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Angmering Parish Council 
The Corner House 

The Square 
Angmering 

West Sussex, BN16 4EA 
 

Telephone/Answerphone 01903 772124 
E-mail:  admin@angmering-pc.gov.uk 

Website: www.angmeringparishcouncil.gov.uk 
 

 
MINUTES OF THE MEETING OF THE GOVERNANCE & OVERSIGHT COMMITTEE 

HELD IN ANGMERING VILLAGE LIBRARY ON WEDNESDAY 5 FEBRUARY 2019 AT 7:30pm 
 

Present: Councillors John Oldfield; David Marsh; Lee Hamilton-Street (Chair); Sylvia 
Verrinder and Nikki Hamilton-Street  

 
In attendance: Katie Herr – Parish Clerk, Tracy Lees – Committee Clerk  
 
Acronym:  Angmering Parish Office: APC  
 

AGENDA 
ITEM 

MINUTE 
NO. 

 ACTION 
FOR 

1 19/037 APOLOGIES FOR ABSENCE 
Apologies were received and approved for Cllr. Rhys Evans.  

 

2 19/038 DECLARATIONS OF PECUNIARY AND NON-PECUNIARY INTERESTS IN ITEMS 
ON THE AGENDA. 
None. 

 

3 19/039 APPROVAL OF MINUTES  
Approval of the minutes of the meeting of the committee from Wednesday 
6 November 2019 were agreed and subsequently signed by the Chair. 

 

4 19/040 PUBLIC CONSULTATION 
None.  

 

5 19/041 THE COMMITTEE CLERK’S REPORT ON ANY MATTERS NOT INCLUDED ON 
THIS AGENDA 
The Clerk reported that a lot of work was being done on Polices, which she 
would comment more on under Item 8 in this agenda. The APC Office had  
also been sorting through on-line files and bringing then up to date.  
 
Cllr. L Hamilton-Street talked through the list and asked if there were any 
questions. 
 
It was commented that the APC Newsletter which can be found in the centre 
pages of the All About Angmering magazine was working well.  
 
A question was asked regarding the new SharePoint system that will be used 
to store documents etc. for Councillors to use and when this would be ready. 
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The Clerk advised that she had been in a recent discussion with the IT 
provider and that this should be ready very soon. A discussion then took 
place around the contents to be held in the SharePoint.  
 
The Clerk had been looking into the number of Councillors a Parish should 
have and how this was worked out. She reported that no criteria or formula 
was set so was unable to give a clear answer. The Clerk had also approached 
some neighboring Parish’s to understand how many Councillors they had 
compared to Parishioners and reported these figures. A discussion then took 
place with particular reference being made to potential new Wards and how 
this would affect the amount of Councils APC would need to have in the 
future.  
Action: Continue to investigate how many Councilors APC are permitted and 
talk to ADC regarding wards.  
 
It was reported that a Workplace Inspection was going to take place on 
Thursday 6 February 2020. The outcome would be reported at the next 
meeting.  

 
 
 
 
 
 
 
 
 
 
 
 

Clerk  

6 19/042 HEALTH AND SAEFTY  
There was nothing to report.  

 
 

7 19/043 RISK REGISTER 
The Clerk explained what had happened since the last meeting and talked 
through the register. A discussion then took place, talking through each 
item.  
 
Cllr. L Hamilton-Street had concerns regarding the Landspeed possible 
withdrawal and what might happen if they decided to pull out. Cllr. N 
Hamilton-Street asked if this would be added to the list. A discussion then 
took place.  
 
A discussion took place regarding the Risk Register and if it should be made 
public. Cllr. L Hamilton-Street commented that he was happy that it remains 
as a closed item and discussed at this meeting (Governance & Oversight 
Committee) and then reported on at the next Full Parish Committee 
meeting. If any issues arose outside of these meetings then an email should 
be sent to the Clerk, the Clerk would then risk assess the issue and decide if 
it should go on the register.  
 
Cllr. Verrinder asked if the following words could be added to the top of the 
document: Operational, Legal Financial and Reputational.  
Action: Wording to be added.  
 
It was suggested that under Document Updates, and once all updates had 
been made this could come off in the next 6 months.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clerk  
 
 
  

8 19/044 POLICIES NEEDING UPDATES IN THE NEXT 3 MONTHS 
The Clerk talked through the list and what needed to be worked on in 2020. 
She commented that she would like to add a ‘No Sale’ policy.  
 
Cllr. N Hamilton-Street asked if a version number could be added. All agreed 
this was a good idea. 
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Action: Add version column. Clerk 

9 19/045 BUSINESS CONTINUITY 
The supporting papers were looked at and a discussion took place. The Clerk 
had looked at other Parish Councils policies as had Cllr. Oldfield. It was 
agreed that if these policies could be blended together, this would then form 
a good policy for APC.  
Action: Produce an APC Business Continuity policy by the next meeting 
which is taking place on Wednesday 6 May 2020.   

 
 
 
 
 

TL 

10 19/046     STAFF CONTRACT UPDATE 
The Clerk and Cllr. N Hamilton-Street have been working on this item and 
reported back on the current status. HR Services have reviewed the 
contracts and they are happy with the content and that it meets all the 
necessary requirements. All contracts will be made relevant to each 
member of staff and a final review undertaken by HR Services before issuing.  
 
Cllr. Verrinder commented that she had noticed that under Item 6, 
Probationary period,  points 6.2 and 6.3 had been repeated and could this 
be removed.  
Action: Item 6 to be amended. 
 
Cllr. N Hamilton-Street asked if the contracts could be issued by the new 
financial year, the Clerk confirmed that this was the plan.  

 
 
 
 
 
 
 
 
 
 

Clerk 

11 19/047 FIRE POLICY, LOGBOOK AND RISK ASSESMENT 
The Committee Clerk talked through the document, explaining each section.  
 
The option to have an outside risk assessment was discussed, Cllr. L 
Hamilton-Street suggested that this would be a good option and then a 
follow-up in 3 years’ time. All agreed that this would be a good idea and that 
an assessment should be booked as soon as possible.  
 
RESOLUTION: Cllr. L Hamilton-Street PROPOSED that an external Fire Risk 
Assessment  be commissioned, Cllr. Oldfield SECONDED, and ALL AGREED.  
 
The Committee Clerk also commented that the APC Office were looking into 
fire training for the APC Office Team. This will hopefully happen before the 
end of March 2020.  
 
Cllr. N Hamilton-Street thanked the Committee Clerk for all the work that 
had been done on this project.   

 

12 19/048 REQUEST TO CHANGE HOURS – STAFF MEMBER  
The Clerk talked through the supporting paper and the rational for the 
request. A discussion took place. 
 
It was agreed that the staffing budget should not change i.e. remain at 5 full 
time roles. 
 
Cllr. L Hamilton-Street requested that a trial period of 6 months be put in 
place, all agreed.  
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After discussion it was agreed by all for a trial period to go ahead from April 
2020 for 6 months.  
 
RESOLUTION: Cllr. L Hamilton-Street PROPOSED that a trial be put in place 
from April 2020 for 6 months, Cllr. Marsh SECONDED, and ALL AGREED.  
 
At this point Cllr. L Hamilton-Street thanked everyone for their support over 
the year as this was the last meeting, he would Chair due to the Committee 
re-elections taking place in May.  
 

  DATE OF NEXT MEETING 
The Committee’s next meeting will be held in the Community Room at 
Angmering Library on Wednesday 6 May 2020 at 19:30. 
 
Cllrs. L Hamilton-Street and N Hamilton-Street gave their apologies in 
advance as they are unable to attend this meeting.  
 
The meeting concluded at 20.24 

 

   
 
 
 
 
..................................................................                 Date............................ 
Chairman 
 

 

 
 
 



Meeting
Date

Agenda
No:

Minute 
No:

Title Action Required Action to be taken  Comments & Next steps
Delegated

To
22.05.19 8 19/008 Chairman's 

File
Cllrs. to suggest items to be included 
in the File.

Suggested items to be 
sent into the Office for 
collation

Tracy to collate information sent in. 
Nothing received. Waiting for 
sharepoint. Asked for update 
28/01/2020. Still nothing sent in ‐ 
reclarify during 05/08/2020 meeting

Cllrs.

22.05.19 11 19/011 General 
Policy 
Updates ‐ 
Annual 
Investment 
Strategy 

Agree a date to review it  Date to be set Information to be taken to 
Governance August 2020

KH

05‐Feb 5 19/041 Clerks 
Report

Continue to investigate how many 
councillors APC are permitted and 
talk to ADC re wards.

Email ADC re wards No set numbers ‐ investigate further? KH

05‐Feb 9 19/045 Business 
Continuity

Produce an APC Business Continuity 
policy by the next meeting ‐ 
06/05/2020

Produce document Document has been produced and is 
waiting review and approval. To be 
taken to the August 2020 Governance 
Meeting

TL

05‐Feb 10 19/046 Staff 
Contract 
Update

Contract to be updated. Amend contract and 
distribute

Final version sent to HT Partnership ‐ 
Awaiting response 24/07/2020 

KH

Key 

Completed Actions have been moved to another tab

Task has been started 
Task to remian on the list
Completed 

Task not yet started 



Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Neighbourhood Plan Volunteers lose interest 3 4 12 Employ AiRS to guide and keep on track. 2 3 5

Neighbourhood Plan Delays caused by COVID‐19 4 5 20
Asses situation and gather information as to 
impact. Weigh up delays vs spend vs gain.

3 3 9

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

COVID‐19 Office space and restrictions imposed 4 3 12

Screens to be added to desks. Masks to be 
worn by visitors. Staff to wear a visor when 
visitors are in the office. Hand sanitiser on 
entrance. Infrared thermometer to be used. 
Section of floor marked on front office floor 

for visitors to stand in.

4 2 8

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Mayflower Way Ownership Responsibilites regarding the road 3 3 9 Find out responsibilities and update all 1 3 3

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Legal Updates Legal updates that effect the council 3 3 9
All legal updates regarding the council are 

sent through via email from SALCC
3 1 3

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Documentation Updates/Amendments Council documents being out of date 2 3 6 List of documents and renew dates now kept 1 2 2

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Staffing Staff member leaves 3 3 9 Cross training across the office 2 3 5

Risk Areas of Concern Severity
Likeli‐
hood

Level  Mitigation/Action  Severity
Likeli‐
hood

Level 

Social Media Facebook ‐ Councillor Use 3 3 9
Councillors are advised regarding political 

views on FB etc
3 2 6

Social Media Facebook ‐ Office Use 3 2 6
APC do not make comments on social media 

posts.
1 1 1

Severity
(S) 

1 = Negligible 1 ‐ Very low
2 = Minor 2 = Very unlikely

3 = Moderate 3 = Unlikely 
4 Major 4 = Likely 

5 = Catastrophic 5 = Very likey 

Risk Assessment Completed 29-Jul-20

Take to Full Council 11-Aug-20

Next Governance Meeting Update 04-Nov-20

General Council Risks ‐ Operational, Financial, Legal and Reputational.

Likelihood of harm occurring (L)
Risk rating = L x 

S
0 ‐ 4 = Insignificant 
5 ‐ 9 = Low risk 

10 ‐ 15 = High risk 
16+ = High risk 



 
 

GOVERNANCE & OVERSIGHT COMMITTEE (GOC) 
 

TERMS OF REFERENCE 
 
Objectives 

1. To monitor the work of the Parish Council Officers to ensure the 
annual Governance Statement is fully compliant.  

2. To monitor the parish council Staffing matters, including disciplinary 
and grievance procedures, and make recommendations to full 
council. 

3. To monitor Professional Standards in all aspects of parish council 
activities, including both staff and councillors. 

4. To monitor that the Council has up to date Policies and Procedures 
in place to meet the demands of the future and advise officers if 
deficiencies are found.  

Membership 

5. The membership of the committee is to be set at the Annual Parish 
Council Meeting in May of each year, or at a Full Council during the 
course of the year, if necessary.  

6. Membership of the GOC should be no more than 5 in number.  

7. The Chairman of the Parish Council may sit on the Governance & 
Oversight Committee, but may not be its Chairman. 

Meetings 

8. Meetings should be quarterly, and at other times if deemed 
necessary by Full Council. Sub committees can be set up under GOC.  

Detailed Role 

Governance 

9. To implement financial internal control systems that monitor to 
prevent and detect fraud and corruption and review their 
effectiveness. 

10.To monitor that there are effective arrangements of financial 
management and that the accounting statements are produced in 
accordance with the latest set of Accounts & Audit Regulations. 



11.To monitor and make recommendations so that the parish council 
has the relevant power to fulfil its responsibilities and that it has 
complied with proper practices. 

12.To monitor and make recommendations so that all persons interested 
can have access to whatever financial information is required within 
the law. 

13.To monitor and make recommendations so that appropriate risk 
assessments are carried out and Parish Council staff are suitably 
trained in Health and Safety.  

14.To employ an appropriately qualified and experienced person to carry 
out internal audit, and to monitor that action suggested by either 
internal or external auditors is acted upon. 

15.To monitor that where appropriate, all financial matters that are 
disclosed. 

16.To monitor that the budget is prepared and presented to Council in 
a timely and understandable manner, representing the financial 
position of agreed policies and plans. 

17.Overall monitoring of financial matters and use of reserves against 
the approved budget for the Council.  

18.To monitor the Initial consideration of the Final Accounts and Annual 
Return, prior to the Clerk advising the Full Council on their contents. 

Staffing & Personnel 

19.To monitor staffing matters, in conjunction with the Clerk, and to 
make recommendations to the full council where necessary. 

20.To consider unresolved employee Disciplinary & Grievance matters 
as the final stage as laid down in both policies.  

21.To monitor the committee and sub-committee support workload on 
the Parish Clerk and his team, and make recommendations to the 
Full Council if any concerns arise. 

22.To monitor and assist with the co-option process of new Councillors.  

Professional Standards 

23.To make recommendations to the Full Council to encourage and 
facilitate the development of all councillors’ individual knowledge, 
experience and capability across the full spectrum of Parish Council 
responsibilities. 

24.To consider matters of compliance with the Code of Conduct. 

25.Subject to the restrictions made necessary under data protection and 
confidentiality controls, the GOC is able to ask for any required 
information. 



Policies & Procedures 

26.The GOC should monitor the Parish Council’s Standing Orders & 
Financial Regulations. 

27.The GOC should monitor the Parish Council’s committee structure 
and make recommendations to the Full Council for appropriate 
changes. 

28.The GOC should monitor the reviewing of the other policies of the 
Parish Council, making recommendations for their adoption, and 
monitoring their compliance.  

Scheme of Delegation 

29.The Full Council delegates the above roles to the GOC on the basis 
that the resultant work is being undertaken for the Parish Council as 
a whole. 

30.The GOC is to advise the Full Council on the necessary steps required 
to ensure the continuing probity and legality of its actions. 

 

 

Definition  

To monitor: to periodically sample various pieces of work to help build a 
picture of the efficiency, productivity and compliance of the Council.  
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Contents  
SECTION  PAGE  
Introduction    2 
Retention of documents for legal purposes 2 - 3 
Document retention schedule 4 - 5 
  

Introduction  
Angmering Parish Council recognises the need to retain documentation for audit 
purposes, staff management, tax liabilities and the eventuality of legal disputes and 
proceedings. 
 
In agreeing a document retention scheme, Angmering Parish Council has addressed 
these needs, and taken into account its obligations under the following acts:  
• the Local Government Act 1972  
• the Audit Commission Act 1998  
• the Public Records Act 1958 
• the Data Protection Act 1998 
• the Employers’ Liability (Compulsory Insurance) Regulations 1998  
• the Limitation Act 1980, the Employment Rights Act 1996 
• the Local Authorities Cemeteries Order 1977  
• the Local Government (Records) Act 1962  
• the Freedom of Information Act 2000 
• the Lord Chancellor’s Code of Practice on the Management of Records Code 2002 
• the Civil Rights Act 1964 

 

Retention of documents for legal purposes 
Most legal proceedings are governed by the Limitation Act 1980. The 1980 Act provides 
that legal claims may not be commenced after a specified period. The specified period 
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varies, depending on the type of claim in question. The table below sets out the 
limitation periods for the different categories of claim. 
 
CATEGORY LIMITATION PERIOD 
Negligence (and other torts) 6 years 
Defamation 1 year 
Contract 6 years 
Leases 12 years 
Sums recoverable by statute 6 years 
Personal Injury 3 years 
To recover land 12 years 
Rent 6 years 
Breach of trust None 

 
Some types of legal proceedings may fall into two or more categories. In these 
circumstances, the documentation should be kept for the longest of the differing 
limitation periods. 
 
As there is no limitation period in respect of trusts, the council will never destroy trust 
deeds and schemes and other similar documentation. 
 
Some limitation periods can be extended. Examples include:  
• where individuals first become aware of damage caused at a later date (e.g. in the 

case of personal injury); 
• where damage is latent (e.g. to a building); 
• where a person suffers from a mental incapacity; 
• where there has been a mistake or where one party has defrauded another or 

concealed relevant facts. 
 
In such circumstances, the council will weigh up (i) the costs of storing relevant 
documents and (ii) the risks of: 
• claims being made; 
• the value of the claims; and 
• the inability to defend any claims made should relevant documents be destroyed. 
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Document retention schedule 
Angmering Parish Council has agreed a minimum document retention schedule, based 
on the obligations under the previously named acts, codes, orders and regulations. 
 
DOCUMENT MINIMUM RETENTION 

PERIOD 
REASON 

Minute books Indefinite Archive 
Scale of fees and charges 6 years Management 
Receipt and payments 
account(s) 

Indefinite Archive 

Receipt books of all kinds, 
including ledgers 

6 years VAT 

Bank statements, including 
savings/deposit accounts 

Last completed audit year Audit 

Bank paying-in books Last completed audit year Audit 
Cheque book stubs Last completed audit year Audit 
Quotations and tenders 6 years after completion of 

contract 
Limitation Act 1980 

Paid invoices 6 years VAT 
Paid cheques 6 years Limitation Act 1980 
VAT records, P60s and P45s 6 years VAT, Tax 
Petty cash, postage and 
telephone books 

6 years Tax, VAT, Limitation Act 
1980 

Timesheets Last completed audit year Audit 
Wages books 12 years Superannuation 
Insurance policies While valid Management 
Certificates for insurance 
against liability for 
employees 

40 years from date on 
which the insurance 
commenced or was 
renewed 

Employers’ Liability 
(Compulsory Insurance) 
Regulations 1998, 
Management 

Investments Indefinite Audit, Management 
Title deeds, leases, 
agreements, contracts 

Indefinite Audit, Management 

Members allowances 
register 

6 years Tax, Limitation Act 1980 

Correspondence and emails 1 year Limitation Act 1980 
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DOCUMENT MINIMUM RETENTION 
PERIOD 

REASON 

Annual accounts and asset 
registers 

Indefinite Archive 

Pension contribution 
records 

6 years Pensions Act 2014 

Personnel records, including 
SSP and maternity records 

6 years Limitations Act 1980 

Asbestos and hazardous 
materials records 

Indefinite Asbestos Regulations 

Job applications  1 year The Civil Rights Act of 
1964 

Previous versions of policies, 
standing orders, schemes of 
delegation 

3 years Data Protection Act 
1998 

For halls, centre, recreation 
grounds 

• Application for hire 
• Lettings diaries 
• Copies of bills to 

hirers 
• Record of tickets 

issued 

6 years VAT 

For allotments 
• Register and plans 

Indefinite Audit, Management 

 
The need to retain any documents not included in the above schedule should be 
considered on an individual basis.  
 
As a guide, and in the absence of any prevailing act, code, order or regulation to the 
contrary, documents may be destroyed if they are no longer of use or relevant.  
 
If in any doubt, advice should be sought from the Clerk. 
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 Angmering Parish Council Business Continuity Plan 

Contents  
SECTION IN PLAN  PAGE  
Introduction     
General Responsibilities  
Core Business of Angmering Parish Council  
Potential causes of disruption  
Important documents to be scanned   
Contact Lists   
JNR Computers Business Continuity Plan  
  
  
  
  
  
  

Introduction 
Angmering Parish Council has recognised the importance of producing and maintaining 
a Business Continuity Plan for implementation in the event of disruptions to the day to 
day running of the Council. This plan identifies the instances of disruption, the 
immediate responses, the procedures to follow to maintain continuity of service and the 
follow-up procedures and necessary changes to service delivery, where such services are 
disrupted by factors within Angmering Parish Council’s area of responsibility. 
 

This Plan includes the response to some key risks which have been identified.  
 

The document should be reviewed twice yearly and at every change in personnel, and 
at this time all previous versions (including electronic copies) should be destroyed or 
replaced. 
 

Every staff member will hold a telephone number contact list listing numbers of all other 
staff members for emergency use and individual members are responsible for keeping 
this up to date.  
 

Training: Selected aspects of the Plan are to be discussed regularly.  



 
  

 

 Angmering Parish Council Business Continuity Plan 

General Responsibilities 
The Clerk is responsible for: 
• Reviewing the plan at agreed intervals 
• Updating the plan as changes occur (e.g. in personnel) 
• Distributing the plan to all staff at each update 
• Holding a hard-copy and a copy on SharePoint.  
• Ensuring that the parishioners, if relevant, receive up to date information regarding 

the situation by the designated means (see below) 
• Liaising with the Arun District Council bodies / services 
 
Councillors: 
Responsible for: 
• Holding a hard-copy of the plan at work/home and via SharePoint 
• Contributing to the plan content 
• Initiating response / recovery action as detailed below 
• Liaising with the press / media if appropriate 

 
Staff: 
Responsible for: 
• Contributing to the plan content 
• Advising the Clerk of changes to personal circumstances to allow the plan to be 

updated. 
• Dealing with parishioner enquiries. 
 
This plan will be distributed to the Councillors and staff at each update, and 
contributions or comments will be invited from everyone. 
  
The Clerk and the Councillors as a collective body will be responsible for implementing 
the plan in the event of a recovery situation.  
 



 
  

 

 Angmering Parish Council Business Continuity Plan 

Core Business of Angmering Parish Council 
The Council provides local services to its electorate which includes the provision of: 
• Website, notice boards, newsletter information and the use of other social media to     

communicate important and relevant matters 
• Parks and Opens Spaces including 7 play areas 
• Skate Bowl and BMX Track  
• Benches  
• Waste bins in the play areas 
• Angmering Community Centre  
• Christmas trees and lights in the High Street 
• War Memorial 
• Issuing of grants  
• Acting as a statutory consultee on planning applications 
• Managing the finances of the Council and using the precept for the benefit of the 

community 
• Liaising with the District and County Councils and other partner organisations on 

issues that affect the parish 
 

Potential causes of disruption 
Damage caused by: 
a) Storm, flood and snow 
b) Fire 
c) Terrorism 
 
Failures to: 
a) Equipment 
b) Public services 
 
Losses of: 
a) Staff through death, illness or injury or resignation, whilst on or off Council duty 
b) Cllrs by any reason which leaves the Council inquorate 



 
  

 

 Angmering Parish Council Business Continuity Plan 

EVENT   MINIMISE IMMEDIATE 
ACTION 

CONTINUITY LONGER TERM  

LOSS OF CLERK  
Loss of Clerk due to 
death, sudden/ long 
term illness, 
incapacity or 
resignation 

Ensure staffing team are aware of 
their responsibilities.  
 

Ensure rolling program is up to 
date and all key Chairpersons and 
Vice-Chairpersons to be 
informed. Chairperson to Inform 
Council. Call SALC for a temporary 
replacement. Seek and employ 
permanent Clerk. Review 
procedures to ensure minimal 
impact from loss.  
 
Access to log ins and passwords 
are available via the IT consultant. 
 
 

Chairman and Vice-
Chairman to be informed. 
Chairman to Inform Council. 
 
Call extraordinary meeting 
to confirm appointment of 
temporary cover, 
recruitment is started as 
appropriate for event. 

Recruit temporary 
replacement. Seek and 
employ permanent 
Clerk. 

Review procedures to 
ensure minimal impact 
from loss. 

DEATH OR INJURY  
Death or serious 
injury to member of 
staff whilst carrying 
out Council duties  
 

Prolonged absence or 
resignation or 
dismissal of staff. 

Having others trained or 
acquainted with the duties of all 
members of staff.  
 

Written procedures are in place 
for tasks such as Planning 
Committee, play area risk 
assessments, website, agenda 
and minutes, newsletter, Basic 
finances. 
 
 

Clerk to be informed who 
will report to the Council.  
 

Clerk to inform the 
insurance company.  
 

Clerk to inform HSE if 
necessary. 

Seek temporary help.  
 
Start recruitment 
procedures to seek 
replacement. 

Review procedures to 
ensure improvements. 



 
  

 

 Angmering Parish Council Business Continuity Plan 

EVENT   MINIMISE IMMEDIATE 
ACTION 

CONTINUITY LONGER TERM  

COUNCILLORS  
Loss of Cllrs due to 
multiple resignations 
(causing Council to be 
inquorate). 

Co-option of Cllrs who may be in 
reserve. 

Clerk to inform remaining 
Cllrs and employees of the 
Council.  
 

Clerk to inform the 
Returning Officer at Arun 
District Council.  

Arun District Council to 
decide on temporary 
working strategy for 
Council business to be 
maintained followed by 
the instigation of a by 
election or co-option 
procedure 

Council to review 
procedures for 
recruitment of Cllrs. 

DOCUMENTATION  
Loss of Council 
documents due to 
fire, flood or other 
causes. 
 
 

Scan important documents and 
store on computer. 
 

Provide secure storage of paper 
documents. 

Clerk to inform Council and 
insurance company if 
necessary. 

Council to discuss at next 
meeting. 

Review procedures to 
ensure improvements 
and security. 

IT & WEBSITE  
Loss of Council 
electronic data due to 
fire, fault or 
breakdown. 

The regular backup is carried out 
by the IT provider.  
 

Full specifications of all IT 
equipment on the premises 
including system details and 
software is held by the IT 
supplier.  
 

Clerk to inform Council and 
insurance company if 
necessary. 
 

The IT provider has 
Angmering Parish Council 
passwords in a secure place 
off site and a back-up plan if 
anything should happen to 
him. 
 

Instigate use of stored 
material. 

Review procedures to 
ensure procedures are in 
place and to research 
improvements to the 
system. 
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EVENT   MINIMISE IMMEDIATE 
ACTION 

CONTINUITY LONGER TERM  

EQUIPMENT  
Loss of Council 
equipment due to 
theft, fault or 
breakdown. 
 

Back up data to the server.  
 

Clerk has Council laptop at her 
home. 

Report theft to police and 
insurance company.  
 

Decide on immediate 
replacement. 

Replace in accordance 
with current financial 
regulations. 

Review procedures to 
ensure improvements. 

TELEPHONE SYSTEM 
Loss of Parish Office 
phone system.  
 
 
 
 

Maintain phone system and 
update on a regular basis. Phones 
supplied by Spike at Wire Wizard 
on 0844 880 7680. 
 

Contact SCS on 01273 
874200 for the fault to be 
investigated.  
Account number: SC2083 
 

APC Staff to inform Cllrs and 
employees of the Council.  
 

Update website with 
current situation, DO 
NOT give out personal 
mobile numbers.  
 

Review procedures to 
ensure improvements. 

PREMISES  
Damage to Parish 
office. 
 

Maintain adequate insurance 
cover.  
 

Carry out fire risk assessment. 
 
Review Resilience Plan regularly.  
 
 

 
 

 

Clerk to inform insurance 
company. 
 

Ensure building is locked. 
Set alarms if electricity still 
available. 
 

Post sign on the front door 
explaining the situation and 
give contact details (a pre-
prepared sign to be ready). 
 
 

Use alternative premises 
for administrative work 
or admin team to work 
from home. 
 

Update website with 
current situation, 
regularly.  

Review risk assessment. 
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EVENT   MINIMISE IMMEDIATE 
ACTION 

CONTINUITY LONGER TERM  

STAFF 
Staff unable to get to 
work due to adverse 
weather conditions. 
 

The Clerk to access the 
SharePoint from home.  
 

If there is a warning, the council 
has a spare laptop that another 
member of staff could take home 
to allow them to work from 
home.  
 

Staff that live locally can walk to 
work.  
 

All staff have contact details for 
each other. 
 

Clerk to update the website 
to advise residents that the 
parish office may be closed.  
 

Staff to contact the Clerk if 
they are unable to get to 
work.  
 

Clerk to advise the 
Chairman of the situation. 

Clerk to carry out any 
urgent work. 

Review procedures to 
ensure improvements. 

LOSS OF POWER  
Loss of electricity 
within the building. 
 
 

Regular inspection and testing of 
all electrical equipment to 
minimize risk.  

Check the main fuse box 
(located in IT cupboard 
within the middle office). If 
not call Electricity Plus 
Supply Ltd. to report the 
issue on 0800 783 8866. 
 
Call 105 for emergency help 
and advice.  
 
Inform PM Security on 
07887 771961 to re-set the 
alarm when power 
restored. 

All electrical items to be 
switched off at the 
socket to prevent 
damage when the power 
is restored.  

Review procedures to 
ensure improvements. 

tel:07887%20771961
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EVENT   MINIMISE IMMEDIATE 
ACTION 

CONTINUITY LONGER TERM  

LOSS OF GAS  
Loss of gas within the 
building. 
 
 

Regular inspection and testing to 
minimize risk. 

Call Gas Plus Supply Limited 
to report an issue on 0800 
111 999.  

 Review procedures to 
ensure improvements. 

LOSS OF WATER 
Loss of water supply 
 
 

If a flood has occurred (e.g. burst 
pipe) close off effected area.  

Clerk to inform insurance 
company. 
 
The stop valve for the water 
supply can be found under 
the sink in the kitchen area.  

While the water supply if 
off, water should be 
conserved. Toilet 
flushing should be 
reduced (disinfectant 
used rather than flushed 
where possible). Anti-
bacterial soap (which 
cleans hands without the 
need for water) should 
be placed beside all 
washbasins.  
 
Bottled water should be 
available for drinking  
 

Review procedures to 
ensure improvements. 
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Important documents to be scanned  

Important documents to be scanned and stored in a secure location on the server 
include, but not limited to: 
• Staff contact details 
• Staff next of kin details 
• External contacts – including the accountants and auditors’ details 
• Land registry documents 
• Leases/tenancy agreements 
• Bank account details 
 

Contact Lists 
Staff  
NAME  MOBILE 

Katie Herr (Clerk) 07535 026 068 

Tracy Lees (Office Manager)  07976 614 021 

Roy Squires (Groundman)   07824 553 438  

Sam Fraser (Administrator)  07830 755 109 

Tara Gambling (Administrator) 07791 203 220 
 

Councilors   
NAME  MOBILE 

Nikki Hamilton-Street 07889 267 757 

Alison Reigate 07946 346 037 

John Oldfield 07850 731 894 

Lee Hamilton-Street  07912 022 856 

Rhys Evans  07989 740 097 

Mike Jones 07512 086 707 
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Paul Bicknell 07719 208 048 

Sharlan Woodason 07955 783 870 

Norma Harris 01903 786 741 

David Marsh  07482 804 848 

Sylvia Verrinder  07873 818 811 

 
JNR Computers Business Continuity Plan for 
Angmering Parish Council 
Business continuity regarding access to documents, email and other data for day-to-
day running of the office and administration is provided through our cloud-based 
strategy. All documents, email and other data are stored in the cloud, where possible 
and can be accessed anywhere via the Internet and secured with personal user 
accounts. 

In the event of a severe incident preventing physical access to office computers or such 
related equipment or Internet failure, access to email, documents and data is provided 
through Microsoft Exchange, OneDrive and SharePoint and can be securely accessed 
online. 

Financial data is held onsite however, backups are taken at the end of each session and 
stored in the Office 365 cloud. These can be restored onto a remote computer and 
accessed through secure logins. 

Our phone lines can be temporarily transferred to either a personal mobile or land line 
so communication can continue. 

Microsoft cloud data is dual located in the UK with data centres in the Kent, and 
Somerset. Microsoft has its own Business Continuity planning and the capability of 
transferring the data outside of the UK should the need arise.  
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Page 1
Nominal Ledger Details

Nominal A/c
Centre

1080  Investment Income
100  Income

Annual Budget
Committed Exp

Month Date Reference Source Transaction Debit Credit

8,000.00
0.00

0.00 0.00Opening Balance
1 30/04/2020 BGC Cashbook Inv Income April 2020 12.57
1 30/04/2020 BGC Cashbook Inv Income April 2020 2,148.55
2 04/05/2020 BGC Cashbook Inv Income May 2020 8.04
3 02/06/2020 BGC Cashbook Inv Income June 2020 7.18

2,176.340.00Account Totals
Net Balance Month 5 2,176.34
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