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Town Council Meeting 
 
Kidsgrove Town Council 
Victoria Hall 
Liverpool Road 
Kidsgrove 
Staffordshire 
ST7 4EL 
 
Tel: 01782 782254 
www.kidsgrovetowncouncil.gov.uk  

 

 
3rd September 2021                    
 
 
To:  Members of Kidsgrove Town Council 
 
Dear Councillor, 
 
You are summoned to attend a Council Meeting of Kidsgrove Town Council to be held at 7.00pm on 
Thursday, 9th September 2021. The meeting will be held in the Victoria Hall, Liverpool Road, Kidsgrove.   

 
Yours sincerely, 

 

 
Sue Davies, Town Clerk 
 

 
Business to be transacted. 

1. To receive apologies for absence. 

2. To note declarations of members interests. 

3. Public Participation: A period not exceeding 15 minutes for members of the public to ask questions 
or submit comments. 

4. To receive and resolve to approve the minutes of the Council Meeting held on the 22nd July 2021. 
(Appendix 1) 

5. To receive and note the following draft minutes of Committee Meetings not previously presented 
to Council (circulated separately and available on the website): 

 Planning, Infrastructure and Highways Committee 12th July 2021. 

 Finance and General Purposes Committee 15th July 2021. 

 Staffing Committee Meeting of the 5th August 2021. 

 Finance and General Purposes Committee 2nd September 2021. 

http://www.kidsgrovetowncouncil.gov.uk/
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6. Matters Arising – To receive updates on any matters arising from previous meetings which 
including: 

 To note that a response was submitted to the Boundary Commission, as part of their 
consultation, proposing that the constituency be referred to as Stoke-on-Trent North and 
Kidsgrove Districts. 

7. Finances: 

 To receive bank statements (Appendix 2) and reconciliations (Appendix 3) dated 31st 
August 2021. (Note the Lloyds Credit Card Statement for August is not yet available to 
allow the bank reconciliation although a statement summary is included to demonstrate a 
zero balance at month end.)  

 To receive and approve the schedule of payments requiring approval. (To be circulated) 

 To resolve to agree that the Clerk transfer £100,000 from the Barclays Bank to Unity Bank.  

8. To resolve, upon recommendation from F&GP Committee, to approve the Risk Assessment dated 
September 2021. (Appendix 4) 

9. Victoria Hall Issues: 

a. To resolve, upon recommendation from the F&GP Committee, to approve lettings and 
concessions policy dated September 2021. (Appendix 5) 

b. To receive a request from the Clerk to include Community Speed Watch as a partnership 
organisation to allow her to arrange free hall use for information/training sessions as 
required.  

10. Defibrillators:  

To note the theft of the defibrillator from the outside of One Sure on Butt Lane and that the 
defibrillator had been funded by an individual from fund-raising and ‘donated’ to the community. 
There seems to be no specific ownership, responsibility or insurance in place. To consider and 
resolve to agree that, if the defibrillator isn’t returned, that the Town Council replace cabinet and 
defibrillator and retain ownership.  

11. Planning Matters: To be circulated. 

12. To receive any feedback from NULBC and Staffordshire County Council and also the Town Council’s 
representatives on other bodies: 

 Staffordshire County Council (Cllrs Burnett and J Waring) 

 NULBC (all Borough Councillors present) 

 Kidsgrove LAP (Cllr J Waring) 

 Talke and Butt Lane LAP (Cllr K Robinson) 

 Town Deal Board (Cllr Stubbs) 

 SPCA (Cllr S Burgess) 

 Kidsgrove Rotary (Cllr Dickens) 

 Royal British Legion (Cllr Dymond) 

 Go Kidsgrove (Cllr P Waring) 
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 Kidsgrove Leisure Centre Group (Cllr G Burnett) 

 Talke Mining Memorial Group (Cllr S Dymond) 

13. CCIN membership - to receive an update. 

14. To receive Mayor and Clerk’s reports and correspondence received. 

15. To agree the date and time of the next meeting: Thursday, 9th September 2021. 

Matters to be considered with the Press and Public Excluded: 

16. Exclusion of press and public: To resolve under 1960 (Admission to meetings) Act to exclude the 
press and public due to the confidential nature of the business to be discussed. 

17. To receive a report from the interview panel set up by the staffing committee relating to the 
appointment of a Facilities Officer and to resolve to approve the recommendation.  

18. To receive an update on the bar tender progression and to resolve to delegate agreement of the 
bar contract to the F&GP Committee. To resolve to approve associated solicitors’ costs relating to 
the contract. (To be circulated.)  

19. CCTV: To receive updates on the SLA and to resolve to delegate approval or otherwise of the SLA to 
the Planning, Infrastructure and Highways Committee. To resolve to delegate approval necessary 
Wayleave agreements to the Planning, Infrastructure and Highways Committee. 
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Staff Payroll blocked out - permitted confidentially. 
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Kidsgrove Town Council Risk Assessment. 

This version dated - September 2021 
Review date – September 2022 
 
Notes 
The greatest risk facing a Local Authority is not being able to deliver the activity or services expected from the Council. 
Risk Assessment is a general systematic examination of working practices and financial management to identify any and all potential risks inherent in 
the practices.  Based on a recorded assessment the Council should then take all necessary and practical steps to reduce or eliminate the risks, in so 
far as is reasonably practicable.  
This document has been produced to enable the Kidsgrove Town Council to assess the risks that it faces and to satisfy itself that it has taken 
adequate steps to minimise them. In conducting this exercise the following plan was followed:- 

➢ Identify the areas to be reviewed. 

➢ Identify what the risk may be. 

➢ Evaluate the management and control of the risk and record all findings. 
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➢ Review, assess and amend if required. 

NULBC – Newcastle-under-Lyme Borough Council 
 

 
 
  



Appendix 4 – Risk Assessment dated September 2021 

18 | P a g e  
 

Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

Business Continuity Town Council not being 
able to continue its 
business due to 
unexpected, or tragic 
circumstances 

1 2 L 
 

There is a level of reserve in place for 
contingencies and insurance provision. In addition, 
the Town Council would seek the immediate help 
and advice from the Staffordshire Parish Council 
Association.  

The Council is putting in place a policy that would 
come into effect if the Council became unable to 
meet to make provision for essential business.  

Review at 
least 
annually 

Precept Adequacy of Precept 
Requirements not 
submitted to NULB 
Amount not received from 
NULB 

1 3 M The council reviews the budget expenditure for the 
current year and at least the one previous year 
prior to the agreement of a budget and precept 
requirement for the following year. The Council 
considers it forward planning of capital projects 
and is currently producing a five-year plan to allow 
more accurate financial projections to be made.  

The budget setting process and approval by Full 
Council takes place prior to the submission date of 
budgetary requirements to Newcastle Borough 
Council. 

The Council holds a level of general reserve 
sufficient to allow Council business to continue for 
at least 6 months in the absence of the timely 
receipt of precept. 

Review at 
least 
annually. 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

Financial Records Financial records 
Financial irregularities 

1 1 L 
 

The Town Council has Financial Regulations which 
set out the procedures that the Council and its 
staff must adhere to. 

Existing 
procedure 
adequate. 
Financial 
Regulations 
are 
reviewed 
annually. 

Bank and Banking Inadequate checks 
Bank mistakes 
Loss 
Charges 
 
 
Loss of signatories 

1 
 
 
 
 
 
 
 
 

2 

1 
 
 
 
 
 
 
 
 

1 
 

L 
 
L 
L 
 
 
 
 
 
L 

The Town Council has Financial Regulations which 
set out the requirements for banking, cheques, 
and reconciliation of accounts. 

The Clerk reconciles the bank accounts once a 
month when the statements are received and 
monitors the bank statements monthly. These are 
presented to either the next Finance and General 
Purposes or Full Council.  

 

The Council has several councillors and officers as 
signatories to minimise this risk. The Council would 
choose replacements when signatories are lost but 
the bank takes time to implement the changes so 
ensuring enough signatures are in place to cover 
the contingency is essential. 

 

Review at 
least 
annually  
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

Direct Costs 
Overhead Expenses 
     Debts 

Goods not supplied or 
inadequate but billed  
Unpaid Invoices 

2 1 L 
 
 

The Town Council has Financial Regulations which 
set out the requirements 

Town Council approves list of requests for 
payments 

Unpaid invoices to the Town Council for services 
are pursued. 

 

Review at 
least 
annually 

Employees Fraud or error by employee 
Action taken by staff 

1 3 M 
 

The requirements of the Fidelity Guarantee 

Insurance to be adhered to with regard to fraud. 

 

Staff should be provided with relevant training, 
reference books, access to assistance and legal 
advice to undertake the role. 

The procedure for payments uses Unity Bank 
online banking which requires one officer and two 
councillor to input and release payments. 

Existing 
procedures 
are 
adequate 
Re-evaluate 
financial 
procedures 
and 
insurance 
at least 
annually. 
 
 

Salaries, Pensions, 
and associated 
Costs 

Salary paid incorrectly  
Wrong Deduction of NI and 
Tax /. Pensions 

  L 
 
L 
 

The Town Council authorises the appointment of 
the Clerk and other staff. Salary rates are reviewed 
annually. Salary analysis & payslips are produced 

Review at 
least 
annually  
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

Unpaid Tax and NI to HM 
Revenue & Customs 

L by a Payroll Company to which at least two 
members have sight of each month prior to the 
payment of salaries being processed. 

Staff maintain a timesheet that members can view 
upon request and which ensures the correct hours 
are worked. Staff have Contracts of Employment 
and Job Description. 

VAT Re-Claiming / Charging 
Exempt business activity 
assessment against £7500 
threshold  

1 1 L The Town Council is not VAT registered and so 
does not charge VAT. It is entitled to reclaim VAT 
paid on goods and services and reclaims are made 
during the year.  

A VAT consultant was used to provide VAT advice 
early in 2018. A VAT calculation to be undertaken 
each year to ensure that the threshold for exempt 
activities is not exceeded.  

Ensure that relevant staff receive training in VAT 
matters.  

The Council should assess the impact on VAT when 
making financial decisions. 

 

Review at 
least 
annually  



Appendix 4 – Risk Assessment dated September 2021 

22 | P a g e  
 

Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

Reporting and 
Audit 

Compliance Information 
communication 
 

1 1 L Financial information is a regular agenda item and 
discussed/reviewed and approved at most F&GP 
and Full Council meeting. 
An ‘in house’ audit is conducted at least quarterly 
by nominated councillors and reported to Council. 

An internal audit is conducted at least annually. 
The Internal Auditor is chosen each year by a 
resolution of the Council.  

The Annual return is prepared and signed by the 
Town Council and Clerk/RFO and is displayed 
according to the Transparency legislation in place 
for Councils with a turnover of more than 
£200,000. 

Review at 
least 
annually. 
 

10. Best Value 
Accountability 

Work awarded incorrectly 
Overspend on services 

1 1 L 
 

Normal Town Council practice is to strive to seek 3 
quotations for any substantial work to be 
undertaken or supply of goods. The procedure to 
be followed is laid down in Financial Regulations 
which are reviewed annually.  

Contracts are where applicable subject to three 
quotations or formal tender as outlined in financial 
regulations which are reviewed at least annually to 
ensure the best value for money is maintained.  

Review at 
least 
annually 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

11. Election Costs Risk of Election Costs 
 
 

2 1 L / M The Town Council maintains an allocated sum of 
money to cover unexpected election costs.  

Existing 
procedure 
adequate. 
 

12. Litigation  
 
 
 

Potential risk of legal action 
being taken against the 
Council 
 
 

1 3 M Public Liability insurance covers general personal 
injury claims where the Town Councils found to be 
at fault, but not spurious or frivolous claims – 
these cannot be insured against. 

Existing 
procedure 
adequate 

13.  Legal Powers Illegal activity or payments 1 1 L All activity and payments within the powers of the 
Town Council to be resolved and minuted at full 
Town Council Meetings. 

Existing 
procedures 
adequate 

14. 
Minutes/agendas/ 
Notices Statutory 
Documents` 

Accuracy and legality 
 
 
Business conduct 

1 
 
 

1 

1 
 
 

1 
 

L 
 
 
L 

Minutes and agenda are produced in the 
prescribed manner by the Clerk and adhere to the 
legal requirements. 

Minutes are approved and signed at the next Town 
Council meeting (or for Committees, at the next 
committee meeting). 

Agendas displayed according to legal 
requirements. 

Business conducted at Town Council meetings 
should be managed by an elected Chair 

Existing 
procedures 
adequate. 
Members 
adhere to 
Code of 
Conduct 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

15.  Members 
interests 

Conflict of interests 
Register of members’ 
interests 

2 1 L 
 

Declarations of interest by members at Town 
Council meetings. 

Register of members’ interests forms reviewed 
annually and updated if required. 

Existing 
procedures 
adequate. 
 

16. Insurance Adequacy 
Cost 
Compliance 
Fidelity Guarantee 
 

1 2 L 
 

An annual review is undertaken (before the time of 
the policy renewal) of all insurance arrangements 
in place. Employers, Employees, and Public Liability 
insurance is necessary and must be paid for. 

Ensure compliance measures are in place, 

Ensure fidelity checks are in place 

Existing 
procedure 
adequate. 
Review 
insurance 
provision 
annually. 

17. Freedom of 
Information 

Policy Provision 2 1 L 
 
 

The Town Council has a Model Publication scheme 
in place. The Town Council is aware that if a 
substantial request came in it could create a 
number of additional hours’ work. The Town 
Council can request a fee to supplement the extra 
hours. 

Monitor 
any 
requests 
made 
under FOI 

18. Town Council 
Records – Paper  

Loss through theft, fire, or 
damage 

1 
 
 
 
 

2 
 
 
 
 

L 
 
 
 
 

Current working documents and more recent 
historical minutes and accounts kept at the 
Victoria hall in locked cabinets and locked storage 

Damage 
(apart from 
fire) and 
theft is 
unlikely 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

   room or office. Documents of importance are also 
scanned and stored electronically.  

and so 
provision is 
adequate. 
Review at 
least 
annually. 

19.  Town Council 
Records – 
Electronic 

Loss through theft, fire, 
data corruption, or physical 
damage 

1 1 M The Councils electronic records are stored on the 
Council’s computers and also in a Cloud storage. 
Most key documents are also uploaded to the 
website. All passwords are placed in a sealed 
envelope held in the Council’s safe.  

Review at 
least 
annually 

20. Assets Loss or Damage 
Risk / damage to third 
party(ies) property  

2 1 L 
 
 

An annual review undertaken for insurance 
provision, storage and maintenance provisions  

Asset 
register to 
be 
reviewed at 
least 
annually. 

21. Maintenance  Poor performance of assets 
or amenities  
Loss of income or 
performance  
Risk to third parties 

1 1 L 
 
L 
L 

All assets owned by the Town Council are regularly 
reviewed and maintained. All repairs and relevant 
expenditure for these repairs are actioned / 
authorised with the correct procedures of the 
Town Council. All assets are insured and reviewed 
annually.  

Review at 
least 
annually 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

23. Victoria Hall  Health & Safety  
Insurance 

1 
1 

3 
3 

M 
M 

The Town Council is in the process of having the 
ownership of the Victoria Hall registered. Ellis 
Whittam provide Heath and Safety Support.  

Separate Insurance cover has been taken out on 
the building. 

Money is being allocated from reserves each year 
to build an adequate reserve fund to ensure the 
Town Council can fulfil maintenance requirements 
to the building. 

Money has been allocated into an earmarked 
reserve to ensure the Town Council can fulfil 
maintenance requirements to the building. 

Security and caretaking arrangements are under 
review continuous review to ensure adequacy. 

The Victoria Tap Room Bar is contacted out and 
the contract holder has the appropriate licences 
and is the nominated Premises Supervisor.   

Review at 

least 

quarterly 

whilst 

handover in 

process and 

procedures 

being 

established. 

Thereafter, 

at least 

annually.  

24. GDPR General Data Protection 
Legislation should be 
adhered to, to avoid a 
costly claim. 

2 2 4 The Council contracts a Data Protection Officer to 
annually audit the Council. 
Emphasis and priority needs to be put into 
ensuring all related GDPR legislation is complied 
to.  

Ongoing 

review. 
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

25. Emergency 
situation, for 
example Covid-19 

The Council cannot fulfil its 
functions.  

3 2 6 In the event of a national emergency, the Council 
is putting measures in place to ensure business 
continuity. 

As situation 

arises 

In progress 

26. Risk of Supplier 
Fraud 

Supplier fraud could lead to 
the council being defrauded 
leading to loss of monies. 

1 2 2 Training for staff to alert them to the potential 

risks of providing sensitive company information, 

by phone or other means, especially contract and 

account information. 

Establish a rigorous change of supplier details 

procedure - where a supplier has purported to 

have changed their bank details always call the 

supplier to check the veracity of a request, using 

details in your system, rather than those on any 

associated letter or email. The Clerk is authorised 

to approve a supplier bank account change after 

having reviewed the process undertaken to verify 

the supplier details change. 

Periodic review of supplier accounts should also be 

undertaken to remove any dormant accounts. This 

reduces the likelihood of any old supplier 

information being used to secure fraudulent 

payments.  

Review 
procedures 
annually.  
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Subject Risk(s) Identified Likeli- 

hood 

Impact 

score 

H/M/L Management / Control of Risk Review / 

Assess / 

Revise 

The Council must check the credit history and 

rating of any company where there is a concern or 

risk of being defrauded.  

Checking samples of online payments to supplier 

invoices to ensure the payment has been made to 

the supplier bank account is routine using the 

authorisation of payments procedures.  

27. Cyber Security 
and danger of 
Cyber attack 

 2 2 M The Council’s records will be backed up onto a 
hard drive on a two-weekly basis in case of Cloud 
storage cyber-attack. 

Officers will be instructed not to use their 
computing equipment for any other purpose other 
than work for Kidsgrove Town Council. 

Appropriate software (ant—vital, firewall, 

malware) will be purchased to protect computing 

equipment. 

 

 

Signed :   …………………………………………………   Date    ……………………………….       (Mayor of Kidsgrove Town Council)   Minute 

Reference 
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Victoria Hall 
Lettings and Concession Policy 

 
 
Version:   1 
Date adopted:  

- Introduction and General Policy 

a. Kidsgrove Town Council is responsible for the ownership, upkeep and use of the Victoria 
Hall and its various rooms. These include the main hall, refreshments room, kitchen and 
Council chamber (chairman’s room). 

b. The Town Council wishes to manage the facilities so that they provide an affordable option 
for both private events and community functions whilst being mindful that letting income 
should assist with overheads and maintenance costs preserve the building for future 
generations.  

c. Events which lose money are effectively subsidised by the council tax paying residents of 
Kidsgrove. As such, the Council draws careful distinction between business users, private 
functions and community events.  

d. Letting of facilities is managed through the Town Council office, which will follow the 
guidance provided in this policy with respect to determining which users and groups are 
permissible and deciding the appropriate rate for the hire. 

e. The Council is mindful of equality in its treatment towards different groups especially when 
granting concessions.  

f. The Victoria Hall and associated rooms are used for Town Council business. The Town 
Council reserves the right to set aside the main hall or meeting rooms for its own use or for 
the use of its partners for the progression of Council business meaning that some time slots 
will be unavailable.  

- Responsibilities 

a. The Council as a body is responsible for the management of the hall and other rooms. This 
responsibility is delegated to the Finance and General Purposes Committee. 

b. Individual councillors, including the Mayor, cannot make decisions regarding bookings or 
concessions. If approached, individual councillors should direct the potential hirer to the 
office.  

- General Procedures 

a. Users wishing to hire facilities should contact the Town Council with their initial enquiry. 
Provisional bookings may be agreed by telephone or email, subject to completion of a 
lettings form, detailing contact information, dates and times of hire, acceptance of terms 
and conditions. The hirer must agree to carry out Risk Assessments as appropriate and 
directed by the Town Clerk. 
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b. Users may book multiple recurring events, and the Town Council reserve the right to offer 
a reduced fee for regular users regardless of their status (business, private or community). 
The reduced fee for main hall usage will be agreed by the F&GP Committee and by the 
Town Clerk for meeting room hire. These cases will be determined on an individual basis 
and, for transparency, a list of such reductions will be kept. 

c. The chairman’s room is only available for groups requiring a meeting room and for no 
other purpose.  

d. Bookings will be prioritised on a first- come, first-served basis.  

e. Except for regular bookings, no booking will be accepted without completion of a booking 
form. 

f. The decision as to whether to accept a booking or not rests with the Town Council office 
staff. Any complaint regarding the refusal of a booking should be addressed to the Town 
Clerk in the first instance and then to the chair of F&GP if the complaint still stands. The 
complaint and reason for refusal in such cases will be considered by the F&GP Committee.  

g. For non-regular or one-off bookings, the booking cannot be taken as being confirmed until 
a booking confirmation has been issued by the Council. 

h. For bookings at prime time such as Friday or Saturdays and evenings, or any other time 
directed by the Town Clerk, a deposit will be payable in advance and before the booking 
can be confirmed. 

i. Surety payments will be requested for larger events. The decision to return of the surety 
payment will be delegated to the clerk. Any dispute around the return of a surety payment 
will be taken to the next available F&GP meeting for consideration with the hirer given 
opportunity to state their case in writing in advance. The Clerk should evidence reasons for 
non-return.  

j. Events in the main hall will usually require security provision and this will be provided by 
the Town Council at the cost of the hirer.   

k. The Town Council at its discretion reserves the right to refuse any booking.  

- Lettings Charges 

a. The lettings charges will be reviewed annually by the F&GP Committee. 

b. The letting prices will be displayed on the Town Council’s website and will be available 
upon request from the Town Council office.  

c. When letting charges are revised, existing one-off bookings will remain on the pricing 
structure in place at the time the booking was made.  

d. Regular booking charges will be reviewed annually and the hirer informed in writing giving 
30 days’ notice of any increase.  

- Concessions 

a. To be considered for a concession, the hirer must be a non-profit making group or charity 
offering a service to the community to include Kidsgrove or be booking an event which is 
primarily a charity fundraiser. Proof of non-profit status may be requested in the form of a 
constitution, accounts, or any other evidence requested by the Clerk or the F&GP 
Committee.  
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b. Businesses and private functions will not be eligible for concessions.  

c. The chairman’s room or refreshments room, required for the purpose of meetings by the 
hirer, may be offered at a concessionary rate and very occasionally free of charge on 
weekdays as long as the group is Kidsgrove Civil Parish based, volunteer led and serves a 
direct benefit to the community. The Clerk has delegation to determine the concession to 
be awarded as long as the group meets this criterion and those listed in a. Usually, the 
concessionary rate will be 75% of full rate.  

d. Concession requests for the main hall usage, for groups fulfilling the requirements in point 
5a, will only be offered as follows: 

i. A 20% concession off the full rate may be offered for non-profit making community 
groups and charities (ie 80% of full fee payable). Proof of status must be provided.  

ii. For community groups and charities which are Kidsgrove based and where the main 
beneficiaries are Kidsgrove residents, a further 20% concession may be offered 
resulting in a 40% concession off the full rate. 

e. Concession requests for the main hall will be determined by the F&GP 
Committee, not the Town Clerk. The decision of the F&GP Committee will be 
final.  

f. Concession requests for the main hall at weekends can only be considered up 
to 3 months in advance. 

g. The Town Clerk will maintain a log of all concessions granted.  

 


