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APlaadav. B

accounts produced by the Clerk. The member shall sign and date the reconciliations and
the original bank statements (or similar document) as evidence of this. This activity,
including any exceptions, shall be reported to and noted by the Finance & General
Purposes committee.

2.7. Regular back-up copies shall be made of the records on any Council computer and
stored either online or in a separate location from the computer. The Council shall put
measures in place to ensure that the ability to access any Council computer is not lost if

an employee leaves or is incapacitated for any reason.

3. Accounts and audit

3.1. All accounting procedures and financial records of the Council shall be determined by
the Clerk in accordance with the Accounts and Audit Regulations.

3.2. The accounting records determined by the Clerk must be sufficient to explain the
Council’s transactions and to disclose its financial position with reasonably accuracy at
any time. In particular, they must contain:

¢ day-to-day entries of all sums of money received and expended by the Council and
the matters to which they relate;

e arecord of the assets and liabilities of the Council;

3.3. The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountability Return.

3.4. The Clerk shall complete and certify the annual Accounting Statements of the Council
contained in the Annual Governance and Accountability Return in accordance with
proper practices, as soon as practicable after the end of the financial year. Having
certified the Accounting Statements, the Clerk shall submit them (with any related
documents) to the Council, within the timescales required by the Accounts and Audit
Regulations.

3.5. The Council must ensure that there is an adequate and effective system of internal
audit of its accounting records and internal control system in accordance with proper
practices.

3.6. Any officer or member of the Council must make available such documents and
records as the internal or external auditor consider necessary for the purpose of the
audit and shall, as directed by the Council, supply the Clerk, internal auditor, or external
auditor with such information and explanation as the Council considers necessary.



5.4. For a contract for the supply of goods, services or works where the estimated value
will exceed the thresholds set by Parliament, the full requirements of The Public
Contracts Regulations 2015 or any superseding legislation (“the Legislation”), must be
followed in respect of the tendering, award and notification of that contract.

5.5. Where the estimated value is below the Government threshold, the Council shall (with
the exception of items listed in paragraph 6.12) obtain prices as follows:

5.6. For contracts estimated to exceed £60,000 including VAT, the Clerk shall advertise an
open invitation for tenders in compliance with any relevant provisions of the Legislation.
Tenders shall be invited in accordance with Appendix 1.

5.7. For contracts estimated to be over £30,000 including VAT, the Council must comply
with any requirements of the Legislation?® regarding the advertising of contract
opportunities and the publication of notices about the award of contracts.

5.8. For contracts greater than £3,000 excluding VAT the Clerk shall seek at least 3 fixed-price
quotes;

5.9. where the value is between £1,000 and £3,000 excluding VAT, the Clerk shall try to
obtain 3 estimates which might include evidence of online prices, or recent prices from
regular suppliers.

5.10.For smaller purchases, the Clerk shall seek to achieve value for money.
5.11.Contracts must not be split into smaller lots to avoid compliance with these rules.

5.12. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

i. specialist services, such as legal professionals acting in disputes;
ii. repairs to, or parts for, existing machinery or equipment;
iii. works, goods or services that constitute an extension of an existing contract;

iv. goods or services that are only available from one supplier or are sold at a fixed
price.

5.13.When applications are made to waive this financial regulation to enable a price to be
negotiated without competition, the reason should be set out in a recommendation to
the Council or relevant committee. Avoidance of competition is not a valid reason.

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

5.15.Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

e the Clerk, under delegated authority, for any items below £2,000 excluding VAT.

! The Regulations require Councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the award of
contracts over £30,000 including VAT, regardless of whether they were advertised.

7
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e the Clerk, in consultation with the Chairman of the Council or Chairman of the
appropriate committee, for any items below £3,000 excluding VAT.

e aduly delegated committee of the Council for all items of expenditure within their
delegated budgets for items under £3,000 to £10,000 excluding VAT.

e inrespect of grants, a duly authorised committee within any limits set by Council and
in accordance with any policy statement agreed by the Council.
e the Council for all items over £10,000;

Such authorisation must be supported by a minute (in the case of Council or committee
decisions) or other auditable evidence trail.

5.16.No individual member, or informal group of members may issue an official order unless
instructed to do so in advance by a resolution of the Council or make any contract on
behalf of the Council.

5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the Council or a duly delegated committee
acting within its Terms of Reference except in an emergency.

5.18.In cases of serious risk to the delivery of Council services or to public safety on Council
premises, the Clerk may authorise expenditure of up to £2,000 excluding VAT on repair,
replacement or other work that in their judgement is necessary, whether or not there is
any budget for such expenditure. The Clerk shall report such action to the Chairman as
soon as possible and to the Council as soon as practicable thereafter.

5.19.No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the Council is satisfied that the necessary funds are
available and that where a loan is required, Government borrowing approval has been
obtained first.

5.20.An official order or letter shall be issued for all work, goods and services above £250
excluding VAT unless a formal contract is to be prepared or an official order would be
inappropriate. Copies of orders shall be retained, along with evidence of receipt of
goods.

5.21.Any ordering system can be misused and access to them shall be controlled by the Clerk.
Banking and payments

6.1. The Council's banking arrangements, including the bank mandate, shall be made by the
Clerk and authorised by the Council; banking arrangements shall not be delegated to a
committee. The Council has resolved to bank with Barclays Bank. The arrangements
shall be reviewed annually for security and efficiency.

6.2. The Council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than one
person should be involved in any payment, for example by dual online authorisation or

8



dual cheque signing. Even where a purchase has been authorised, the payment must
also be authorised and only authorised payments shall be approved or signed to allow
the funds to leave the Council’s bank.

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to the
appropriate expenditure heading. Where the certification of invoices is done as a batch,
this shall include a statement by the Clerk that all invoices listed have been ‘examined,
verified and certified’ by the Clerk.

6.4. Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing any
personal information.

6.5. All payments shall be made by online banking, in accordance with a resolution of the
Council, unless the Council resolves to use a different payment method.

6.6. For each financial year the Clerk may draw up a schedule of regular payments due in
relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and similar
items), which the Council or a duly delegated committee may authorise in advance for
the year.

6.7. A copy of this schedule of regular payments shall be signed by two members on each
and every occasion when payment is made - to reduce the risk of duplicate payments.

6.8. Alist of such payments shall be reported to the next appropriate meeting of the Council
or Finance & General Purposes committee} for information only.

6.9. The Clerk shall have delegated authority to authorise payments only in the following
circumstances:

i. any payments of up to £2,000 excluding VAT, within an agreed budget.

ii. payments of up to £3,000 excluding VAT in cases of serious risk to the delivery of
Council services or to public safety on Council premises.

iii. any payment necessary to avoid a charge under the Late Payment of Commercial
Debts (Interest) Act 1998 or to comply with contractual terms, where the due date
for payment is before the next scheduled meeting of the Council or committee,
where the Clerk certify that there is no dispute or other reason to delay payment,
provided that a list of such payments shall be submitted to the next appropriate
meeting .

iv.  Fund transfers within the Councils banking arrangements up to the sum of
£25,000, provided that a list of such payments shall be submitted to the next
appropriate meeting.

6.10.The Clerk shall present a schedule of payments requiring authorisation, forming part of
the agenda for the meeting, together with the relevant invoices, each committee. The
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AL D

Chepping Wycombe Parish Council = IT Security & Acceptable Use Policy

This policy applies to all staff members and councillors of Chepping Wycombe Parish
Council. Some elements are relevant only to members of staff using council-issued digital
devices, whilst other elements apply only to councillors using their own personal devices to
conduct council business. Several items apply to both staff and councillors — these are clearly
marked within the document.

The policy sets out the rules for secure and responsible use of the Council’s IT systems, data,
and digital communications.

Policy Items Applicable to CWPC Staff and Councillors

1. Passwords

o Creation & Format: Passwords must be at least 8 characters and include upper- and
lower-case letters, numbers, and special characters.

e Confidentiality: Passwords are strictly personal and must not be shared.

o Forgotten or Compromised Passwords: Staff or councillors must immediately notify
the Clerk if they suspect their password has been compromised.

e Document Protection: Passwords for protected documents must be transmitted
separately (e.g. by phone call, not email).

e Multi-Factor Authentication (MFA) should be in place for all relevant staff.

2. Use of Public WiFi

¢ When using public Wi-Fi, staff and councillors using their council emails must use a
VPN (Virtual Private Network).

3. Mobile Phone Texting / SMS

¢ Neither staff nor councillors should send official Council communications via SMS or
text message.

o All official communications must be via email or via postal correspondence.
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4. Email Use
e Emails must be written professionally and may be treated as formal records.

o Staff and councillors must not make unauthorised commitments on behalf of the
Council.

o Business-critical information must not be stored solely in inboxes; it should also be
saved to shared systems.

¢ Out-of-office replies for both staff and councillors should include alternative contacts,
and one of these should be the Clerk of the Council.

5. USB Drives & Portable Devices
e Use of USB drives is discouraged due to risk of loss or theft.

¢ Only encrypted USB drives authorised by the Council may be used. These must be
password-protected and never left unattended in public spaces.

Policy Items Applicable to CWPC Staff

6. Computer Usage

e Council computers lock automatically after 5 minutes of inactivity, but staff must still
lock their devices whenever leaving their desks.

e Computers must be shut down daily.

o All work should be saved to designated shared drives or approved systems, not
personal devices.

7. Emergency System Access:
o In an emergency, the Clerk can arrange access to staff email accounts via Redsquid.

o If the Clerk’s email needs to be accessed, the Deputy Clerk may obtain access with
approval from the Chair of the Council.

8. Internet Use & Firewall

o Work internet access is restricted to business purposes and limited personal use
within this policy.

» Inappropriate, offensive, or illegal sites must not be accessed.
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e The Council’'s BitDefender firewall is updated monthly. Firewall security reviews
(including open port checks and password updates) are conducted regularly by
Redsquid, the council’s IT security provider.

9. Software

o For additional cyber protection, staff cannot download or install external software on
Council systems. Only authorised applications may be used.

10. System Access Controls — Staff Departures

* When staff leave the Council, Redsquid will remove all system access within 24
hours.

e Laptop devices of former staff members which are not in active are stored in a safe
and collected securely by Redsquid to be wiped of all data.

11. Financial & Sensitive Data

e Sensitive financial information, including salary data, is stored on a separate
computer for additional protection.

e This system, like all Council laptops and devices, must be protected by multi-factor
authentication (MFA).

¢ CWPC maintains regular, automated backups and tests restoration processes
regularly.

12. Misuse of IT
Misuse of IT systems may result in disciplinary or formal Council action. Examples include:

e Sharing or attempting to discover another user’s password.

Attempting to bypass security controls.

e Installing or running malicious software.

e Using Council systems abusively or unlawfully.
e Leaving laptops unattended in public.

¢ Wasting Council IT resources.



13. Cloud-Based File Sharing
o Large files must be shared only using the Council’'s approved WeTransfer account.

e All WeTransfer links must have a time-limit set on access.

14. Emergency IT Procedures

» In case of sudden staff absence: the Clerk (or Deputy Clerk, if appropriate) will set up
out-of-office replies or arrange limited email forwarding via Redsquid.

e Virus incident: any affected machine must be disconnected from the network
immediately and reported to IT.

o Cyber-attack or data breach: escalate immediately to the Clerk of the Council who
will liaise with Redsquid as appropriate.

Policy Items Applicable to CWPC Councillors

15. Councillor Devices
» Councillors are expected to use their own personal devices for Council duties.

e Councillors must ensure that their devices are kept secure, with up-to-date antivirus
protection and strong passwords in place.
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APP&DIX E

CHEPPING WYCOMBE PARISH COUNCIL

APPLICATION FOR GRANT/DONATION BY CHARITABLE, VOLUNTARY OR OTHER ORGANISATIONS
(Local Government Act 1972, Section 137)

Please note: this application will not be considered unless it is accompanied by a copy of the latest set of annual accounts
showing the organisations income, expenditure and level of balances. It the organisation does not prepare annual accounts,
copies of the bank statements covering the previous six months must be enclosed.

LName of organisation: St Margaret’s Church - Community Events

Sponsor: St Margaret’s Church, Tvlers Green
Contact details: E

Treasurer/Financial Officer:
Contact details: ¢

How is the organisation established (delete as appropriate)
Registered as a Charity Yes an ‘Excepted Charity *
Charity No Benefice ID: 27-3978BT.

What are the objectives of the organisation?

Does the organisation carry out any trading activity with a view to profit?

Does your organisation have a membership?
St Margaret’s Church are looking to be involved in local community events on the common, including the
Remembrance Service and Christmas Carols on the common and any other similar events throughout the year.
The church want to embrace its presence in the community and work with all of the community creating a
sense of worth and value to everyone living within our village

For what purpose of project is the grant/donation requested?
Currently for Remembrance services we have relied on a loan of a flag pole to use on the common
This of course is not ideal so it was decided to have a specific flag pole that is used solely for these events
would be much mare practical
The Penn and Tylers Green Residents society have agreed to fund half the cost of the flag pole and we are then
looking to see if Chepping Parish Council would match fund the other half.
The Flag pole has been currently privately funded by Mr Robert Sadler so we would be looking to reimburse
him in full

Please specify:

Total estimated cost of the project £731.62

Dates to commence and complete 04.11.25

Amount already available £0.00

Amount expected to be available at start £365.81 from 50% donation from Penn and
Tylers Green Residents Society

Other applications for grants for the project:
| Body: Penn and Tylers Green Residents Society | Amount applied for: 50% match fudning —|

| Amount being requested from CWPC : £365.81 |

Who will benefit from the project, specifically with residents of Chepping Wycombe in mind?

This will be a community project on the common, for all of the community to attend

Whether through the actual service of Remembrance or when out walking or passing within the community
the flagpole and the opportunity to reflect and remember will be possible

| submit this application on behalf of the stated organisation and believe all statements made or enclosed to be
true.
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Signed: o Dated: 08.10.25
Capacity in which signed: On behalf of St Margaret’s Church, member of PCC

Should the application be successful any cheque will be made payable to the name of the organisation as stated
overleaf and sent to the Treasurer unless otherwise stated.

| Alternative addressee for grant: | ]

Please return the completed application and supporting documents to: Clerk of the Council
Chepping Wycombe Parish Council
Cock Lane
Tylers Green
Bucks HP10 8DS

Or alternatively send the application via email to clerk@cwpc.org.uk
Any queries please do not hesitate to contact the office on: 01494 814600
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CONFIRMATION OF ORDER
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Specialised Canvas Services Ltd
Adelphi Way

Ireland Industrial Estate
Staveley

Chesterfield S$43 3LS

01246 472949

charlotte.towers@flagmakers.co.uk

Raf No, 304572/2
Order No. 8831431869
Required By 05/08/2025
Confirmed On 23/07/2025

Delivery Address: (if different) Contact t
Tel T
Tylers Green Village Hall Mob
Church Road
Tylers Green
Bucks
HP10 LN
United Kingdom
— Re: 8m Glassfibre Flagpole & Delivery
ltemQty  Pack Description _ UnitPrice  Total
A 1 Unit(s) **PLEASE DO NOT DELIVER THlS UNTIL THE 5TH AUGUST** £0.00 £0.00
IHI:Ht: WILL BE NU{:’.UUY AHUUNL) 10 1ARE iiN \.rua_l_cul 1IN
B 1 Unit(s) 6 Om G!assﬁbre ﬂagpole complete w1th external halyard, whlte £289.50 £289.50
finial and hinged base and studding
KKF 8m Flagpole (as paid): £384.25
RRP 6m Flagpole (as required: £289.50
Owe back incl VAT: £113.70
1 Unit(s) Gold finial for fi breglass ﬂagpole £42.59 £42.59
1 Unit(s) 180cm x Ql)cm (2 yard) Union sewn, rope & toggle £84.09 £84.09
RRP 2.5 yard Flag (as paid): £117.61
RRP 2 Yard Flag (As required): £84.09
Owe back incl VAT £40.22
G 1 Unit(s) Fitted Wlth Antlfray £8.50 £8.50
TOH A1 Unit(s) Dedlcated Transport De[wery £185.00 £185.00
v 19 Uiy vanu vl Ou uays HOIM quotauon aae
*Please note that we are unfortunately unable to call the customer
before hand or offer a time for delivery”
Based on Standard Collection and Delivery Times
H 1 Unit(s) Paid by Card with thanks £0.00 £0.00
UIUGH IGIGIGHUE. QU4UT £
Payment reference: 8831431869
Date : 2025-07-23 16:29:38
Authorization code: 081489 )
Sub Total £609.68
VAT £121.94
TOTAL £731.62
FIHQIZ]%REI’SV&S 4 aivision or Spmlai;sec Canvas bewlc‘;eﬁsr l;lcl.
Registration No: 2895710 VAT NO: 172778178
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