge. 

 

DECLARATION
 

I…………………………………………………………………………………… herby confirm that I am eligible for the 
vacancy of Woodbridge Town Councillor; and the information given on this form is a true and 
accurate record. 

Signature…………………………………………………………………………………. 

 

 

 

 

 



   

Item 35 
To consider how the Council manages its Policy portfolio. 
 
As well as the standalone agenda items to consider it’s Standing Orders, Financial Regulations and 
Terms of Reference, the Council has traditionally reviewed and approved the following policies at 
its AGM: 
 
- Complaints Procedure 
- Freedom of Information Act  
- Data Protection Policy  
- Privacy Notice 
- Electronic Retention Data Projection Policy 
- Press and Media Policy 

 
These policies are uploaded separately to SharePoint, and Members are to asked to consider if 
they approve these policies for adoption.  
 
Further to the six policies detailed above, and the three already considered earlier at this meeting, 
the Council has a further twenty-six policies which require checking and approval – the most 
recent versions of these policies are uploaded separately to SharePoint.  
 
The Council has a Standing Orders Working Party which has the following Terms of Reference: 
 
The Standing Orders Working Party shall review and make recommendations to Council regarding 
changes to these Terms of Reference and:  
  

a. Standing Orders  
b. Financial Regulations  
c. All other Council policies  

 
An honest assessment is that the task of reviewing these policies can be best described as onerous, 
however the advice from our solicitors is that: 
 
Review of policies 
  
It is good practice to review your policies annually to ensure best practice for the Council Although employment law 
changes regularly, reviewing your policies annually is reasonable and more realistic than a more frequent review 
process.  
 
The Council has never managed to find an agreeable method to ensure it meets its responsibilities 
regarding the checking and approval of policies, and therefore this item provides an opportunity to 
consider the matter further. Members may wish to consider the following options: 
 
- To have a standing item on the Town Council agenda to consider a maximum of two policies 

per month, until every policy has been considered and approved.  
- To ask the Standing Orders Working Party to consider the out-of-date policies and return to 

the Council for approval in due course.  
 
Members are asked to consider how the Council manages its Policy Portfolio.  



   

Item 36 
To review the Council’s management of risks 
 
The Council is required to review its management of risks on an annual basis. As recommended at 
section 5.92 of The Joint Panel on Accountability and Governance (JPAG) The Joint Practitioners’ 
Guide 2023, the likelihood of the risk and the severity of the consequences are classified using a 
five point matrix system used to assess and rate the risks as identified. Provided overleaf is the 
Council’s Risk Management scheme.  
 
Members are asked to consider the Council’s management of risks.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Woodbridge Town Council – Risk Management Scheme 

Risk assessment is the systematic examination of working conditions, workplace activities and environmental factors that will enable 
Woodbridge Town Council to identify any and all potential inherent risks. Woodbridge Town Council will take all practical and necessary 
steps to reduce or eliminate the risks, insofar as is practically possible.  

This document has been produced to enable Woodbridge Town Council to assess the risks that it faces and satisfy itself that it has taken 
adequate steps to minimise them. The list is not exhaustive, and Councillors and Officers may wish to consider other risks not identified. 

The Risk Management Scheme is an essential feature of good governance. The Scheme recognises that risk management applies to all 
aspects of the Council’s work. 

The Joint Panel on Accountability and Governance (JPAG) The Joint Practitioners’ Guide 2022 defines risk as: 

5.88. Risks are uncertain events or conditions (not just financial) that if they occur, will affect the authority’s ability to achieve its objectives. 
The authority generally, and members individually are responsible for risk management. 

5.90. Risks are unavoidable, but they need to be managed either by mitigation or controls such that they are tolerated, treated, transferred 
or terminated 

In order to warrant a positive response to this concern, The Council must have appropriate arrangements in place. As a minimum we must 
identify and assess risks, and address those identified risks by mitigating or managing them. 

The Risk Management Scheme will be reviewed on an annual basis, or as needed should circumstances change or give rise to the need to 
re-assess the Councils control measures. To this end the Council recognises the Risk Management scheme is both record, as well as a 



working document that should be used to enable continuous improvement in respect of safeguarding Woodbridge Town Council’s 
concerns and assets. 

As recommended at section 5.92 of The Joint Panel on Accountability and Governance (JPAG) The Joint Practitioners’ Guide 2022, the 
likelihood of the risk and the severity of the consequences are classified using a five point matrix system used to assess and rate the risks 
as identified. 

Likelihood 
Severity  Risk classification 

1 2 3 4 5  
Minor Moderate Serious Major Catastrophic  Low (1-8) Acceptable 

1 Extremely unlikely 1 2 3 4 5  
2 Unlikely 2 4 6 8 10  Medium (9-19) Medium to long term resolution 
3 Likely 3 6 9 12 15  
4 Extremely likely 4 8 12 16 20  High (20-25) Short to medium term resolution 
5 Almost certain 5 10 15 20 25  
              

 

 
  



Topic Risk Identified Likelihood 
(of risk 

occurring) 
1 – Low, 5 

- High 

Severity 

1 – Low, 5 - 
High 

Classification 

(Likelihood x 
Severity) 

Management of Risk 

Precept 

Not Submitted 1 3 3 

The Town Clerk receives notifications and reminders from 
the District Council of the deadline. The January meetings 
of the Finance Committee and Town Council are specially 
scheduled to ensure a recommendation from the Finance 
Committee can be considered by Full Council prior to the 
submission deadline. The Council employs more than one 
staff member should the Town Clerk be unable to submit 
the request. 

Not Paid by ESC 1 4 4 

The Town Clerk and Finance Officer receive remittance 
advice from the District Council prior to payment, and 
from experience know when to expect payment. Regular 
checks made with the District Council if not forthcoming. 

Adequacy of Precept 1 3 3 

To determine the precept amount required the Council 
regularly receives budget reviews throughout the year, and 
at the time the precept amount is considered, the Council 
receives a budget report, including actual position and 
projected position, with indicative figures/costings 
obtained by the Clerk / RFO for the following year.  

With this information, and from consideration of any 
future projects, the Council determines the amount of 
precept required for following financial year 

 

 

 

Adequacy of the General 
Reserve 2 3 6 

The generally accepted recommendation with regard to the 
appropriate minimum level of a smaller authority’s general 
reserve is that this should be maintained at between three 
and twelve months of net revenue expenditure – Finance 
Committee to regularly review the Council’s General 



 

Reserves 

Reserve. Town Clerk and Finance Officer to review on a 
regular bases.   

Adequacy of the Earmarked 
Reserves 2 3 6 

There is in practice, no upper or lower limit to EMR save 
only that they must be held for genuine and identifiable 
purposes and projects, and their level should be subject to 
regular review and justification – The Finance Committee 
has a five year plan for the Council’s EMR’s, reconsidered 
during budget setting.  

VAT 
Correct charging 2 2 4 

The Council is registered to reclaim VAT. Whisstocks 
Place and the Shire Hall are registered for VAT on sales, 
whilst specific types of hire also require a charge. Officers 
undertake regular training in order to understand VAT for 
local Councils.  

Correct claim 2 3 6 Finance Officer and Town Officer to prepare a quarterly 
claim, paid directly into the Council’s account.  

Cash Loss through theft/ dishonest 2 2 4 
Council holds a very small petty cash float, in a locked 
draw. Adequacy of Fidelity guarantee insurance checked at 
insurance renewal.  

Borrowing Ability to repay loans 1 2 2 

Council not currently repaying any loans or investments. 
Such a requirement would be considered by the Finance 
Committee – funds and process for repayment would be 
required.  

 

 

 

 

 

Salaries/ Expenses 

Wrong salary/ hours/ rate 
paid to staff 2 3 6 

All Offices paid on agreed SCP salary points and given a 
salary schedule document at the start of each financial year. 
Hourly rates and monthly pay manually input into payroll 
software – payroll procedure includes a four step check by 
Deputy Town Clerk, Mayor and Chair of the Finance 
Committee, Finance Officer and Town Clerk.    

Wrong deductions – Tax and 
NI 2 2 4 

Tax codes received from HMRC before the new financial 
year – input manually into payroll software – agreed with 
Town Clerk and Mayor. Payroll software automatically 



calculates NI contributions, student loan payments etc. 
All checked as per the above (four stage check).  

Staff under/ overpaid 1 3 3 The Finance Committee considered the staffing budget as 
part of the budget setting process. 

Incorrect payment of 
expenses/ allowances 2 3 6 

All Officer expenses are approved as part of the four-step 
payroll approval. All Councillor expenses are approved as 
part of the Town Council (public) supplier payments. The 

Council has an expenses policy.  

Staff Loss of staff 3 3 9 

All Officers are key staff. To retain staff the Council must 
as a minimum: 

- Provide a safe and comfortable working environment.  
- Offer training and the chance of career progression 

(the Council has a training budget) 
- Undertake regular reviews with staff (The Council has 

an ongoing appraisal process overseen by the Clerk 
and the Staffing Committee).  

Direct costs and 
overhead expenses 

Goods not supplied/ 
incorrect goods not supplied. 2 2 4 

The Council utilises a purchase order system via it’s 
financial software. All orders made electronically or face to 
face. Goods/services checked against orders when 
received.  

Invoice incorrectly calculated 2 2 4 Manual checks of the arithmetic and VAT rates. Prior to 
payment all invoices checked by Councillors.  

 

 

 

Assets 

Damage, vandalism etc 3 3 9 
Comprehensive insurance cover for the Council’s estate. 
Minor, reactive repairs and regular, ongoing repairs 
factored into the Council’s budget.  

Preservation of title to land & 
buildings 2 2 4 Land and buildings registered with the Land Registry.  



 

 

 

 

 

Risk to third parties 2 3 6 

Weekly safety inspections of play equipment by play area 
inspector. Clerk and Deputy Clerk make regular visits to 
estate. Grounds Maintenance Contractor provides regular 
updates.  

Legal powers Illegal activity or payment 2 3 6 

The Council holds the General Power of Competence.  

The Councils Standing Orders, Financial Regulations and 
Terms of Reference detail the decision making ability and 
process for the Council during it’s meeting, and Officers 
during normal working procedures.  

Data Loss Data breach 3 3 9 

Daily backup completed remotely via React (IT provider); 
data held in the Cloud. Barracuda network installed to filter 
emails.  

Council has a Data Retention Policy.  



   

Item 37 
To consider the Draft Changing Places Agreement with East Suffolk Council.  
 
As existing Members are aware and for the benefit of those recently appointed to the Council,  the 
Council’s existing toilet block in Elmhurst Park will be demolished and replaced with a modular 
Changing Places toilet facility.  
 
The catalyst for this project was an application made by the former Locum Town Clerk to East 
Suffolk Council for grant funding toward the project as part of the District Council’s agreement 
with the Department for Levelling Up, Housing and Communities to provide Changing Places 
facilities.  
 
East Suffolk Council have now provided a draft agreement in order to provide the £37,500 that has 
been agreed as their contribution toward the project. WTC have the remaining funds allocated in 
an Ear Market Reserve.  
 
The draft agreement is provided separately on SharePoint, and Members are asked to consider if 
they agree to the Town Mayor and Deputy signing on behalf of the Council.  
 
The Town Clerk has provided the following comments to East Suffolk Council upon receiving the 
document, and a response has yet to be received.  
 
1 – The Commencement Date – section 12.1.b says that repayment could be required if the project doesn’t 
start within three months of the commencement date. Our planning application is now live on the system – 
see here - https://publicaccess.eastsuffolk.gov.uk/online-
applications/applicationDetails.do?keyVal=RQQXTZQXIZ200&activeTab=summary and Rise Adapt have 
been provided with a purchase order with the caveat that planning permission is being sought – I assume 
this would be the reasonable explanation for a delay if we didn’t start within three months of a 
commencement date – which might be early June for example?!  
 
2 - Sections 6.1 and 6.2 in schedule 1 – the detail and requirement (on me!) is fine, but the dates are now 
well in the past – should these be altered to reflect the knowledge that the grant and project will now be 
delivered in the 2023/24 Financial Year? 
 

 
Members are asked to consider the draft Changing Places Agreement with East Suffolk Council.  
 
 
 
 
 
 
 
 
 
 
 
 
 

https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?keyVal=RQQXTZQXIZ200&activeTab=summary
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?keyVal=RQQXTZQXIZ200&activeTab=summary


   

Item 38 
To consider a quotation for the re-painting of ‘Emergency Access only’ road marking at Whisstocks 
Place/ Tide Mill Way.  
 
The ‘Emergency Access Only’ road markings on the Councils land at Whisstocks Place are badly 
faded: 
 

 
 
The overleaf quotation has been received to renew the markings.  
 
Expenditure will be met from budget line 4005/200 – Whisstocks Place, Routine Maintenance, 
which has a budget of £3,450, and consideration given to including this as a regular item of 
maintenance in the Council’s future budget planning.  
 
Members are asked to consider a quotation for the re-painting of ‘Emergency Access only’ road 
marking at Whisstocks Place/ Tide Mill Way. 



Issue number 3: June 2013 
 

       
                             FS 620640 

 
 
 

Specialist Roadmarkers 
Roads • Carparks • Playgrounds • Sports Courts • Garages 

 Retail parks ,Warehouses • Line Removal Etc 
 
  Woodbridge Town Council 

 
 
 
 
 
 
Date 9th May 2023 
 
 
 
 
  
     
   
     
   
      
        
     
 
 
 
 

  
 

  
        
 
        
        
      

  

 

 
 

Unit 2 
 Dicksons Corner 

Farthing Rd  
Ipswich 
Suffolk 

IP1 5AP 
Tel: 01473 744791 

Mob: 07810 498061 
Mob: 07917 135344 

    Email: info@gbroadart.co.uk  
                       www.gbroadart.co.uk   

 
 

Description Price 

Quotation      
  

 

To carry out lining works at Tide Mill Way Woodbridge 
  
Works includes: various lines as per photo Double yellow lines and Hatched area with letters             £485.00 
 
 
 
Out of hours work will be charged as a 25% uplift  
Any extra works will be priced accordingly  
 
We hope this meets to your approval, any queries please do not hesitate to contact us. 
Nick Bartlett & Paul George. 

                                                                                             

 

 

 

                                                                                                                                                                                                                                                                                                                                    

   

   

     

 

  Total:                   £ 485.00 +VAT 

 

                  

                

 

 
   

Registered In England & Wales Reg No. 06420334 

Vat No: 928213723  UTR: 5062226202 

 

 

Registered Office; john Phillips& Co Ltd,Unit 81,Centaur Court, Claydon Business Park, Great Blakenham,Ipswich, 
IP60NL 

                                                                             

                                                                        Directors; N.C .Bartlett, P.T.George  

 

GB Roadart Ltd 

Quote No: GBQ 6884 

 

mailto:info@gbroadart.co.uk
http://www.gbroadart.co.uk/
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