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PADDOCK WOOD TOWN COUNCIL
Accounts
For the year ending 315t March 2022
Supporting statement
Assets
There were no new acquisitions during 2021/22 A detailed asset register is attached to these notes.

BORROWINGS
At the close of business on 315t March 2022 the following loans from the Public Works Loan Board
to the Council were outstanding:

Loan Number Purpose Date of Loan Expiry Date Amount o/s

232763 Purchase of | February 1954 | February 2034 | £168.08
allotments :

493397 Construction of | June 2007 June 2032 £40,000.00
new workshops '

475490 Community January 2022 January 2072 £1,900,000.00
Centre

ADJUSTMENTS

There were no adjustments made for the Day Centre in respect of underpayments nor for the
allotments in respect of prepayments, as these for the most part will be similar, year on year.

RESERVES

There are fifteen funds set up by the Council, which are detailed, in the accompanying schedule,
showing all fund movements between 1 April 2021 and 31 March 2022, with closing balances as at
year-end, totalling £2,208,377.18.

There will be some transfers in FY2022/23 for items that should have been entered in 2021/22. A
full breakdown is available if required.

SECTION 137 PAYMENTS .
Section 137 of the Local Government Act 1972, enables Town and Parish Councils to spend up to
the product of £8.41 per head of electorate for the benefit of people in the area on activities or
projects not specifically authorised by other powers.

The limit for this Council for year ended 31 March 2022 was £49,434 and there was one Section
137 payment made in the year.

Flowers for staff members (sickness) £70

Leases ‘

Ricoh Photocopier £4,000/year
(5 year lease renewed October 2021)

Kubota Ride on Mower £4,776/year
(lease commenced May 2017 — ends June 2022) '

Christmas Light (3 yr lease renewed February 2022) £5800/year

Float holdings as of 31t March 2022 equals £100 petty cash.

Signed:

Chairman Responsible Financial Officer
Date: ! S! 2 !'?'?




19 May 2022 {2021-2022)
Paddock Wood Town Council

Income & Expenditure Account
01/04/2021 to 31/03/2022

(Last} Year Ended

(Current) Year Ended

31 Mar 2021 31 Mar 2022
fncome
1,665.00 Alfotments 1,843.04
633.24 Day Centre 13,082.15
463,490.43 Officefadministration 476,335.02
10,439,22 Estates 36,055.21
10,344.35 Cemetery 19,405.65
3,296.88 Grants and Loans
11,200.00 Neighbourhood Plan
394,459.78 Community Centre 1,964,335.00
3,627.00 Covid - 19 expenses
Other Projects / Funds 30,000.00
E £899,455.90 £2,541,056.07
Expense
9.,687.86 Day Centre 8,763.35
1,461.07 Footway Lighting 1,995.08
33,006.12 Grants and L.oans 24,205.31
199,082.74 Community Centre 427.416.31
1,584.70 Allotments 1,619.90
136,848.51 Office/administration 172,145.16
183,441.23 Estates 190,518.14
7.000.00 Public toilets 7,241.65
21,616.18 Neighbourhoad Plan 11,428.99
31,581.83 Cemetery 20,157 .55
3,440.96 Covid - 19 expenses
Other Projects / Funds 473.00
£628,751.20 £865,964.45
General Fund
405,944.91 Balance at 01 Apr 2021 676,649.61
899,455.90 ADD Total Income 2,541,056.07
1,305,400.81 3,217,705.68
628,7561.20 DEDUCT Tatal Expenditure 865,964 .45
676,649.61 2,351,741.23

£676,649.61

DEDUCT Reserves Balance

Balance at 31 Mar 2022

£2,351,741.23




Paddock Wood Town Council

19 May 2022 (2021-2022)

The above statament represents fairly the financial position of the council as at 31 Mar 2022

Signed

Date

BALANCE SHEET
3110312022
(Last) Year Ended (Current) Year Ended
31 Mar 2021 31 Mar 2022
£ CURRENT ASSETS £
Stocks and stores
Work in progress
Debtors (Net of provision for doubtful debts)
Prepayments
29,200.05 VAT Recoverable 95,092.82
Temporary lendings (investments)
647,449.56 Cash in hand 2,255,748.41
876,649.61 TOTAL ASSETS 2,351,741.23
CURRENT LIABILLITIES
Creditors
676,649,61 NET ASSETS 2,351,741.23
' Represented by:
676,64961 General fund Balance 2,351 ,741 23
Reserves:
Capital
Earmarked
Adjustments
676,649.61 2,351,741.23

Respon‘sible Financial Officer

15 j A ]2’:/




RESERVES March 2021 - as per Bank Account

Transfer to
Wages
Fund account in
Allocation |error July 21 [Drainage  |Contribution Tennis Court & Incorrect DD
Opening balance Interest from 21/22 |Correction in|work July |to election |Sale of land @ One Public Memorial Pavillion |Expenditure to |(to be Transfer to
March 2021 2021/22 Budget April 22 2021 costs Green Lane |PWLB Grant Funding date refunded) new accounts* | Totals
General Reserve £157,377.47 -£15,006.18 -£65,000.00 -£1,361.48 £76,009.81
Gov Support grant £20,248.68 . £20,248.68
Interest e - b [0 £1,101.23
TOTAL VALUE OF FUND £177,626.15 £1,101.23 £0.00| -£15,006.18 £0.00 £0.00 £0.00 £0.00 £0.00 -£65,000.00 £0.00 -£1,361.48 £0.00 £97,359.72
Foal Hurst Wood Reserve £3,075.00 £3,075.00
w_.uonm Facility Fund £95.15 £95.15
Hunters Chase 106 fund £36,826.21 £36,826.21
Section 106 money for Bus
shelters £223.42 £223.42
Elections £8,146.00 £8,146.00
Estates equipment fund £8,600.00 £8,600.00
Office equipment fund £1,719.00 £1,719.00
Building maintenance fund £16,936.58 £16,936.58
Play Equipment £6.09 £6.09
War memoerial £1,000.00 £1,000.00
skate park improvements £20,000.00 £20,000.00
Replacement floor for Day Cel £4,500.00 £4,500,00
Cemetery car park
fund/maintenance £710.00 £710.00
Cemetery drainage £9,000.00 £9,000.00
Community Centre £342,459.78 £1,899,335.00 £65,000.00 -£456,632.03 £1,850,162.75
Earmarked Fund total £453,297.23 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00| £1,899,335.00 £0.00 £65,000.00 £0.00 £0.00| -£456,632.03 £1,961,000.20
Cambridge Building Saciety, L =y £75,000.00 £75,017.26
Hampshire Trust BS £75,000.00 £75,000.00
£0.00 £17.26 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00] £150,000.00 £150,017.26
Total reserve fund £630,923.38 m.r.:m.hw_ mo.ao_!.m._mbom.._m_ mo.oo_ mc.ca_ £0.00| £1,899,335.00 £0.00 £0.00 £0.00 -£1,361.48| -£306,632.03 £2,208,377.18
Current Account Funds
Community Centre -£32,205.80 | £60,000.00, | £30,000.00 -£427,416.31 £456,632.03 £152,010.12
NP £18,915.79 £10.000.00 -£10,328.99 £18,586.80
-£13,289.81 £0.00| £70,000.00 £0.00 £0.00 £0.00/ £30,000.00 £0.00| £65,000.00 £0.00| -£437,745.30 £0.00] £456,632.03 £170,596.92
_Mo.;_. £617,633.57 e a.hm_ mqo.occbo_ .m._m.ccm.._m_ mo.oo_ mc.co_ £30,000.00{ £1,899,335.00] £65,000.00 £0.00{ -£437,745.30 -£1,361.48| £150,000.00 £2,378,974.10
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Annual Governance and Accountability Return 2021/22 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities™:
« where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed
£6.5 million; or
+ where the higher of gross income or gross expenditure was £25,000
or less but that:
« are unable to certify themselves as exempt (fee payable); or
» have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return 2021/22

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
* The Annual Internal Audit Report must be completed by the authority's internal auditor.

« Sections 1 and 2 must be completed and approved by the authority.
+ Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2022.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2022. Reminder letters will incur a charge of £40 +VAT.:

« the Annual Governance and Accountability Return Sections 1 and 2, together with

« a bank reconciliation as at 31 March 2022

« an explanation of any significant year on year variances in the accounting statements
« notification of the commencement date of the period for the exercise of public rights

« Annual Internal Audit Report 2021/22

Unless requested, do not send any additional documents to your external auditor. Your external auditor will

ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the

Annual Governance and Accountability Section1, Section 2 and Section 3 — External Auditor Report

and Certificate will be returned to the authority by email or post.

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
the authority website/webpage:
Before 1 July 2022 authorities must publish:
« Notice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited;
« Section 1 - Annual Governance Statement 2021/22, approved and signed, page 4
« Section 2 - Accounting Statements 2021/22, approved and signed, page 5
Not later than 30 September 2022 authorities must publish:
+ Notice of conclusion of audit
» Section 3 - External Auditor Report and Certificate
« Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.
It is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.
The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015.
Throughout, the words ‘extemal auditor’ have the same meaning as the words ‘local auditor' in the Accounts and Audit Regulations 2015.
*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.

Annual Governance and Accountability Return 2021/22 Form 3 Page 1 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities*




Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return (AGAR) 2021/22

« The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper
Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

+ Make sure that the AGAR is complete (no highlighted boxes left empty), and is properly signed and dated. If the
AGAR contains unapproved or unexplained amendments, it may be returned and additional costs will be incurred.

+ The authority should receive and note the Annual Internal Audit Report before approving the Annual
Governance Statement and the accounts.

« Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2022.

« The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

+ The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

+ The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.

« Do not send the external auditor any information not specifically requested. However, you must inform your
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant authority owned generic email addresses and telephone numbers.

« Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers
all the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide™.

« Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

« If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or
variances are not fully explained, additional costs may be incurred.

« Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2021) equals the balance brought forward in the current year (Box 1 of 2022).

« The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

« The authority must publish on the authority website/webpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2022,

Completion checklist — ‘No' answers mean you may not have met requirements

All sections Have all highlighted boxes have been completed?

Has all additional information requested, including the dates set for the period
for the exercise of public rights, been provided for the external auditor?

Internal Audit Report | Have allhighlighted boxes been completed by the intermal auditor and explanations provided?

Section 1 For any statement to which the response is 'no’, has an explanation been published?

Section 2 Has the authority’s approval of the accounting statements been confirmed by
the signature of the Chairman of the approval meeting?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2022 been reconciled to Box 87

Has an explanation of any difference between Box 7 and Box 8 been provided?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate is a
sole managing trustee? NB: do not send trust accounting statements unless requested.

*Governance and Accountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk

Annual Governance and Accountability Return 2021/22 Form 3 Page 2 of 6
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Annual Internal Audit Report 2021/22
PADDOCK WOOD TOWN COUNCIL

www.paddockwood-tc.gov.uk

During the financial year ended 31 March 2022, this authority's internal auditor acting independently and on the basis
of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and controls
in operation and obtained appropriate evidence from the authority.

The internal audit for 2021/22 has been carried out in accordance with this authority's needs and planned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meet the needs of this authority.

Internal control objective Not
Yes | No* |covered™

A. Appropriate accounting records have been properly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was approved
and VAT appropriately accounted for.

G. Salaries to employees and allowances to members were paid in accordance with this authority’s
approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic bank account reconciliations were properly carried out during the year.
J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts

and payments or income and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors were properly recorded.

K. If the authority certified itself as exempt from a limited assurance review in 2020/21, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance v
review of its 2020/21 AGAR tick “not covered’)

L. The authority publishes information on a free to access website/webpage up to date at the time of
the internal audit in accordance with any relevant transparency code requirements ‘ v

S AV AV KN BY RN IRV KN N

M. The authority, during the previous year (2020-21) correctly provided for the period for the exercise of
public rights as required by the Accounts and Audit Regulations (evidenced by the notice published v
on the website and/or authority approved minutes confirming the dates sef).

N. The authority has complied with the publication requirements for 2020/21 AGAR v
(see AGAR Page 1 Guidance Notes).

0. (For local councils only) Yes | Mo |Notapplicable

Trust funds (including charitable) — The council met its responsibilities as a trustee. E % v

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) internal audit undertaken Name of person who carried out the internal audit
26/05/2022 David J Buckett

Signature of person who b

carried out the internal audit ! ) i Date $ 26/05/2022

' *If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified
(add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).

Annual Governance and Accountability Return 2021/22 Form 3 Page 3 of 6
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Section 1 — Annual Governance Statement 2021/22

We acknowledge as the members of:

PADDOCK WOOD TOWN COUNCIL

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2022, that:

‘Yes' means that this authority:

. We have put in place arrangements for effective financial prepared its accounting statements in accordance
management during the year, and for the preparation of with the Accounts and Audit Regulations.
the accounting statements.

2. We maintained an adequate system of internal control made proper arrangements and accepted responsibility
including measures designed to prevent and detect fraud for safeguarding the public money and resources in
and corruption and reviewed its effectiveness. its charge.

3. We took all reasonable steps to assure ourselves has only done what it has the legal power to do and has
that there are no matters of actual or potential complied with Proper Practices in doing so.
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

during the year gave all persons interested the opportunity to
inspect and ask questions about this authorify’s accounts.

4. We provided proper apportunity during the year for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations. \

5. We carried out an assessment of the risks facing this considsred and documented the financial and other risks it
authority and took appropriate steps to manage those faces and dealt with them properly.
risks, including the introduction of internal controls and/or [
external insurance cover where required. i

6. We maintained throughout the year an adequate and arranged for a competent person, independent of the financial
effective system of internal audit of the accounting controls and procedures, fo give an objective view on whether
records and contral systems. | internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and
external audit.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

disclosed everything it should have about its business activity
during the year including events taking place after the year

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either

during or after the year-end, have a financial impact on end if relevant.
this authority and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including e 0 N has met all of its responsibilities where, as a body
‘charitable. In our capacity as the sole managing corporate, it is a sole managing trustee of a local
trustee we discharged our accountability trust or trusts.

responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent [
examination or audit. [

*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe how the
authority will address the weaknesses identified. These sheets must be published with the Annual Governance Statement.

This Annual Governance Statement was approved at a Signed by the Chairman and Clerk of the meeting where
meeting of the authority on: approval was given:
20/06/2022
and recorded as minute reference: Chairman
22 (e
( ) Clerk
www.paddockwood-tc.gov.uk
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Section 2 — Accounting Statements 2021/22 for

PADDOCK WOOD TOWN COUNCIL

Year ending

31 March 31 March
2021 2022
£ £

Notes and guidance

Please round all figures to nearest £1. Do not leave any
boxes blank and report £0 or Nil balances. All figures must
agree lo underlying financial records.

1. Balances brought Total balances and reserves at the beginning of the year

forward 405,945 676,650| as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 461,642 460,593| received or receivable in the year. Exclude any grants

received.

3. (+) Total other receipts Total income or receipts as recorded in the cashbook less

433,390 2.,079,743| the precept or rates/levies received (line 2). Include any
grants received.

4. (-) Staff costs Total expenditure or payments made to and on behalf

of all employees. Include gross salaries and wages,
173,236 1 93'61 1 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interest/capital Total expenditure or payments of capital and inferest
repayments 6,650 6,426| made during the year on the authority’s borrowings (if any).

6. (-) All other payments Total expenditure or payments as recorded in the cash-

444 442 665,207| book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year. Must
forward 676,650 2,351,741| equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 647,450 2,255,748| holdings and short term investments held as at 31 March ~

To agree with bank reconciliation.

9, Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 1,480,424 1,480,424| up of all its fixed assets and long term investments as at
and assets 31 March.

10. Total borrowings The outstanding capital balance as at 31 March of all loans

44,179 1,940,168| from third parties (including PWLB).

11. (For Local Councils Only) The Council, as a body corporate, acts as sole trustee for
Disclosure note re Trust funds § andis responsible for managing Trust funds or, assels.
(including charitable) | N.B. The figures in the accounting statements above do

| not include any Trust fransactions.

| certify that for the year ended 31 March 2022 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and payments
or income and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.
Signed by Responsible Financial Officer before being
presented to the authoritv for anoroval

@

In

Fste 14/06/2022

| confirm that these Accounting Statements were
approved by this authority on this date:

20/06/2022

as recorded in minute reference:

C22 (f)

"| Signed by Chairman of the meeting where the Accounting

Statements were approved

Annual Governance and Accountability Return 2021/22 Form 3
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Section 3 — External Auditor’s Report and Certificate 2021/22

In respect of PADDOCK WOOD TOWN COUNCIL

1 Respective responsibilities of the auditor and the authority

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAQ). Alimited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website —
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

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

+ summarises the accounting records for the year ended 31 March 2022; and
« confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2021/22

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

(continue on a separate sheet if required)

Other matters not affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

3 External auditor certificate 2021/22

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for
the year ended 31 March 2022.

*We do not certify completion because:

External Auditor Name

External Auditor Signature Date

Annual Governance and Accountability Return 2021/22 Form 3 Page 6 of 6
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Paddock Wood Town Council
Direct Debit Schedule

April 2022

PAYEE Goods/Services Frequency Amount/Variable
Aviva Pension Payments Monthly Variable
BNP Paribas Mower lease Monthly £398.00
British Telecom All Sites Quarterly Variable
Castle Water Water Rates Monthly Variable

Croner HR Services Monthly £208.10*2

Insight Systems Copier lease Quarterly Variable
Lloyds Bank Credit Card Monthly Variable
02 Mobile phones Monthly Variable
Sage Software Licence fee Monthly £40.80
Scottish Power | Electricity St Andrews Monthly Variable
SSE Electricity all sites Monthly Variable
Veolia Refuse Collection Monthly Variable
Wex Europe Fuel (Esso Station) Monthly Variable




PADDOCK WOOD TOWN COUNCIL
RISK ASSESSMENT AND MANAGEMENT 2022

Area Risk Level | Control (and agreed improvements)
Assets Protection of physical | L. Buildings insured. Value increased
assets annually by RPI.
Security of buildings, | L Alarms on all buildings. Serviced
equipment etc annually. Estates and Office Equipment
marked with SMART WATER or infrared
markers. Warning stickers attached
Maintenance of | L Buildings currently maintained on an ad
buildings etc hoc basis. PAT testing carried out
annually. Fixed appliance testing carried
out every 5 years. Fire Extinguishers
serviced annually. A planned
maintenance programme is being
developed by the Estates Committee
Community See separate risk
Centre Project | register
Finance Banking I Current account — Unity Trust
Reserve funds spread to alternative
banks
Business interruption L Insurance cover. Sum insured £20,000
for all premises (to cover relocating
office). Loss of revenue £59,000.
Computers backed-up to cloud-based
system
See separate Finance
Risk assessment
Health and | Risk to staff, volunteers | m The Town Council has approved the
Safety & public engagement of Croner to oversee the
Town Council's Health & safety
| iahility Risk to third party, | M Insurance in place. £10 m public liability
property or individuals Open spaces checked regularly. Al
damage investigated when
reported/discovered outside of routine
inspections  Professional  contractors
used when required
Legal liability as | M Insurance in place. Twice Weekly checks
consequence of asset of playgrounds and skate park. Written
ownership (especially records kept. Fieids walked by staff
burial ground, weekly, ponds checked twice weekly.
playgrounds and Annual checks by independent auditor of
skateboard park) playgrounds and skateboard park.
Annual safety check of memorial stones
carried out by Estates Manager.
Professional stone mason contacted if
any stones are cause for alarm. 2-year
safety check on trees by qualified
arboriculturalist.

April 2022




Employer
Liability

Comply with
Employment Law

Membership of SLCC & NALC. Clerk &
Deputy Clerk attend training courses.
Croner have been engaged as HR
consultants to the Council.

Comply with HMRC
requirements

Regular advice from HMRC and Sage.
Internal and external auditors carry out
annual checks.

Safety of Staff and
visitors

Access phone / camera fitted to restrict
access to Podmore building.  Risk
assessments in place for regular routine
work. To be reviewed by Croner

Legal Liability

Ensuring activities are
within legal powers

Clerk clarifies legal position on any new
proposal. Legal advice to be sought
where necessary.

Proper and timely
reporting via the
Minutes

Council meets once a month and
receives and approves Minutes. Minutes
made available to press and public at the
Council Office and via the web site.

Proper document
control

Leases and legal documents held by the
council's solicitors Warners, copies of
documents in Clerk’s office. Other data
storage to comply with General Data
Protection Regulations Retention of
Documents and Data Protection Policy in
place.

Councillor
propriety

Registers of Interests
and gifts and hospitality
in place

Register of interest forms completed, by
all councillors and sent to TWBC.
Members asked to review form annually.

Council
Vehicles

Ensuring vehicles used
in safe legal manner.

Al vehicles fully comprehensively
insured for all purposes, and for all staff
and councillors. Estates Manager
assesses driving standards for vans,
mowers and fractors when a new
member of staff joins the council. Driving
licences checked when a new member of
staff joins the council. Tax and MOT up
to date. Vans serviced when required.
Driving licences checked annually

IT Security

Loss of data, abuse of
systems

Council has computer usage policy
which is signed by members of staff with
access to the computers. Email usage
policy also in place.

April 2022




Data backed to Cloud based Storage

Data
Protection

Failure to comply with
GDPR which came into
force 25" May 2018

Council has appointed a Data Protection
Officer to ensure compliance.

Traveller
Incursion

Incursion of travellers
on council land

Council contributes to TWBC fund which
accesses support from the Community
Safety Unit in the event of an incursion.
Notices served on travellers by
clerks/councillors as early as possible to
speed up the removal process.
Additional security measures are being
explored

This risk management to be approved by the Council on 20" June 2022 and will be reviewed
again in 12 months.

April 2022




Agenda ltem C23
COMMUNITY CENTRE UPDATE.

a) Following on from the May meeting enquiries have been made as to whether
the drainage attenuation under the car park has been installed as per the
planning permission.

b)

Baxall have confirmed that the aitenuation has been installed as per the
approved drawings and been inspected by building control.

Project update:

)

vi)

The Town Council has met with Minerva and Elysian to discuss the
management of the Community Centre and the setting up of the CLG.
Draft agreements will be drawn up by Minerva for further discussion.
The drainage work to the rear of the site has now been completed. This
was delayed due to the discovery of asbestos in the ground and
extensive tree roots.
The next progress meeting will take place on the 24™ June. Late delivery
of the concrete planking for the flooring has delayed work by about three
weeks.
The following work is scheduled to take place this month
¢ Floor Beams
» Drainage
+ Service Ducts
« Sub Structure brickwork / blockwork
e Attenuation build up
¢ Sub Station foundations
e Structural topping
» Ecologist visiting site to review asbestos on site
o Timber frame is in production
+ Windows are in manufacture
« Doors and curtain walling is made and waiting to be instalied
The working party will meet on the 28™ June to arrange the competition
to name the community centre. To obtain a post code, the site needs fo
be registered with Local Authority. Therefore, it has currently been
registered as Paddock Wood Community Centre, but that can be
changed one the final name has been agreed.
The Project Team along with the Clerk had met with Kent Police to
discuss their comments. The following had been agreed:
« Drop down posts will be in the car park entrance to close off the
car park at night.
¢ The low-level lighting bollards by the pedestrian access on the
Maidstone Road would be replaced with high level lights to
improve lighting between the trees.



vi)  The steel frame is expected to be installed after the 16! June & members
are invited to visit the site after that date.

viii)  The project manager is in discussions with KCC to see if funding can be
obtained for 2 superfast electric car charging points.

ix) All pre commencement planning conditions have now been approved.

A detailed financial report is being prepared by the project manager and will be
forwarded to members prior to the meeting. (Confidential item)

The board minutes from the meeting held on the 41" May were not available for
approval at the board meeting held on the 8" June and will therefore have to
be signed off at the meeting due to be held on the 6" July 2022.

The photographic progress report has been published on the Town Council
website and displayed in the Town Council windows. It has also been
forwarded to all members of the Town Council and the Working Party.

NICHOLA REAY
Clerk to the Council
14th June 2022



PADDOCK WOOD
TOWN COUNCIL

PADDOCK WOOD TOWN COUNCIL POLICY
FOR HIRE OF PUBLIC OPEN SPACES

The Town Council owns the following sites:

St Andrews Field

Elm Tree Playing Fields
Memorial Play Fields
Putlands Play Fields
Green Lane Play Fields

REQUESTS FOR HIRE OF OPEN SPACES

Requests for the hire of open spaces are either from sports clubs, groups, ad hoc
committees, clubs, individuals or commercial enterprises.

The Council has long standing arrangements with the following sports clubs for their
home pitches

Elm Tree Playing Fields: Paddock Wood Football Club

Memorial Play Fields: Insulators Football Club

Putlands Play Fields: Paddock Wood & East Peckham Ru

Green Lane Play Fields: Gren Lane Football Club

Cricket Wicket: Sahrudaya Royals CC (agreed August 2021)

1) The Council's practice is that the incumbent club should have first refusal to
renew their regular hire of pitches annually and that the pitches should not be sub-let
without the agreement of the incumbent club. Any approaches from other sports clubs
would be considered provided there was no conflict with incumbent clubs.

2) Requests for events for fun fairs, circuses, festivals, fetes, charity, or community
events will be considered by the Estates Committee on their merits. The Committee
will consider policies for primary and secondary uses of individual sites; past practice
and traditional uses; potential to cause a nuisance to surrounding propetrties; potential
for traffic congestion; potential to cause damage to sites; community benefits;
charitable purposes (if any).



3) Hire charges will be as set out in the Council scale of charges, unless varied by
a decision of the Council. All hirers will be responsible for vacating the site promptly at
the end of their period of hire and for removing all publicity from public sight.

4) All hirers will be responsible for ensuring that they are licensed as necessary
for sale or supply of alcohol, entertainment and provision of hot food or drink. All
hirers will be responsible for all other regulatory or legal compliance. All hirers will be
responsible for ensuring that the Council’s land is suitable and safe for the purpose
of the event to be held.

5) All requests for hire will be considered in the first instance by the Council's
Estates Committee which meets on the 2™ Monday of the month. In order for
requests to get on the agenda they should be with the'iCounciI by first of the month.

6) All hirers will be charged a £50 key dep031t wh!ch w:ll be refunded once the
keys have been returned.

All requests for hire for sporting events shéﬂld follow the guidanéé in Annexe A
General Regulations and Conditions for the lee of Sports Pitches

All requests for hire for non- sports events should follow the guidance at Annex B
“GUIDANCE FOR HIRE OF RECR_EATE__Q_N GROUNDS FOR NON-SPORTS USE.”



PADDOCK WOOD TOWN COUNCIL
Annexe A
General Regulations and Conditions for the Hire of Sports Pitches

1. Applications for the use of sports pitches in Paddock Wood will only be
accepted once a completed registration form has been submitted. The acceptance of
this form does not constitute a contract unless the Hirer receives written confirmation
from the Council. The Council must be notified of any changes to these details at the
earliest opportunity. A copy of the insurance policy as per condition 11 below must
be submitted with the registration form.

2. The Estates Committee reserves the right to ask for further particulars
regarding any proposed booking, and to refuse any appllcahon The Committee’s
decision will be final. S

3. Prior to the start of the season (whrch shall be deemed 1o extend from 1
September until the 15 May for football & rugby cricket to be agreed)

4. The person signing the registration form must be 18 years of age orover. The
club will be deemed to be the Hirer and responSIbIe for the payment of hlrlng
charges to the Town Council together with the securrty (including, where appropriate
the locking of gates and securing of height restriction: barriers), cleanliness, and
tidiness of the site. If random spot checks disclose that the Club has not litter picked
the pitch and immediately. surroundrng area, the Council WI|| arrange for the work to
be undertaken and may recharge the Club aocordlngly

6. Fees for the h|re of p|tches shall be |n accordance Wrth the Councif's current
scale of charges (reviewed annually) Unless payment by instalment has been
agreed in advance, all hire fees shall be paid | in full by 30 September each year; any
Hirers owing money after that date without the prior agreement of the Council may
be excluded from further use of the pitch until the fee is paid.

7. Not|ce in writing must be sent to Paddock Wood Town Council if a Club
ceases to require the facllity In such ‘circumstances, Clubs shall not qualify for a
refund of seasonal hire fees (rf applicable)

8. Hirers are responsrble for ensuring that matches are played only on the
pitch(es) allocated to them.:

9. Invoices will be sent out at the beginning of every month for games played the
previous month. Any amendments required to any invoice must be emailed fo
admin@paddockwoodtc.co.uk, so that an amended invoice can be issued. Payments
should be made on receipt of an invoice amended by PWTC. All payments should
quote the relevant invoice number.

10.  Outstanding amounts will be emailed monthly to each team and any team
failing to pay its bill within 30 days may be barred from playing until the bill is settied

9. The Council reserves the right to cancel the hiring or to close or forbid the use
of pitches in the event of a breach of these conditions or if at any time, in the opinion



of the Estates Manager, the pitches are unfit for use. The Council shall not be liable
for any expenditure incurred or loss sustained by the Hirer, or any other person
arising therefrom or connected therewith.

10.  The Council accepts no responsibility for any injury to the Hirer or any other
person, or loss or damage to the property of the Hirer or any other person, arising by
virtue of their use of the pitch. Clubs must make their own arrangements for First Aid
facilities.

11.  The Hirer shall indemnify the Council from and against all actions, costs,
claims, or demands whatsoever arising under statute or common law or in
conseguence of the licence hereby granted to use the pitches and shall obtain a
public liability insurance policy with a minimum cover. of £5,000,000.

A statement from a responsible officer of the club. shail be submitted to the Council
confirming that they have a valid insurance, whlch complies wrth this regulation.

12.  The Hirer shall not transfer the beneflt of the hiring to any other person, club,
or organisation without the prior permrssron of the Council.

13.  The pitches shall not be used for any purpose other than that stated in the
application other than with the express consent of the Town Council. "

14.  Hirers are responsible for sh'eeking the suita'b:'iiity of pitches for play; pitches
may only be used when in a fit condition and Hirers sha]! take all proper precautions
to avoid unnecessary. damage to the playmg areas The leer shall be responsible

damage to the pltches Whether caused by the leer hls/her team-mates, or
members of the opposrng team :

15.  The Hirer shall ensure that all cars and ‘other vehicles connected with the
Hirer, his/her Club, or the opposing team are parked in a manner which does not
obstruct any publlc or. prlvate right of way or be a nuisance or source of annoyance
to any person. The Hirer shall not bring cars or other vehicles onto the grassed areas
of sportsgrounds or allow them to be brought there.

16. The leer shall comply with any bylaws and regulations currently in force in
respect of the specrﬂo sportsground in question.

17.  The Council reserves the right to review and amend these regulations and
conditions at any time. Any review will be carried out by the Estates Committee.



Kent
Police

Dear Sir/Madam 24 May 2022

Kent Police are currently looking to expand their Automatic Number Plate Recognition (ANPR) capability
across the force area to cover strategically important roads. Paddock Wood has been identified as an area
we would like to install a new camera.

An integral part of our deployment considerations alongside crime prevention and detection objectives is a
consultation process with community partners as part of a Data Protection Impact Assessment (DPIA).

As the Town Council representing this area, we would like to canvass your opinion on the use of ANPR and,
whether supportive or otherwise, we would welcome feedback as part of the DPIA process as we consider
our installation options across Kent.

The below provides an overview of why we use ANPR, how it works and how we use it to support our
policing objectives:

Why we use ANPR

ANPR technology is used across Kent to help detect, deter and disrupt criminality at a local, force,
regional and national level, from volume crime offending, organised crime which often involves
travelling criminals, and more serious public safety threats such as terrorism offences. Alongside
our crime objectives we also utilise ANPR to support our road safety strategies, in particular the
high-risk offenders that drive whilst disqualified, under the influence of alcohol and drugs and
without insurance.

How it works

As a vehicle passes a police monitored ANPR camera, its registration number is read and instantly
checked against database records of vehicles of interest. Police officers can intercept and stop a
vehicle, check it for evidence and, where necessary, make arrests. The use of ANPR in this way has
proved to be important in the detection of a wide range of offences. The vehicle movement datais
also stored enabling intelligence analysis as part of crime investigation and analysis processes.
ANPR evidence is frequently used in court proceedings as part of the criminal justice process.

Access to stored data

ANPR data is stored locally in computer-based systems and shared with the police National ANPR
Service (NAS) The data is stored locally and nationally for a period of twelve months.

We have clear rules controlling access to ANPR data to ensure that access is for legitimate
investigation purposes. Only officers and staff with appropriate training have access to ANPR data if
it's relevant to their role, and they may normally only do so for a maximum period of 90 days from
the date it was collected.

Access to data for up to twelve months is subject to the authorisation of a senior officer. After 90
days, access is only permitted for priority & volume, serious and major crime, and/or counter
terrorism investigations.



Camera locations

ANPR cameras are used at fixed locations where they will be best utilised to detect, deter and
disrupt criminality. In line with national policy, we do not disclose details of our fixed locations as
this information is likely to be of benefit to offenders and if known could reduce the value of ANPR
to policing.

Privacy Impact Review Process

Nationally, for any new camera installation, an assessment is conducted to ensure that thereis a
clear and pressing need, taking account of one or more of the following factors:

o National security and counter terrorism;

o Serious, organised and major crime;

o Local crime patterns

° Community confidence and reassurance, crime prevention and prevention.

Of considerable importance to this process is the Data Protection Impact Assessment review which we use
to include consultation with persons and organisations with a reasonable interest in the proposal.

In conclusion | would like to invite your feedback on the use of this technology. Responses preferably by
email to ANPRDPIA.Response@Kent.police.uk by the 24" June 2022 would be most welcome.

Can | please ask you to ensure that any feedback contains sufficient information for us to be able to
establish whether you support Kent Police’s use of ANPR or whether you have any concerns and would like
further information.

Yours faithfully

Eve Harrls

Acting ANPR Manager Kent Police and Essex Police



