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CRANLEIGH PARISH COUNCIL

NAME A e e

Please use the space below to outline your reasons for seeking co-option to Cranleigh Parish Council
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his form will be included as a background paper with the agenda for the Council

Please note that t
meeting at which your co-option is considered and will be accessible on the Parish Council's website.

Council Offices, Village Way, Cranleigh, Surrey, GUB 8AF
Telephone 01483 272311, Fax 01483 478867

\Website: www cranleigh-pc.gov.uk E-mail clerk@cranleigh-pc.gov.uk




14/04/2025, 14.52 Cranleigh Villages Group Survey

Cranleigh Villages Group Survey

establish the Health and Wellbeing needs/gaps in our area

To assist
in implementing health creation/iliness prevention in our
community

To assist collaboration
of all parties involved (NHS, Surrey CC, voluntary and social care groups,
local people...) to address those priorities and any barriers to achieving them

To empower our residents to optimize their own
and others’ health and wellbeing

* Indicates required question

For reference

Health and Wellbeing Considerations

Adapted from: Dahlgren and Whitehead (with permission) i3

https://docs.google.com/forms/d/1XiSNBE72ESt6xwz5vZMbEbyVJIGSKWIKILr5sMm6nxl/edit?ts=6798ef56&exids=71471476,71471470
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Cranleigh & Villages: lllustration of transport & geographical disadvantage
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For reference: Travel times from Cranleigh to access Hospital health care

Destination By Car Comments
Peak Off Peak
Cranleigh to RSCH A&E 45-55 35-45 Main route to Guildford is via “B” roads
mins mins to the A281- the only "A" route

accessible from Cranleigh area.

Cranleigh to Haslemere  40-45 29-34 Routes via Chiddingfold and other

MIU Time mins mins cross counlry are isolated, narrow, unlit;

especially difficult in winter

Cranleigh to Milford Hosp|  30-35 24-29 The route includes single track roads

Time mins with no lighting; alternative via Guildford
and Godalming much longer

Destination By Public Transport Comment
Peak Off Peak
Cranleigh to RSCH A&E 60-90 60 mins Timings exclude waiting times
Time mins for connecting bus.
%ranieigh to Haslemere MIU 85 mins 58 mins See Bus route comment below
ime
$ranleigh to Milford Hosp 65 Mins 65 mins See bus route comments below
ime

https://docs.google.com/forms/d/1XiSNBE72E9t6xwz5vZMbEDyVJIGSKWIKfLr5sMm6nx|/edit?ts=6798ef56&exids=71471476,71471470
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1. 1. Your Details

Mark only one oval.

D Female
() Male

D Prefer Not To Say

(D other

2. 2.YourAge

Mark only one oval.

C o114
(1524
(2564
Q 65+

3. 3. How long have you lived in Cranleigh and Villages?

Mark only one oval.

{__J)Under 1 year
Q 1-5 years
C) 6-10 years

CJ Over 10 years

4, 4. Where do you live?

Mark only one oval.

() Alfold
D Cranleigh
C) Dunsfold
() Ewhurst
C_) Other

https://docs.google. comfiorms/d/ 1 XiSNBET72EBxwzvZMbEbyVJiGEKWIKfLr5sMmenxl/edit?ts=6798efa68exids=71471476,71471470
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5. 5. Support for which age group matters most to you?

Mark only one oval.,

Q Early life

C D mid life

C) Later life
C_) All age groups

6. 6. What are the benefits of living here? (Cranleigh and Villages)? Please check *
all that apply

Check all that apply.

[:I Access 1o green spaces
[ ] Close to family

| ] Good schools

[ ] Leisure facilities

[ ] sense of community

[ | other:

7. if you chose "other", please give brief details

8. 7. What are the challenges living here? Please check ail that apply

Check all that apply.

[ Access to emergency health services
l:] Access to health facilities

D Internet and wifi coverage

D l.ack of community meeting spaces
[:] Loneliness

D Public transport

[ ] Other: .

https:fidocs.google.com/fforms/d/1XISNBE72EOtGxwz5vZMbEbyVJIGEKWIKL rSs MmBnxl/edit?ts=6798ef56&exids=71471476,71471470 A7
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9. If you chose "other" please give brief details below

10. 8. Which of these challenges are the most important to you personally?

Check all that apply.

[ ] Access to emergency health services
[j Access to health facilities

D Internet and wifi coverage

{:] Lack of community meeting spaces
D Loneliness

[j Public Transport

[ ] other: i

11. If you chose "other" please give brief details

12. 9. Which of these challenges are the most important to the wider community?

Check all that apply.

D Access to emergency health services
[:| Access to health facilities

[ Internet and wifi coverage

[ ] Lack of community meeting spaces
[ Loneliness

|:| Public Transport

[ Other: e

https://docs.google.com/forms/d/1XISNBE72EAHGxwz5vZMbEbYV IGSKWIKFLr5sMmBnxl/edit?ts=6798ef56&exids=71471476,71471470 57
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13.

14.

hitps:/idocs.google.com/forms/d/ 1 XiSNBE72EdExwz5vZ MbEbyVIIGESKWIKLrEsMmbnxl/edit?ts=6798ef568exids=71471476,7147 1470

10. What do you currently do to support your health and Wellbeing? Please

check all that apply

Check all that apply,

[ | Culture eg Art, History Society
[] cyeling/Horseriding

[ ] Exercise class

[ ] Friendship groups

[ ] Hobbies/Crafting

[ 1 Learning/Studying

[ | Social group eg Age Uk/ Scouts
[_] sports Clubs

[] Volunteering

|1 walking/Running

D Other:

Cranleigh Villages Group Survey

If you chose "other", please give brief details

This content is neither created nor endorsed by Google.

Google Forms

67
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https./fdocs.google.com/forms/d/1 XiSNBE72EStGxwzbvZMbEbYVJIGEKWIKILrssMméEnxl/edit?ts=6798ef56 &exids=71471476,71471470

717



21e[dwa] pue aouepInsg sisAjeuy 19ssy Ajunuwnuo)

“abe[jIa JNOA ui papasu S| Jeym pue a|ge[iBAE SI Jeym Jo sisAjeue apinb o] anes Aew ng ajejdws) aanduosaid e jou si siy|

"|eoiuo si sdnoib paseq-Ajunwiwod pue AUUNLUILLOS ay) yum Juswisbebug

"sue|d wus}-Buo| pue suim yainb ‘Juepodus ‘Jusbin jo swisl Wl asnuold ‘Snooy 10) SESIE pue papasu suoijoe Asy Aljuapl ‘sisA[eue JnoA woid

"2184] aAi| oym ajdoad Jo saAalj oAoIdWl 0] 81Ny 8y} Ul papadau

St 1eym pue mou sey abejIa JInoA Jeym Jo Joysdeus e yiim dn pus {im no) "aining ayi Joj Bupew uoisiosp pue Buluueld sousnjyul digy pinoo

yolym uonewloul Buge]oo Ag sdiay siyl IoUNOY ystied JUeAS|al Yoea Ag JN0 pallIed aq 0} pasu [IM (YdyD) SisAleuy ue|d 19SSy Apunwwo)) y
"ssojpus si bulegjem

pue yjesy onsijoy Buissaippe Ag sa1n1as yjesy AIo)Niels WO S93IAIES S0UBHUS PUB YHM S)BI0gR[0D 0] SSIUNLULLICD Joj [enuslod ay| e
‘fenuessa ale (saljijenbaul pue uone|osi pue ssauleuo|) aoel am sabusjeyo
3y} Jo swos Buipjoe) sjiym ‘Butagjiem |ejusw pue [eaisAyd Sujowold pue 8jdoad Suinoddns ul sdnoib sisy) pue SSuUNWILLIOD JO SAN[BA 8L s

abejlIA InO0A Jo sisfAjeuy ue[d }9ssSy AJunwiwios) e Jno bBuiliien

Buteq|iom 3 UlesH sabejfiA ybiojueid



21e|dwa] pue aouepingd sisAjeuy 1955y AMUNWIWOD

podsuea) aljqnd
alnjonJyselju|
abfemsg ©
Buipooj4 ©
}9UJ33uUl pue SUOHE2IUNWLWOo9|9} ‘Wodsuel}
‘swaysAs peou ‘uawabeuew Jajem ajsem ‘Buisnoy
saiond Bupoiyuod pue puewsp ybiy jo aoey sy
Ul — siaqiosald [BI100S/SI3pIAOLd YleaH Yim juswabebug
Apjeg Munwuwion

Buipunj 0} ss802y

s109loid alnionaselju|

pauy Bop ainoag

uodsuel) Allunwiwo)

Buteq|iom

san|1oe} Aleiqi

s)npe

abe Bupiom ‘sidoad ispjo ‘UsIplIUD ||BWS ‘SBljlwie)
BunoA ‘sidoad BunoA ‘B'@ — spesu pealejel-abe |y ©

:sajdwexg “Ajunwwon

jeoo] JnoA yym uoissnoasip Joj 1o ssaiboud ul - syosloid

UolJBWIOJUl 0} SS22Y

0 0000

(seidwexa) sjeaayy

(se)dwexa) saiiunpoddQ

Bunyiem sjes
SHJOM]BU |IBl 0} SS90y
diysiaumo 1en
sajnol aj9hD
sanoisng ©
Hodsued]
sanss| uonejndod
Auanoe pajejal dnolb Ayouiw ‘(suoisses
Aeid » Aeys ‘saasinu ‘sqnjo YinoA Alaioe pajejal
-obe ‘Jodsuel) 0} S$800E ‘aled |BolpsW 0] ssa00e ‘B'e  ©
si0}oe} Bunigqiyul Aue - JnoAe |eaydesboan
sdnoib Bulules| Jayio ‘sabajjoo pue sjooyoss ©
uoneanp3y
uoleLWIOJUI [I2UNO0Y) YSLied ‘UoiewIojul
|eo0] 0] sS9298 ‘abelanod 1M "B 3 uonedunwWwo
sdnoub
uonje|ndod Jejnoiued Joj saniAloe jo abeuoys Auy
S92IAISS 0} SS90y

o 0o 00

salji|ioe} aied Aep ABBop pue saonoeld Aieuliajap
sauizeBbepy ysiuied pue eipajy |e1oos
soje|ld ‘eboA ‘sasse|o sslolexe ©
sjuawio|e ‘Bujuspieb ‘sdnoub Bupjem o
ssaull} pue suodg
spays s,us|y 'sgno uoayoun) ‘sdnoib yynoA ‘sdnoib
Jooyos-aid ‘ssadoe ‘Aousanball ‘sgn|o jooq ‘sdnolb
‘sojeo Ayunwwo? ‘sdnolb sue ‘saquso sue ‘B'e o
|ein}jny pue [eI20S
Sa2i10
1S0d ‘sjueinejsal ‘suonje}s |ojad ‘sajen ‘sqnd ‘sdoys
saoe|d yons e|A pasayo sdnoib poddns — yiiey jo saosejd
sasuag/saiasinN Aeq

a|doad |ea0|
Joj saijijio.} pue SaljiAloe — sqn|D [el1o0g Jo/pue spyodg  ©
o0y
pe 10 yoam ay} ybnouy; seiiaioe — |jeH abep ‘B'e o
sBulpjing

(sejdwexa) sassauyeapp

(sajdwexa) syjbuansg

(1ean3110 si ajep — awi) uil Joysdeus e aq 1a9Aa Ajuo ued 31) AAAAjwwpp :uayeuapun sisAjeuy uejd }J@ssy Allunwuwos ajeq

"2injnj 1o} Uuoisip pue sabuajjeys ‘ssnuap ‘sanijioe (abejjip)




SZ0Z 3unr 61 palepdn

‘painsua sj uonejuasaiday [19Uno Ysued JEY) 0S adio ay) 4o fndap ay) Jayue yaje nof ey ainsue asee|d Buneaw e puape Jouued noA |

pines Ayen

18jA ] euamoy

JajA| eusmoy

Jadsejn Aoy
qBM O

uewsaay ueug
abpuaing y
I1eg 8

sajh] o ‘pussumo] 3 ‘A|Inog W ‘UosLIOp v ‘uesiouyaiN H ‘eBpuqing ¥ 'lileg g

abpuging o
SEjOYIIN
Ainas w “AgqoD L

=M O ‘abpuging o

L)

1=y_M O Alnos I
abpuging o
Aggop L

abpuging o
124eM O

uos|oyoIN H ‘@bpuging Y

12[EA D "SEIOYIIN O

siaquewt Juapuadapul ¢ + S10j|Iouno] Z - fAueyn ynws Luay

peaT ynoA

112uUnoQ YInoA

|eueg unay g Aapy
winiod a|oAn Aspasepy
Aea ra

puaye o3 y19]9 snid 1119 | (Kspanepy) Bunsaw j1suno) ysued pue umo|

aoljod Aaung

oS

shapmoy

feq 20oueiquiaway
HIOMIBN SUOSIad 18p|0
anuay ainsian

jied ajmouy

Hpny jeusajuy

Jayiem 0 Aued Bunpiom 00 128ns YBIH

Aouesep ANDVD - HaMED

UOSIIOW dnosg Mosiapy pjojsung

SE|OUDIN O ybiajueln uoneunsag

Uos|oyoIN H ybBiajueln Ajpuau4 enuawag

SEIOYOIN O yajepm poousnoqybiay ybie|uesn

Ajnag W qn|D sepudjieA ybiajueid

13jA1 Y 'puasumo) 3 dnosg Bunjiomgan ybBiajuesn

abpuqing ¥ Kieiqr ybiajuesy

abpuqing ¥ 1sn) abejuey yBrejueid

Alinos Wy Bulaqlam pue LieaH ybiajuesd

abpuqing o pung funuiwog ybiajuels

SEJOYDIN O dnoig uosiely a|lL pue yoaug yblejueisn

Alinos W anuay spy ybisjueld

153M N peaT ebueyg sjewy s

Alnag dai qig a2lawWWwo) Jo Jaquieyn

JAIBSBY 49AI8Sq0 SHIAHISHO 1IINNOD HSIHYd

UBLLIBYD 32IA .

ueuuteys ,

1S9/0 Hew

43N |BAN NID

Ja|AL euamoy

pUssUMa] ZI

123jepn anD 1S3 BN LAlNog 2sen

134IBM BAID J3AL Busmoy JA3HEAN BAID UGS|OUIN YBULEH

JeRiep BnD Alinog osep JSBM Hepn Alinog asep pussumo] 2|7 SB|OUDIN SABQ
19]A | BUBMOY LSE|OYaIN 3AB(Q J3jA) euamoy UOS|OY2IN YeuuBH Jajh) Buamoy UOSLLIOW UB[Y|
puasumo] zp UOSLUOW uejy Ajnos auep SE|OYIIN anreq Ajinog 2uep Aggog Joasi
Ajinog ouepy «Aqgog Jonal] UOS|OUYIIN YBUUBH «.2Bpugung Alewsasoy .-SBIOUdIN 3AB(Q abpuqing Alewasoy
SE[CUIIN 3AE(] abpuging Alewasoy L3Bpuqung Aewasoy Jauuag asien Aggon Jonss nauuag alie|n

1sanbay ss832Y 193igng

{21 "Xe) sepIuiog
jessy g Apadoig

{5 XEN)] eopwwon

[euuosiad

Z1 XEp) 9enIumoy
Buitueld

{Z Xep) eopiuwion

soueury

S2/v20Z_S310049 3AIS1N0 NO SHIAHISHO ANV S3ILLINWOD ONIONVLS - TIDNNOD HSRIVd HOIFTINVED

[PUNGg 4sHeq




N0 AUUN" MMM "pOOK) 104 "SBIIUNWWOY J04 "sassauisng 104

uoljewioul ueliodw|

JUNO22Y Jualin) ssauishg

saJinlead A9)]

s ea s \m_c:




"SJUN022Y sbuines
Jo abueJ JNo 0} SS820. YIM ainin} 8y} 10} ueld "Ajuo Buolales
ueo| 1o} Ajjeoiioads paniesel pue 8.} S| 1eyl ‘saljjioe) pajwl yim

obuUEJ JUNODO. JUSLIND SSBUISNG N0 UIYHM JUNODO. () J1| B IS0 S\ e

"sjusLUAe Je1se4 Ying pue sjuswiAed [euoieussiu] ‘sjusiied
pien Bundeooy ‘SOvg Se yons s8d1Aes jusiAed 0] Sse20y

"SUOITEPUSLLILLODAI JO 82IAPE 10} SN UO Ajal 0} pajliius 1ou

'S99 AjuluoLl 1usiedsues ‘e|geloipa.
$ AL ! 1 oldEbed 2Je NOA pUE SISLLIOISNO JNO O} SOIAPE [BlOUBUL 8PIACId JOU OP A7 e

"9011 O 1S0d 8y} 18 Ajuo Yseo Jo ‘(pue|al| Wisylion)

jueg Jais|n 10 (puepoos) sgYy ‘(seiep pue pue|bus)
1SS/IBN 18 18041s-Ubiy 8y} uo senbsyo pue yses ul Aed ‘211U80 9JIAISS JOSLIOISND PasEq M B 0} SS82JY e
‘SHL| [EUOROBSURI} JOS PUB puads Jap|oypies ebeue|\ diysuonegy B pajeoo||e 84 [[IM SJUNOJJE € J81] e

Jojuow 01 NOA SMoJje SIY ] uoinjos pJea abieyd s Auun
sI yoiym ‘paen Aeqiinin arelodion Alun syl 0} Ssa0y

"8|ge|iene pJed 1gep ON e

:uonewioju] yuepioduw|

‘uoieoljdde JuUNO22Y UBLINYD ssauisng Aue aulosp o} bl
81 9AJ9S8l M pUB BLISLJD UOISIO8p INo 0] 109[gns 848 SJUN0J2E ||y

‘uonesiuebio JNoA mouy| 0} 326 01 awi} ay} ayel

OUM LUES]} PajedIpap JNo WOJ) 90IAJSS JOLIOISND [BUOSIed
‘BupjuBg SUIUO “JaAOUIN} JUNODOE. JO anjeA ayl uodn paseq paulwialep ale yodiym

Buisn a|qe|ieAe SjusLAed Jo uoresuoune ajdu} pue [enp sye; Buioud @24yl YliMm JUNoo2Y Jusling ssauisng auo sispo Alun

‘9|BuUIS UM SS200B //fZ YUM Suljuo Junodde InoA abeuel) .__.Os_uo.‘_n_ SIU1 INOQE UOIFeWLIOU] _m._wr_mm

:AlewwnS sopinoid pue JUNOD2Y JUaLIND ssauisng Jno
10 sainyea} Aoy ay) surejdxa Juswnoop siyl

JUNO22Y JUd.LIN) ssauisng




‘umelpiano Buleg wouy dn
SpJINg 1Y} 1S8481UI 8Ul UC pue ‘Ag UMBIDIBAC 81,N0A JunoLwe au) uo 1seiaiu) Aed ||,NOA feak B 1o} UMBIPISAO 21,noA 4 Aed |1,noA 1s8181U] JO B1RJ BY}L 0} JusleAINbS sI SIY] @jeY [enuuy juseAinbg

1uUnoooy Buioiaiag UBOT (1 2y} UM ajge|ieAe 10N ,

‘palinbai si (juswAed oluono9ie AQ) 00ST

j1unoo22e ue BuiusdQ
10 1sodep [eiiul Ue pue wuo} uonealdde s Anun Buisn suljuo pauado 8g 1snLU SJUNODJE ||

'sebieyo pue
S99) [EUONOBSURI] |[B JO uolieounou-aid AJUIuoW B SA190a) OS|E [[IM S|UB] € J8l| pue g Jal| Buisn siawoisn) Buibieyo jo Aouanbaig
"SUOIJOBSURI] S,Uluow snoiaald syl uo paseq Ajyluow pabieyo ale sese) JUnoade ||y

|re1ep 40wl Jo) G abed 89S "JLEB] PUE JSAOUIN] JUNOOOE [enuue JNoA sobieyo

uodn paseq AJeA ses) [euoioBSUEB)] "Yluow Jod g3 JO 98} B Sey JUN022Y juaung ssauisng ay | pue s99j} |euoljoesued

"%6E°82 JO L HVT UB YUM “94Gg JO 8Jel [BUILLOU € SI 81el SHelpiaAo

Yelpiano pebBuelieun ay] “eusio Aljiqibiie 01 10alqns pue 1senbai uo sjge|ieA. aie syeiplono pabuelly pue jsaiaju] ugaqg
%000 1SsJ8lu| ypaJd

1UNO22Y JUalINy ssauisng SWEN JUNno22y

uoniuyaqg Atewwng ABojouiuiay

MBIAIBA0 JUNODJY — Sdinjed] A9



"UOITELLIOJUI ©JOW 10} STIOIIPUOY) pUe SULI9] [elaUar) 995
‘5A6 LAM I[BYUSJIIM PeoY AJelaueld €612 Xog Od Yuegd 1snil Ajun 138 Sn 0} Sjum Jo

S]EPUBLU JUNOOJE 8U1 YLIM 90UBPIO22E. Ul paubls uononiisul pauueds e Buiyoele YN od°Ajiungsn
1e sn |rews ases|d 1UNo2o. JNOA 8S0j0 0] "aul} AUB 18 JUNODJE JNOA 8S0J0 UBD NOA

junosoe buiso|n

"S89] 1UNoooE AuB pspunial 8q 1,Uom noA

‘aLu SIY] JeLB JUNO0D9. INOA YOUMS 10 [90UeD NoA }| "SUCIHIPUOD PUE SULI9] [eiaudn

8] paAieoal NOA usym Jo JUnodoe JNoA pauado NoA a1ep 8y} Jo 481e| au} Jo sAep |

UIYUM JUNODOE JNOA 8S0j0 0} JUBM NOA sn |[8) NOA 1Byl papinoid paultes aaey noA 1sassjul pue pied
aABY NOA S88) JUNODJE AUE SE |[oM Se ‘pauinial Asuow JNOA aABY pue JUNodoe JNoA 8sojo ued noA
‘11 JUBM 1,UOP NOA 8pIoap PUB JUN02oE U} pauado aAey NoA Jale pulll JnoA sbueyd noA J|

poued uonejjeasuen

‘Aidde syoeyo Buiueslos piepuels pue uolesiuebio peseq N e Aunqibig

uouyag AMewwing ABojournuia)




wgz3 mojeq
[[B} 10U S80p Janouin]

S8A

HUE|
99IAI8S piepuelS 995

suoljoesued} [enuep ‘g
siuswAed Jaise g
suawAed palewolny °|

xSedA} uonoesuels;
sso.ioe pajeijobau 102
uoloBSURI] [ENPIAIPU|

yiuow Jed 93

Luoljiw
23 9Aoqe JaAouan]

“SUOIIPUOS-PUE-SWIa}/ )M OO AJIUN MMM }E 3|QB|IBAR UOIJBLUIOI BI0[A,,

‘pouiad yiuow-z| B Ul ‘siajsuel) [eussiul Buipnjoxa Junoooe 1noA ojul paaleoal sjuswAed JO @NnjeA [B10] BU3 S| JaA0uINL,

Wwz3 peooxe
10U S90p Jaaouan|
ON

Hue|
90IAJ8S pJEpUR]S 998

uonoesue.l]
[enpiaipul Jed dg|

yuow Jed 93

suoljjiu g3 g

30013
usamiag Janouang

0013 PooIXe
10U S0P JaAouIn]

ON

Hue|
80IAJ8g piepuelS 995

a|qeoldde joN

Yiuow Jod 93

210013 MoOj=2q JsAouin]

'8|qe|ieAeun
Bunjueq Aep o3 Aep
‘Buioinles ueo| Jo} Ajg|os

S8A

Huel
92IAI9S pPJEpUBIS 9989

a|geoldde joN

o8l

Buioinieg ueon

SUOI}OLI}SaY JUN0JOY

Jabeuejy diysuonejeoy

«wSabieyo
pue saa} Jayl0

«xS994 [euonoesueRl]

294 JUNo2oy

uonduosaqg 994

" JoAoUIN} JUNoo2e uodn Juepuadap jes si Buioud aiaym JUNO22Y jUaLIND Ssauisng auo J3}J0 SN\

S99 JUN022Y — sainjea] Ad)Yj



9

SUOHIPUOD-PUE-5WIIa]/5MTOS AJUNMMAM 1iSIA 95e9|d s8o1n8s JuswAed s Ajun o} pajejes sebleyo pue s89) Uo LOHELLIOJUI S10W 104

*sjunoooe Buioialeg ueoT 4o} s|gedljdde jou aie sainjes) assy L,

"SJUSWIAEd-PJIED-DUNdsdde/ 3N 03"AJIUN"MMM

sjuawifed pien bundeoso
JSIA UONBULIOJUI 840W o "sjuswied pieo jdeooe siewolsno djey 0} uoAeg yum paseupned sey Anun : d p1eg DUl L

‘8|ge|lene se
UOOS SE JUNOJ2E INOA 0} pPapaI0 ale spun4 "sjuswAed SqyHD Jo 1dieoal ey} spoddns Ajun SdVHO
‘9|qe|leAR SE UOOS SE JUN029E INOA 0} pajipalo ale spun4 ‘sjuswAed gOvg jo 1dieoas ey} spoddns Ayun sovd
‘JiIe] sejes pJepuels JnoA yym aoueplodoe ul pabieyn sjuswied Jo)se4

"JUNO22E Jl198ds INOA 0} SpuNy JNOA 8IN0J UsY} [IIM am sjuswAed |e uo siy} Ayosds 1snwi NoA

Aoua.uing ubiaio
"sunoooe Alun jje Jo} (Ndl) Jegquuinp Junoooy yueq [euoijeussiul auo sey Ajun

‘sAep Buppom Q| ulylm nok o1 1uss AjjeaidA3 eq |im pue jsenbai uo sjgejieAe ale syooq ul Buifed sdijs ypain

"youeiq SgY Jo 1s8pEN Aue Je paysodep aq ueo senbayo pue painbai si diis ypaid anbayn

"90IAJSS SIUL 4o} JeisiBal 0} S JOBJUOD asea|d "(Pueal) ueyuoN) Mueg Jais|n Jo (pPueioos) say

‘sefepn pue puelbul) ISSMIEN ‘@010 150d Aue e pajisodap g ued Yseo pue paiinbai si dijs §palo v D

uoljuyeq E.mEEzm, e ABojoujwia)

sjuswied Buiniaoay

LSOJIAIBS JUdWAed — sainjea A9y



SUONIPUGS-PUB-SWI8] 3 Moo AU MMM HSIA asea|d seolales uewAed s,Ayun o} peye|al sebieyos pue 93} UD UOHEBLUIOMU 8loW 104

‘sjunoooe Buloinieg ueo 1o} @jgeoljdde Jou ale sednjes) asay] ,

"Ajeyelpawwl .
pasesjal aJe sjuallAed “1senbal usplim uo panss| ate syuswiied e ‘sjuswied S4yHD spoddns Ajun SdVHO
SjuauiAed-a-ssaulIsng N oo AJIUN MMM
USIA @ses|d uoieULIOUI 0w J04 ‘sjuawied-o Ajun Buisn ajgejieAe ale SeojAIes neaing e
‘000L OFL SPE0 18 SN 10BjUOD 8seajd UOIJeULIOjUl 810w 104 "1S8pIEN Ag pepoddns st SOvg 0130210 e sovd

"SOOIAISS Neaing SOV Pue saoiAles SOvE 0} 10a4lp spoddns Ajun

‘(Rep Bupjiom Buimoljoy 8y} Juss oq |Im wdoo'SL
Jeyje suewAed) ‘wdgo'g pue wdpp'gl ‘Wego 0L o4e sswi Jjo InD ‘Aep yoes paaieosl ale sjuswied sjuawied Jaise4
2I9UM SMOPUIM JusluAed Jeised € sey AU “YuUe) Sejes pJepuels JNoA yum aouepiodoe ul pablreyn

“JopIno.d sjuslABY [BUOIIRUISIU| S} SB UOolUN WIg1sep sasn Ajun Aouauing ubiaioy
"UOIJBLLLIOJUI 940W J0} PiEd-AedijNi-a}ei0di09/3N 00 AJIUN'MMM 995 o
‘paen) abieyn Aedniniy eyeiodio) e siayo Ajun ‘pied Ngep B aABY 10U Op SJUNOJJY jualing ssaulsng pE93IGSC

'sAep Buppom QL uiyym noA o1 jues AjeoidAy aq |jim pue jsenbal uo e|qe|ieAe ae s)ooq anbsy) anbayn

:u_.v_:_«_@n Aewwng

sjuawied Bupjep



ON SOA SOA Buues|n anbayn

SOA ON ON uoisinoid uion

ON SBA SSA s|[emelpyim yseo

2+ Aep usodaq 2+ Aep ysodsqg 2+ Aep usodaq Bulies|d ysodap ysen
SOA SBA SOA sjisodap yseo an2oay

901140 1sod jueg 121sIN Sgd/1SeMieN

‘JJiIE] 99IA19S PJEPUB]S pue SUOIPUOY) PUE SWAaL A0 M3IA 0} 3210 ‘sawl} Buies|d [eaidA; syybiybiy mojeq ejges ay|

se|eos-awi] Buues|)

‘(€ J211) 000°000°23 UBY] @J0W JO JSAOUIN [BNUUE UE SABY 1By} SJUNOOO. J0) O|ge|IBAY JebBeuel diysuolejey

*000L 0L S¥E0 UO SN |82 8sea|d "941us9 JOEJU0D pased-Lueybullulig JN0O SS900. UBD SISLUOISND (Y anusD 90INISS JBWoISND

"JUNO22E SIY} UO 9jge|iene dde a|iqow ou Si 818y} Jeyl S}ou ases|d "SedIAIss

SOV 01 8qLOSgNs Osfe Ued NOA "sHga( 10aiiq pue siep.o Buipuels ebeuew pue ‘sjuswied Jsise) 3ng
pue g|Buls axyew ‘sjuswuaiels [eubip mala ‘sebessaw 8inoes sn puss ‘sunoooe sBuiAes pue Jusuno

[[B M3IA UBD NOA "spaau Bupjueq Aep 0} Aep InoA Ajsires o1 Ayjeuonouny [eubip jo alins e sey Ajun

Bunjueg 1owiL1u|

sjusawied Buinieosy

JUNO22k JNOA Buisn — sainleaq A9



‘g0ueJa)al 8imny 1o} 1 ulejal pue A|[njeles uoneLLloul Jueliodw S|y} pead esea|d
*81ISgeM JNo uo Wil Aue e NoA 01 9|gE|IBAR S| UDIIEWIOUI SIYL

uoljew.iojuj |eiauax)



oL

M0 ApUN'Mmm sn HsIA @ MnooAuungsn :sn |lew3 P4 0001 OFL G¥EO0 SN |[BD 7 :SNh J0BJU0D

2bed sjuiejduiod pajedipap Jno
peaJ ases|d ‘MOoYy 1IN0 pul 0] "SUIB0U0D INOA INOgE SN |8} ued NoA
‘sjonpoJd 4o 821AJ8S JNO jO 108dse Aue ylm paljsiies Jou aJe noA j

uiejdwod 01 848ym pue MoH

¥N oo Aliun'Mmmm

Bunisin Ag Aepoj uoiesijdde unoA Lels

'9¢09 .61 0080

uo auIq 1geq sseuisng buyjjea Aq Jo Buljjesunoo-1qap

7 O AJIUNMMAM — 8}ISJOM INO JO UO[}O8S S8IAISS U] Ul
SaI)NOILIP [BIDUBUIL JNOJE UOIJBLLIOJU] 9I0W PUl} OS[B UBD NOA

"000L O%L G¥€0 UO SN
Ileo Jo tebeuey diysuonejey JnoA o} yeads ases|d ‘seoueul)

InoA BuiBeuew Jnoge uoleWIOUl Bi0W 8| PINOM NOA Jj

sannoRIp [e1ouBUly

"sjuswielels ssalladed
01 UdUMS 0} SN JOBIUO0Y "9|ge|ieA. 3l Asyl uaym SIS 4o jlews Ag
noA AJI10U ||,2M puB SJUSWSJBIS SUljUO dA908. 0] 9S00YD UBD NOA

issejieded oy

§N'Bio pieoqSpJiepueISBuIpusS| MMM
18 paulelqo @g UBD UOIIELUIOU] 810N

"(seamonus diysieumo passhe) Jo a|dijnwl ‘SBasISN0 YIM sassaulsng

‘ajdwexa o)) ain1onys diysiaumo xa|duiod B aAey Jou S80( e
‘pue ‘(sexe] pale|al JOAOUIN] JAYJ0 PUB WA JO SAISN|OXS)
JeaA [elourul }SB| SH Ul UOI|IW GZ23 01 dn JO JeAou.n) [enuue Ue aAeH e

:Buipus| Jo uiod a8y} 1B yoiym sassauisng o} Ajdde siswoisnd
ssauisng Jo} @onoeid BuipuaT jo spiepuels sy} Jo suonosioid ay |

'9]0A2 8}l 1onpoud aiijue syl Inoybnouayl siewolsno eyl Yyum |esp o}

peloadxa ale swuly patsisibal Aem sy Buiulino N ay3 ul eopoe.d
Buipua| poob Jo} Mewyouag ay} 189S Yoiym aojoeld BuipuaT
1O spJepuels s,pieog spJepuels Buipua ey 03 sataype Alun

‘A|dde Suoiipuoc) pue SWIg] pue snjejls
01 199lgns aJe SjUN022Y JuUalInNg ssauisng |V

uoljewiiojul Jayling



LE

sunoa0.d

SOS] N OO"AJIUMMMM 1ISIA
ases|d 9|qibij@ 24,n0A §i 1IN0 pulj O} pue UOIjeLIOUl SioW 104

‘awsyos asiuelend 1sodsep s )N 8y} ‘eweyos
uoljesuadwon seoiAles |eloueuld 8yl Ag 000‘GR3 JO |el0l B
o1 dn pejoajoid ale yueg isnJl AHun yum susodsp Jnok
‘o|q1Bije J| ‘peloeloid ate sysodap INoA jeyl mouy 03 poob s i

aWwiaydsS uoijesuadwon SOS4

JILNVHVNO
HOLIMS

LNNOJJY LNIHHND

Ipd aajueIenH-[o]IMS-JUN0ooy-jualiny/speojdn
JIUSTUOD/ SN O3 AJIUN MMM 1iSIA UOIJELLLIOJUI 810W O

"sajueienb Buimojjo) sy} 1840 am Japinoid

1UNO22B-1UBaLIND MauU JNoA sy ‘sAep Bupjiom USASS aXe}
Ajuo |im 3| *Aem aa.j-ss8.1S pue a|geljal ‘e|dwis e Ul Jayloue
01 A18100s Buip|ing 40 Yueq Suo WO} JUNOJJE 1USLIND INOA
UOUMS 0} NOA SMOJ|e 921AJ8S YOUMS 1UNODDY UaLINg ayl

o9jueIENY) JISY2UMS

uoljew.oju] yueliodwj -
JUNO02JY Judlin’d ssauisng



SHIWOLSND
ss3NIsng

J21LOVid
ONIGN31 40

SAQYVANVYLS

asi

"90IAP. 1g8pP

29} 10 s|ie1ep apinoid M am ‘ereudoidde aisypp “suonnjos
oiewBeld pue s|geuns Ajuspl pue Al 0} SSOUBISWINDIIO |[BISA0 aU}
pUBISISpUN O} %89S ||IM M ‘Sal}noulp saousuadxs ssauisng JnoA J|

"goueLUIoped Sssauisng 8y} Jojuow 0} alinbal |Im am
uoiewloul Jo Aousnbaiy pue adA3 ey 1n0 18s AUES|O [[IM SAA

"}l O] payoe]je SUORIPUOD [eLisleLl Jo sjueuanod Aue biybly pue
Bunm ul Buimoilog Ssauisng JNoA JO SUOIIPUOD 8} LLIUOD [|IM SAA

‘Rem s|gepuelsiepun Yea|o e ul Buimouioq Aue poddns o}
aAey Aell @M suUOlIpuoY/siUsWBlinbal Aue N0 18S |[IM ap)

"UoISIOap ay}
[eadde o3 1ybLI 8y} aney NoA paulosp si uoijedijdde JnoA §|
"9oUBUY JO

$80.N0s aAljeulB)E 0] ‘Sleudoidde alaym ‘[elisial e apinoid pue
Aym urejdxe |Im am ‘uoneoldde JnoA encidde o3 9jgeun aJe am §|
‘Apusiole uonesldde JNoA yum [Bsp ued am ey} ainsus o}

diay |m siyy jo Junoooe Bupje| “uoneodldde ue poddns o] palinba.

SJUSLUNDOP 8Y1 U0 uoljewlojul Juoidn Yes|o apinoid [[IMm Sp) e

"Sp@8u ,$sauIsng JNoA 1o} 1s8q SI Jeym aplosp
uBo NOA 1BY] OS 8|gepuERISIepUN PUE Jesjo SI }Iom Aoyl moy pue
sjonpoud Ino 1noge apincid em UOIBLLIOLUI [[B TBUl SINSUS [IM SN e

‘seuw |[e Je Ajqeuoseal
pue Auie) ssauisng JNoA 1eadi pue Ajgisuodsal pus| ||Im SN e

"AjdIe) pajeaJ] aJe S19Wolsno Jno jeyl
Bulnsua 0} JUsWWWOoD B Buneiisuowap ale
aM ‘spJepuels ay} 0} Buusype Ag "siawoisno

ssauisng 4o} @211oeid Buipua Jo spiepuels
3] MO||0} O] Pa1IILILLIOD SABY dM J3pUd| B Sy

SJ19W0]1SN2 SSauIsSn(
JNo 0] SuUaWIHWWOoN JnO



el

2 noA djay o1 Aem e pulj 01 8jge aq
mE LM SI 1 Ajayjl 810w 8U1 ‘SIyL op NOA Jsuoos ay| 'sannaiip Buioususdxe si 1o ‘@ousuadxe o] Inoge aq Aew ssauisng INOA
‘o1ep 01 dn splodal Jno dosy ued am 0s

[] SeA
‘010 sdiysiooalip/diysieumo ‘sjdwexs 1o} uni S| sseuisng JnoA moy ul ebueyo e si a1ay} 10 sbueyo S|ie1ep 10BIUO0D JNOA

11 MOW)Y Sh }3] asea|d

"sh yum yonoy ul 186 eses|d ‘b 1,usi BuiyiAue ji

s9
L1 S9A ‘a1ein2ok aJe Aslj) 8INS SYEBlU 0] SPI008l/SIUBLUSIE]S JUNOJJE SSsauIsng Jnok 3oeyo A|njese)
[] SeA "UOIJBLLIOLUI [BIIUSPLUOD Buisnsiw S| 9UOSWOS JI 9|qissod Se uoos Se sn (8
[] S8A (s)1unoo2k UNOoA 109104d pue pnel} Jusasid djsy o1 uonewojul A1uNoss Aue Jo ajed ayel
i ‘soueLLIOpad Jojuow o} 1senbal
] Ajgeuoseas Aew em yoiym uoneulioiul Buipinoid sjduexs 1oy ‘sn 0} Sey } sjuswulituwod Aue sulejuiew ssauisng sy jey |
st 10} BuiA|dde ase
o noA 1onpoud Jo edA} ey} pue sseulsng JNoA Jo spasu ay; 4o} ajeudoidde si siy) aieym ‘@olApe [euoissajold yees NoA 1.y
[] SeA "1onpoJd JNOA Ylim paleioosse SUOIHPUOD pue SWwis) syl pueisiepun noAk jeyl ains axew o]
a5l 'sn yum sbuijesp
U InoA ur uado aq o1 pue Jo} pajjdde 1onpoid sy} pioye ueo sseulsng sy} Joyisym noge Ajjnjaie Muiyl 0} NoA 3se s\
[] S8A ‘Ajeun pue ayeinode si diysuoneal Jno Buunp sn 01 apinoid noA uonewiopul e 1ey |
0] sox "sn joelu00 asea|d ‘suonsanb Aue aaey Jo ainsun aie noA §|

‘uoiesiidde ue sse20id 0] PasU [[IM 8M UOIFBLLIOUI TBYM X294d s|gnop noA uoieolidde ue Bupfew oy Joud ‘yey |

:NOA JO )se am Jeym



YN 00 AjUN" MMM

*POOKY) 104 "SalUNWIWIOY 404 "S8ssauisng 40

G2S0 S28N

‘sesodind Aurenb pue Bululel) ‘A1inoss 10} paioliuow ag ABL puUB pepiodal aie s|[e)

“pZlel2| ‘ou se[ep pue pue|Bu3 u| pasisibey ‘grg Lg ‘Weybujulg ‘eoe|dAs|pung Jno4 :Bo10 peleIsibay 045702
18quinu iapun Jajsibey S82iAI8S [BIOUBUIL S} Ul palajus siyueg 1sni] Ayun Ajoyiny uohe|nbay [eijuspnid au) pue
fiouiny 19npuoy [eloueUl 8y Aq palejnbai pue Ajliouyiny uoiie|nbey [enuspnid ay) Aq pasuaLine siueg isnil Alun

¥N°"02°Apun :je sainjea ] As)| JNO PEOJUMOP UBD NOA

@ > K







Acud 3L 1) (ZEPELE] ATLEUINY 12nPUDD [BIDURLILY BUL Ag Pa1einBal pue pasuoLIng & paiil JuswaBeuep 1255y siuBisu) (9644 P60 Jaquinu Auedwod) paliwi wawabeuep 1355y swbisu) Jo aweu Guipedy e sisuBisu | SZOE 1Y LA

‘sBulAes J18U) UO 1saIe)ul 810w ules 0} wiopeld siubisul ayy Buisn suonesiuebio pue seilieyd yn uior

Op NOA Sk paey se
MI0M sUIpunj
INOA YR

7 SINDISNI

JYNHO0YE L1408d-404-1LON



‘uonoeloid §9SH Ag palanod ale syusodap a|qibi3

"9AI8S NOA saniuNWWoD
ay) woddns o} Buipuny jeuonippe Guipiaoid ‘sBuiaes JnoA uo 1salejul alow s1eseusb
pue s aonpal noA djay ued sjunodoe Jisodap 0} ssao2e InoA Bujuapeo.g

*sa112100s Bulp|INg pue s}ueq uasoyd A|njaies JNo wolj sjunodoe sbuines aannadwod
JO Uono9|as apim B ssadoe ued uolesiuebio unoA ‘'uonesydde ajbuis e Yl

almn4 syods ysimoos
aoueUld JO pesH

CATreuolssajoid pue Apoinb
POIdMSUR OI0M pey dm sorIonb
Aue pue osn 01 pIemIojIysrer)s

st wxonerd oy,

7 SINDISNI



¥ samales WawAed Jo uoisaoud agg ) [Erbela) AUDYINY 19NRUCD [EISUBGL 8yl Ag pelBinial puk PASIOUINg 51 Paii awelsual 1essy sBIsy (9677 7B0 Jequiny Ausdwe:) peyui Wswabeaey 1955y siubisu) o awed Bupen e st siubisu; | GzZ0E iudy LA

“unoooe sBuiaes
yoea 101 swLof uoinesidde aidnynuw u) [ Ajpereadal ol pasu sy} Buneuuls 'souc Buipieoquo
uBnouyy ob o1 pesu Ajuo no) "ssadoid Buipieoquo au1 Buulweens Aq sl saaes siubisu)

U] 8AeS

soneloos Buip|ing pue syueq a|dinl SS0I0E SAAISSDI
s,Auedwos INoA Buipealds Ag LUonesiiisIaAp sueq asealdou) pue abessaod §0OS4 soueyuy

3SL Jueq sanpay

‘spasu Aupinbi] 28U U3im aulf Ul Spunj i19yl 01 $$8298 BUlINsSUS ajiym suInjal

ll9 paseslaul sjuans "uloneld Jno ue siunodoe sBulaes Jo abuel epim 8y $s0Ioe paode|d
susodep Wol) 15318101 U] LIGELTF 10 [B10] B pauiea Suay|d Ino ‘vz Ul ‘jsued Jno joued e
L1J0) 38U S2119100s BUIP|ING pUB SHUEQ SUI WO S81e1 SAISN|0Xa 0] SS9228 S4a]0 slubisu|

suinal esiwndo

FHNHOOHE LIH0Ud-804-1ON

uonedrndde ouo Yim
STUNOJJL SGUIALS
JO SpUBSNOY) SS90y

7 SINDISNI



~saolAes WAWARD L0 LOSIADI B 10} (ZPHELe) KNCUIDY 1NPLAY [BIOUBLS 642 Aq PAIEINBI DU PRSHOLINE i pEullr] Juswalieuely 1055y SIUBISUL {9LE£4 B0 Jagumu AueduaD) penLUr] usWabauak 1@ssy SIBIsL 4o aueu Buipel e 51 sjubisul | 5E0E MOV A

‘salel Wald pasielieni 10 [ENDE JUBsaIdal Jou op
pue Ao sasodsnd sanensny o) aie WACYS SBI1ES 8y |

Bf & B O\Onﬁ.m
%SV nm..wmm. %LLY BBy %EYF'¥ 91y - JegquinN Alueyn
paxiq Jeap | 220U SAED 66 55000y Ase] ULI2] paxid feap L )
o o ) :ssauppy AliBYD
000°¢83 000°683 000°€83 7 :aweN Alleyo
. PR . — . - Q - *
5 ueg g >iueg v slueg 06b08F SIS |
ss300Yy Ase] WBL PeXId LIUON 9 | Wi OH_
7 SINDISNI 01]04110d v N 7 SINDISNI COENO:QQ(
.

THNHZ0HE LI0Yd-¥0O3-10N

*SpUN} 1SaAU-8. pUB MeJpydm ‘aseld

9

"51UN0o%E sBujARS JO
uoIIDa[as NG WOl 300D pue ysed usodag

(4

h.

Uno22y Aluey) e uado
01 wio4 uopesiddy siubisul ue sleidwo))

!

SOAJOSAT SBI 9geuBW PUR YOrI A[SSOTIIO]JH

7 SINDISN




ul | 5202 1dy LA

324 pue pestioline s| paliwr ewsbeuep 1858y SIUBISU| “(O/E/ /R0 JaTWwnu Au

] saaiaias wewded o ussiacid Byl 10 (Zypele)] Aloyiny 1anpuod [BoueUl] gl Ay

'SAZIS ISodap wnwixew pue wnuwiuiw pue ‘Aujige)eae
12npaid ‘adAl 12 wo Buipuadap Alea Aew pue abBueys o
198igns ale sajey 'salel Wwald peaelent 1o DB luasasus)

10u-0p pue Ajuo sasodind aanensn|) J0) 218 UMOUS SB1EY

sBUIneS

9202-4dy-0l (wia]) paxid Jeap | 0019+ 00083 siayjoig 850D Y

(souns pey )(sonenano ) oonoNsAedSe  0oSHT 000°¢83 D1SIAU] 4
N

Ggoz-AInf-0L  (wiel) pexid Yiuo € 00T 000°S87 apimuonjeu v,

EE MON $5900Yy Ase3 T T 000°€8T yooigMDys m

FIaVIVAY § LONQoHd § A1V § LNNQWY % SHNYE

sysodag AN wroyerd ouo
VYA pIsAmequ 000°0F<3 0S8 CITT GM WQQWWG S@@O
JIvH LSIHILNI anH a3ov1d SANNd Tv.LOL IvioL m GO.H @mﬁgmwm\—‘.o
7 SINDISNI 0No0J310d y uw *
INOA MIIA

JYNHOOUE LI40Hd-HO4-LON 7 SINDISNI



ANYE-LSIH | ALING]

il

D YHONIIPO

yueg sBumes &%

JopeyD

@ R

FHNHDOOHE LIH0Y¥d-HO4-LON

SBIIAIES

waluked jo yoisiaosd syl o) (ZHRELE) Alouiny 1ohpuay |epueuld Ul Ag palembar pue

Ajaos Buipeg
IDAHGNYD
JHL

Aaizeg Buiping N

adlysyinowuop| &_

NS

unq

283

>ueg

g T
sAingsuies

wumnommﬁﬁ

glH O

Bujpueisiapun ue NINg

jueg saunNoD
g abpugqwe) nh_

apimuolyeu v,

pasiouing s panwi wawateue 1@ssy sUBISU| (8484 P60 120

ANILAS©

SWINNYE

'07) 29 uspdurey ‘r%«r

vAgd

D91S9AU] g

WU AuBdwog) pEwpT Iuswabeusy 185s8y Sjubisy)

|DUORDUIBIU|

J3pUDIUDS P

YINVEED

I f RS

INVHLVT LONHLNEUY

®
oasH X p

10 Alwey Buipen e si siubisu| | SZ0Z WAy LA

yueg _@
asiubooay (

dgn sa1pdiug
o (e e Bemss y

I ULIBPIY

syoe
uewpjo

SOI19100S8 SUIp[INg pue
SyUr(q +C¥ JO UOI1II[S B WOILJ 9S00Y))

7 SINDISNI



a -ga0IA 98 WALLABD 10 UOISIAGIY SULIDY (FFPELE) ALOINY 1I0PUD [BRUELL 20l AY pelenb=y pua pestiowne st pauwyt juawstieuely essy sifisug (9780760 Jaquind Auedwon) paywr Wwellsheuen wssy SWESU Jo aweu Bupen e 51 sisy) | SZ20E Gy LA

‘saw (e 1e paules
1saJ81ul Aue pue susedap INoA Jo diysiaumo [BId1jaueg |IN) UIE1e) nok Jey) suesul
U2MUM 24MONIIS 1SNJ] 2q B JpUn S8)siu) e sk s1oe slubisu] unoooe pasjul 1ok o1
puE wouy palisjsues aq Ajuo ues pue sweu s,uopesiuebio InoA U play sle spung

diysisumo |eioljausg

-sa1ogod [elouBUL [eUIDIUL UM aoueldwod aunsue pue bjsisao usyibuans
suopesiuefilo sdiaiy [0AUO3 SIYL "$10438 PUB pnel} Jo Jsi syl Bujonpal ‘suoroesuell
10} sjeacudde omi Buninbal Aq AInoss Jo 19AE| BIIXS U SpPpE UokesUoying [eng

Alinosg

'sBUIPIOY USED JNOA Jo malA BASUSYSIdWIOD
e apla0id 0] ‘JUD5UOD INCA YMm 'Suncaoe sBUIABS SNOLBA JNOA LUOJ] BleP [e[DueRUL
212PIOSUOD PUE SSBITB URD 3M {dSIV) J8PIAQIG 83IAISS UONBLLICH| JUNCIDY Ue sy

-A1ojeuBis 10 J01021Ip B SB Y2ns
aAlTRIUSSaIda PAsSIoyINe UB Wiol) uononsy) 1ogdxe Jepun Junoode pajeujuiou InoA
wol) sjuawAed sieiu) Ajuo ues am (dStd) J19PIn0Id B31AI8S uoneniu] JuswAed e sy

"S0IAISS JusLAed Jo uoisiaold
auy Jog {yo4d) Aldouiny 1onpuod elousuld sul Ag peienbal pue pasuoyine s siubisuy

pasuoyine yo

JuowroseurW YSLI 110ddns pue)

JANHDO0HE LId0Ed-404-10N

P91097101d NOA dody oM MO ]

7 SINDISNI



& “EBUIABS WEWART J0 NOSIAGIY BUL 0] (FirFELe) ANTOUInY IR IBIUBW. S0 AG PRIEREA! DUB pasoyIng S| pajy] Jusweleuey 18ssy SIUBISU] (948, 4p60 Je0uny Auedon) pawrT mewatizuey 1855y siulisy) Jo awel Supel e st swbisy | G20 bdv (A

[00UaS ploLAM]
lesing

Ie[d ufiyiey

JSULLOJ $$9[puo ul SUI[Ing pue

syueq ofdI3[Nur SUIISTA JO SISSEY o) INOYIIM
SIUN092E Jued Jo o8UrI B 9FBUeUI PUE SS9J08 0
Aem a1duris ® 10 SUD[OO] 107098 UOTIBINPD 1Y)
ur suoLue 07 STUFISUT PUIWTI00DI ATYATY PInom
1 jzonoanoid §0SI ATL pOSBaIdUL 2ABY pUB pURy
1% §27EI Yieq 1591.] 9] 9ARY Mmou § "ajexado

01 Aseo sy Liojte[d aty, [premIonydrens pue
o1duaIs sem SWISIST] 1M JINedoe ue guruadQ,

FHNHI0UE LIHd0Ud-404-10N

15N.L AWapedy 1M J[O0YIRS Seuinby Sewoy] 18
10)3011¢] 2oUBUI

$QQOH M

JLSuTUTES] pUE SUIoRa] 01UL HourY

Sur08 Asuowr 9101 FUITESU 18AI01UI JO A3l Y]
ssruxew 01 sn gurd[ey s1onpoId wrrs) pexy pur
*IOTJ0U “$59008 A58 SULIAI0 ST R[TRAE SHULBG

10 10] ® 818 919Y [, "urq [ors 10§ sassedoxd
Fuiuado 1unoooe Surunsuod-wr) ganoIy) os
01 P9I 91 JNOTYIIA ‘SUeq paloslord §OSH
a[dmur 3940 spuny peaids o1 Aytunizoddo
Surpraoad £q ysix saonpal 1y “asn o apdurs st
pue dn 108 01 As€d sem urtopie[d sTUSISUI 9Y L,

1sni| Buiures teaiy eyl
Q02
saybnH esiy

w AOT10d AUSUTYS IATT ING 19T 18T} STONYIISUT
WOIJ AJIC ISO0TD PUE SIIBI 1S9 J1[) 01 559098
QAR app "97e1duroD 0] SULIC] [ETOTIIPPE OU 1M
‘S9INUILE JO 18118 € Ul spuny a2epd 0] a[qe mou
QI OM POE BY] JO I8 POAOTIOI SBY STUSISUT
a4 dn ButuBig “pasotn aae [[am 1S
S19YIUL 1] S} YoTym Furnp ‘spuny Ino soefd
0] 31914 SUTYDIBISAI PUR ‘SalI01Ewars 1ysil

S} 19110501 U198 ‘SULI0] SSO[PUA UT FUIT
auig Jo [eap 12018 v quads om spusdisuy o1o1og,,

ﬁ SNOINN ._._n_mmou m S31LIVHD v NOILY¥2Na3

SN 1NOge ABS SIOQUIOW INO 1Y A\

7 SINDISNI



1aosd Sy (ZETELE)

2imn4 suodg ysimoeos
aoueul Jo pea

oe|g ulheg

. “SOTIIIBYD I9Y10 0] WAL) PUSITIOIT
01 UOI1BISAY OU dARY pUE STUFISU] FUIsn ag 01
paIysIep a1e apy A[jeuoissajoid pue A[omb
POIOoMSUE 918 JARY aMm SarIanb Aue pue asn 01
pIemIol)ysress st urxojne[d ay ], ‘eAniUa1® pUL
nydiay aq 01 sTUSISUT PUNOJ 0ARY 9m ‘asn Aep-0}
-Kep o1 Axinbus Tenrut ano woi "uriojre[d yseo
' §uisn popuswuiodal sI01Ipne 1o ‘s1unodoe
yueq areredas jo sjo] uado ueyl 19y IBI

‘puE $9AIDSII S 981e] SUIP[OY 9I9M 9M,

JYNHOOHE 11408d-H04-LON

) |BIUBL Sl nBai pue pasuoUINe's

-p17 uonelossy bBuisnoH sinoqybian syebolieH
adueul JO peaH

iovepleH auuy

, Touuew A[ouin) v ul satrenb Auw 1emsue pue
ssan01d oY) yinoiyy nok e 01 ajqeyoeordde
A1aA pue puey uo ore saafofdurs sTUSISU]
‘A[puaLi] 1osn A1aa ST wiojjerd oY) pue ‘ysiuy o}
11218 WOIJ S8 apew sem sso001d ay) ‘srusisu]
UIIM [[ON0] UT 9I9M 9M JUSWOW 9] WOL],,

] WwataBeuepy 1@ssy sUBISU] T(B2E4 L VS0 J2anU AusduwioD) palnui wswabeyry 18ssy SIuBIsY| 1o swey Bujpesy e st it

su) | SZOZ IHdY LA

sBog aouelsissy spunoH [nydjeH
030
snyny 1o81ed

SPIEMIONYSIEI)S

ssa001d a[oyM 91} 2pew ASU0W Y] SULLI9JSUBI]
JO 8se8 ay) 1M I1911250) ‘ULI0] S[3UIS ¥ Suisn
s1unosae 10J guidjdde Jo poyjawr ay1 ‘1ey1 01
PappPYV "e[qeneaul sem siapiaoid Jo ad10yd

1IN0 SUD{EW UAYM PIATAIAT dM UOT)RTUIOJUT

pue djay reuosiad a1 [, "s1uUN02oE sFUIALS INO

dn §u11195 UAYM STUFISU] WIOI] PIATODOT oM

1811 SULID) PUE 301AIIS Y] YIIM PIIYSI[op

sem sSo(] 90urISISSY Spunof [njdieH.,,

SNOINN LIG3YD SAILIYVHD NOILYONa3

SN 1noge ABs SIOqUIDW 1IN0 18YA\

7 SINDISNI



£3IAIBS 1 1hed Lo uoisiacid syl 4o}

sueoT pue sbuiaes Alunosisapp
1aBeuepy [elausg

uosduws apoer

L OYRW 0} PIRMIOJIYSILIIS 918 SJUSUIISIAUT
ay1 ‘preoy ay3 £q pasoadde asuo pue
UOIIRULIOJUT 91} [[& SS900€ UL ISINSLAL], 1IN0
MON ‘s1unosoe uado 01 £1essedsou yiomiaded
ay1 [[e @19duro 01 SuTARY UST) PUE §91LI 1S9(
ay) Sunyeas swir) jo junowre ajeuorpiodoidsip
® puads pP[nosm aam ‘UoIUN J[Pald [[eWs B

SV “UIIm YIom 0] ASEo 08 STUSISUT PULJ M,

JPNHD0HE LI40¥d-HO4-1ON

uoiun 1pa1n uopbuliiiH
039
ua||y ana1s

LJOATIIMIUL pUe Asn

07 apduwurs st wrrojje(d ay [, ‘suorun JIpaId Ym
A[10911p [€ap 10U 0P B[] SHUR( SWOS 0] pur
S9]BI POOUEBYUD 0] SS9D0E SN SIAIS 1 ‘snjJ "yurq

e y1im d1iySuone[a1 Aau e Sullie)s uaym ssoooid

DA afoym a1y satjrjduurs stuSisuy suisp,

e1g) Aleliny 13PpUOD [BIDUR BUY AY paignBal pUE PasUOUINe si paniwi wswabeuep 1@ssy SWBSU| (34644 PS0 J3auIny AuadwioD) paILIT IUBUEHRUBA 1355V SIUBISU] j0 Awel Buipes e 51 subisll | SZ0Z 1y (A

uolun ypald eey 1sdi4
Jabeuey suonesado

Aueg axIN

Js1aye1 isodap pue syueq ojdijnuu yjim
gurreop Jo assey a1} INOYIIM UINIAI WNWIXeW
I0J SPUN] SS99Xa 1IN0 FUTISIAUT ‘YSII In0 peaids
Arisea pue Apjoinb ueo app *spoou uorun 1IpaIod
U0 OILISSI SUIOS SUOP PrY pur aarsuodsal
AI9A “YI1M H10M 0] AS€D 010M AB1[) 1eY]) 18a[D
sem 1] "STUSISU] U0 FUI[11as a10)oq suriojre[d
JUoUIdgRURUI SED [BIVA3S Je Payoo] I,

E m sawvho ) (( Noivonas U

SN 1noge ABS SIOqUIdW INO 1BYA\

7 SINDISNI



JUNHIOHE LIJ0Hd-HO4-1ON

12NPpUOD [B1dURU4 SU1 AQ paiefr iANEe §) palwi

‘Aaniew yoeousdde syjonpoud
Wiia3-paxiy JnoA uaym siapuiwal apiaoid jjim wes) inQ 'sanuniew Buibeuew
o) Buipieoquo woll ‘noA 1loddns o1 a1ay ale siebeuew usid paledIpap INO

Jajdwis asueldwos pue Gunlodal xel Bupjew—iiodal
asn-01-Asea 1ea|0 3U0 0JUl SIUNODJE INOA SSOIOB PBUIES 1S8131UI [|B 91BpPI|OSU0)

"S1502 mmcmxuxm
uBialo) Bulanpal ajiym 1salajul ules 01 Yn3 Pue ‘asn 'dgo uil sysodsp ploH

*(21q16112 21aym) uonoalold SOSH asiwido pue S UO|IBJIUBDU0D
20npal 01 siayel-lsodap ajdinw ssoloe ysed s,uonesiueblo 1noA Alisiaalqg

"sal12100s Buip|ing pue syueq Jo [gued SAISUSIX INO WOJ) S3)EL }S3I9JUI BAISN|IX3
pue aAnnadwo yum ‘syunodoe sbuiaes Alieyo Jo abuel spim e Wwol) 8sooy)

| 1385y SIBISY] (875 rEO JBAWNU AUEAWOD) P JusWabEuRN

wiea} paseq-yn JNo woulj
1loddns pasijeuosiad

Buodal pauljweans

sjunoooe
Aduanno-ninN

uononpal ysiy

sajel aAladwod
0] SS920y

SIUGISU] JO S1JoUd( AdY]

7 SINDISNI



<1 HEAAISS WSWARG L0 UCISTARIS 2110y (TP FELS) AUounyg 1onploD BBl 53Ul Ay paleinBal pus pesloyine st P wawabeuey 1essy siuBlsul (8787 / FE0 10GUIN Aukdines) papun wawabeuey 1855y siuBisu] jo aley Bupen e s siuBlsLy ﬁ STOE 11MAY (A

%010 WINUWIXBW oN 000'000°0LF

%GL0 666'666'6F 000’0003

%020 666'666'LF 000'0053

| %ST'0 666'66%F 000'0SE3
as4 wiloae[d ol woi-{

sas4 wione|d

"SUQIIONPSp INOURM NOA 01 Ajoalip passed aie siayel-lisodsp 4no Ag palayo ssles sBuiaes [Ing ay|
1A Wo 1dWaxs aie S293 INo ‘ad1Ales [eioueUll Aleipalulaiul ue sy azis Nsodap Jo ssolplebal ‘sea) uoieesuen Jo ‘uoneasiuiupe ‘dnias ou aJe alsL L

“YIUoW YoeS JO PUS BU3 18 Siesule ul AUiuol pajosljod aie puk wiopeld aLp uo pjay susodop (2101 Jo abewasiad e se Alep palenojeS ale sa94

MI0MA §O9] 1IN0 MOH

FUNHOOYE LIHO¥-HO-10N Z SINDISNI



j0) (ZEbelg) A eu Buipen v sy siufisu) | szoT 1Udy LA

'98S13N0 0] JaIsea pue ‘Jusledsuely

wiepe|d sbuaes uysea 1seg

uoidweyy sbuineg

s alow ‘s|qissaooe alow wayl Bupew Ag

pabeuew ale sBuines moy Buiwlioisuely o}
Pa1IWIWOD UleWal am 'puedxa 0} 2NUIIUOD @M SY

“1eMlewl wm_.__.;mm

ay} Buideysal 1noge sjeuocissed sisijeloads

10 wea) d1weudp e ol umolb sey siubisul
‘abpLgLueD pue UOPUOT Ul S3214J0 YUMA "SIUSID
ino Jo) anjeA Jaaljap o0} sieuled [ejoueul) pue

splemy Wed
zz0z

224 S IR AIREHED PSP SHUBQ LM A[2SOJD YI0OM M\ “aouspuadapul yim
UOPUOT SPIEMY Uoalul
20 yosjuyf saiesado sIuBISU| ‘SSaUISNG PAUMO-1apuUNo) B Sy
/102 @2uls sbuines yseos moub
[BaA SU SO W4 U238 LIS J0) P us “ﬂﬂ“ﬂhﬁh mu—cm__u UmQ_m: wmr_ m_cm_wc_ .COWH—JI
splemy Juswabeue 195sY B UM EEEY: BN

S9|19 pue spJeydly |ned siaxjueq
JuswisaAul Jawio) Ag papuno

5z0z 1955Y 3 (RIEIM

SGUIABS SO JO QWO dY) dWBII( SIUSISU] MO

JUNHOOYE LII08d-¥O4-10N 7 SINDISNI



GG

=
¥k/
aEGE

(e
(—o(
L

( _

=G
(et

o W, T
o

G

s s W
LA

=
= £ £
T

-
e e

.

o
&t

(&

(

(=

{1
L

MMNM%MMMWwduﬂmwmwgmq
/LMﬂ@MHJ(pﬂwﬂﬂgwwﬂwu>mﬂW4Wu\
/me/WﬂﬂaWﬁm/@mmq
%Wuﬂﬁ@M@\ﬁ%ﬁH\r/wHMHM ,ww\
d@ﬁmwdmﬂﬂwmewwjmwm@k
I EAT G TCATE,

woa'yseosiubisul



Cranleigh Parish Council

Notice of conclusion of audit

Annual Governance & Accountability Return for the year ended 31 March 2025

Sections 20(2) and 25 of the Local Audit and Accountability Act 2014

Section 16 of the Accounts and Audit Regulations 2015 (S1 2015/234)

3.

Announcement made by: (d)

Date of announcement: (e)

The audit of accounts for Cranleigh Parish Council for the year ended 31
March 2025 has been completed and the accounts have been published.

The Annual Governance & Accountability Return including the auditor’s
certificate and opinion is available for inspection and copying by any local
government elector of the area of Cranleigh Parish Council on application
to:

MZS A0 RELL  PAASH CLEZK
CRANAELGIN  PMCH CouNCLL
CopmaL OFFVE VILWBGE WAY
CONLEIGH Sul2ey (Ul EAF

MoNMN o F20DNY
Q.20 AM_— 12-26PA

Copies will be provided to any local government elector of the area on
paymentof £0-30(c) for each copy of the Annual Governance &
Accountabhility Return.

26/o7 |24

Notes

This notice and Sections 1, 2 &3 of
the AGAR must be published by 30
September, This mustinclude
publication on the smaller
authority’s website. The smaller
authority must decide how long to
publish the Notice for; the AGAR and
external auditor report mustbe
publicly available for 5 years.

(a) Insertthe name, position and
address of the person ta whom
local government electars should
apply to Inspect the AGAR

(b) Insert the hours during which
inspection rights may be
exercised

(¢) Insert a reasonable sum for
copying costs

(d) Insertthe name and position of
person placing the notice

(e) Insertthe date of placing of the
notice

www.pld-l.com




Section 1 ~ Annual Governance Statement 2024/25

We acknowledge as the members of:

CRANLEIGH PARISH COUNCIL

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparatian of the Accounting Statements. We canfirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2025, that:

Yas’ means that this authanty

‘ prapared its accounting s!atemen{s in accordance

1. We have putn pace arrangeents for effeclive financial

managementduring the year, and for the preparation of v with the Accounts and Audit Regulations.
the accounting statements.

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

3. We fook all reasonable steps ta 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 Pracfices in doing so.
nan-compliance with laws, regulations and Proper - i

Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

4. We provided proper opportunity during the year for L g during the year gave all persons interested the opportunity lo
the exercise of electors' rights in accordance with the f ; inspect and ask questions about this authority’s accounts.
requirements of the Accounts and Audit Regulations. ] v

5. We carried out an assessment of the risks facing this considered and documented the financial and other risics it
authority and took appropriate steps to manage those Ly faces and dealt with them properly.

risks, including the infroduction of internal conlrols and/ar
extemal insurance cover where required.

6. We maintained throughout the year an adequate and | amanged for a competent person, independent of the finencial
effective system of internal audit of the accounting v controls and pracedures, lo give an objective view an whether
records and contral systems, internal conirols meet the needs of this smaller authorily.

7. We took appropriate action on all matters raised -f responded to matters brought ta its aftention by internal and
in reports from internal and externa! audit, : Iz exterr_la! audit.

8. We considered whether any litigation, llahnllnes or disclosed everything it should have about its business activity
commitments, events or transactions, ocourring either during the year including events taking place after the year
during or after the year-end, have a financial impact on < end if refevant.

this authority and, where appropriate, have included them
in the accounting statements.
9. (For lacal councils only) Trust funds including
charitable. Inour capacity as the sole managing
trustee we discharged our accountability
responsibilities for the fund(s)/assets, including
financial reporting and, if required, mdapendent ¥
examination or audit. ) TN

*Please provide epranatlons 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.

has met all of its respansibilifles where, as a body
corporate, it is a sole managing trustee of a local
SRR trust or trusts.

This Annual Governance Statement was approved at a Signed by the Chair and Clerk of the meeting where
meeting of the authority on: approval was given:
' 3—“/ C-": 2025
and recorded as minute reference; Chair
it 3
“ { /[‘ Clerk

www.cranleigh-pcigov.uk

Annual Govemance and Accountablhty Return 2024/25 Form 3 Page 4 of 6
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Section 2 - Accounting Statements 2024/25 for

CRANLEIGH PARISH COUNCIL

Year endirg

31 March
2024

2025
£

31 March

£ Not;;s l_ah&_ quidance
Please round allfighres 1o nearest £1. Do not leave any
boxes blank and report £0 or (il balances. All figtires must:
agiee o underdying fnancial records.

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

forward 550,072 490,429| as recorded in the financial records. Value must agree ta
o - Box 7 of previous year.

2. (+) Preceptor Rates and Total amount of pracept (or for IDBs rates and levies)
Levies 487,004 539,388 received or receivable in the year. Exclude any grants

received.

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

167,174 516,058 the precept or ratesflevies received (line 2). Include any
- grants received.

4. (-) Staff costs Tolal expenditure or payments made to and on hehalf

of all employees. Include gross salaries and wages,
251,328 275,760 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interestcapital Total expenditure or payments of capital and inlerest
repayments 0 0| made during the year on the autherity’s borrowings (if any).

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

462,493 875,908| book fess 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 490,429 394,207 | 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 496,077 376,690 haldings and short term investments held as at 31 March —

ppenrw To agree with bani reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 2,337,488 2,721,676| up of all its fixed asssts and long term invesiments as at
and assets 31 March.

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

0 O from third parties (including PWLE).
For Local Gouncils Onty”
' 11a. Disclosure nate re Trust funds J The Council, as a body corarare, acls as sole trustee and
(incl_u_c_ﬁ ng charitable) _ s responsible for managing Trust funds or assets.
11b. Disclosure note re Trust funds / The figures in the accouiting statements above
(including charitable) | exclude any Trust fransactions.

| certify that forthe year ended 31 March 2025 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 hefore being
presented to the authoritv.for anoroval

- 1% [e5 f 2075

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

15)osl2025

as recorded in minute reference:
V4 [ %

Signed b‘y Chair of the_ meeting where the Accounting
Statemehts were @pproved

Annual Governance and Accountability Return 2024-/25 Fcfm 3
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Section 3 - External Auditor's Report and Certificate 2024/25
In respect of Cranleigh Parish Council - SU0025

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 (NAO). A
limited 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 NAQ 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://wmww.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 2025; 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 2024/25

On the basis of our review of Sections 1 and 2 of the Annual Governance and Acc:auntabilit'):| Return (AGAR), in our opinion the information in
Sections 1 and 2 ofthe AGAR 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,

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

None

3 External auditor certificate 2024/25

We 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 2025.

External Auditor Name

PKF LITTLEJOHN LLP = .
External Auditor Signature g ‘g@ 4 ‘H‘ ngb A/‘L Date 25/07/2025
,! AT (¢ e d :
Annual Governance and Accountability Return 2024/25 Form 3 Page 6 of 6
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CRANLEIGH PARISH COUNCIL FINANCIAL REGULATIONS
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These Financial Regulations were adopted by the council at its meeting held on 18 September
2025.



1.

General

1.1. These Financial Regulations govern the financial management of the council and
may only be amended or varied by resolution of the councit. They are one of the
council’s governing documents and shall be observed in conjunction with the
council's Standing Orders.

1.2. Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of councillor into
disrepute.

1.3. Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

1.4. In these Financial Regulations:

‘Accounts and Audit Regulations’ means the regulations issued under Sections
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any
superseding legislation, and then in force, unless otherwise specified.
“Approve” refers to an online action, allowing an electronic transaction to take
place.

“Authorise” refers to a decision by the council, or a committee or an officer, to
allow something to happen.

‘Proper practices’ means those set out in The Practitioners’ Guide
Practitioners’ Guide refers to the guide issued by the Joint Panel on
Accountability and Governance (JPAG) and published by NALC in England or
Governance and Accountability for Local Councils in Wales — A Practitioners
Guide jointly published by One Voice Wales and the Society of Local Council
Clerks in Wales.

‘Must’ and bold text refer to a statutory obligation the council cannot change.
‘Shall’ refers to a non-statutory instruction by the council to its members and
staff.

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
council. The Clerk has been appointed as RFO and these regulations apply
accordingly. The Clerk/RFQ;

acts under the policy direction of the council;

administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;

determines on behalf of the counci! its accounting records and control systems;
ensures the accounting control systems are observed;
ensures the accounting records are kept up to date;

seeks economy, efficiency and effectiveness in the use of council resources;
and

produces financial management information as required by the council.



1.6. The council must not delegate any decision regarding:
¢ setting the final budget or the precept (council tax requirement);
« the outcome of a review of the effectiveness of its internal controls
e approving accounting statements;
¢ approving an annual governance statement;
« borrowing;
» declaring eligibility for the General Power of Competence; and
s addressing recommendations from the internal or external auditors
1.7. In addition, the council shall;
¢ determine and regularly review the bank mandate for all council bank accounts;
+ authorise any grant or single commitment in excess of £5,000; and
. Risk management and internal control

2.1. The council must ensure that it has a sound system of internal control, which
delivers effective financial, operational and risk management.

2.2. The Clerk shall prepare, for approval by the council, a risk management policy
covering all activities of the council. This policy and consequential risk management
arrangements shall be reviewed by the council at least annually.

2.3. When considering any new activity, the Clerk shall prepare a draft risk assessment
including risk management proposals for consideration by the council.

2.4. At least once a year, the council must review the effectiveness of its system
of internal control, before approving the Annual Governance Statement.

2.5. The accounting control systems determined by the RFO must include
measures to:

+ ensure that risk is appropriately managed;

+ ensure the prompt, accurate recording of financial transactions;
» prevent and detect inaccuracy or fraud; and

« allow the reconstitution of any lost records;

+ identify the duties of officers dealing with transactions and

» ensure division of responsibilities.

2.6. At least once a month, and at each financial year end, a member other than the
Chair or a cheque signatory shall be appointed to verify bank reconciliations (for all
accounts) produced by the RFO. The member shall sign and date the
reconciliations and the original bank statements (or similar document) as evidence
of this. This activity, including any exceptions, shall be reported to and noted by the
council.



2.7.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is

not lost if an employee leaves or is incapacitated for any reason.

. Accounts and audit
3.1.

All accounting procedures and financial records of the council shail be determined
by the RFO in accordance with the Accounts and Audit Regulations.

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

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

 arecord of the assets and liabilities of the council;

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

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

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

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

The internal auditor shall be appointed by the council and shall carry out their work
to evaluate the effectiveness of the council’s risk management, control and
governance processes in accordance with proper practices specified in the
Practitioners’ Guide.

The council shall ensure that the internal auditor:
» is competent and independent of the financial operations of the council;

« reports to council in writing, or in person, on a regular basis with a minimum of
one written report during each financial year,

+ can demonstrate competence, objectivity and independence, free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and



« has no involvement in the management or control of the council
3.9. Internal or external auditors may not under any circumstances:

e perform any operational duties for the council;

« initiate or approve accounting transactions;

+ provide financial, legal or other advice including in relation to any future
transactions; or

+ direct the activities of any council emplioyee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

3.10.For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners
Guide.

3.11. The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts, including the opportunity to inspect the accounts, books, and
vouchers and display or publish any notices and documents required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

3.12.The RFO shall, without undue delay, bring to the attention of all councillors any
correspondence or report from internal or external auditors.

. Budget and precept

4.1. Before setting a precept, the council must calculate its council tax
requirement for each financial year by preparing and approving a budget, in
accordance with The Local Government Finance Act 1992 or succeeding
legislation.

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by the council at least annually in Qctober for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Council. The RFO will inform committees of any salary implications
before they consider their draft their budgets.

4.3. No later than October each year, the RFO shall prepare a draft budget with detailed
estimates of all income and expenditure for the following financial year along with a
forecast for the following three financial years, taking account of the lifespan of
assets and cost implications of repair or replacement.

4.4. Unspent budgets for completed projects shall not be carried forward to a
subsequent year. Unspent funds for partially completed projects may only be
carried forward (by placing them in an earmarked reserve) with the formal approval
of the full council.

4.5. Each committee shall review its draft budget and submit any proposed amendments
to the council not later than the end of November each year.



4.6.

4.7.

4.8.

4.9,

The draft budget with any committee proposals and three-year forecast, including
any recommendations for the use or accumulation of reserves, shall be considered
by the council.

Having considered the proposed budget and three-year forecast, the council shall
determine its council tax requirement by setting a budget. The council shall set a
precept for this amount no later than the end of January for the ensuing financial
year.

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 106 of the Local Government
Finance Act 1992 and must disclose at the start of the meeting that Section
106 applies to them.

The RFO shall issue the precept to the billing authority no later than the end of
February and supply each member with a copy of the agreed annual budget.

4.10. The agreed budget provides a basis for monitoring progress during the year by

comparing actual spending and income against what was planned.

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

council.

. Procurement

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as
practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and aiso
recorded in the minutes.

Every contract shall comply with the council’s Standing Orders and these Financial
Regulations and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Procurement Act 2023 and The Procurement Regulations 2024 or any
superseding legislation (“the Legislation™), must be followed in respect of the
tendering, award and notification of that contract.

Where the estimated value is below the Government threshold, the council shall
{with the exception of items listed in paragraph 5.12) obtain prices as follows:

For contracts estimated to exceed £30,000 including VAT, the Clerk shall advertise
an open invitation for tenders in compliance with any relevant provisions of the
Legislation. Tenders shall be invited in accordance with Appendix 1.



5.7. For contracts estimated to be over £30,000 including VAT, the council must
comply with any requirements of the Legislation regarding the publication of
invitations and notices.

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

5.9. where the value is between £500 and £3,000 excluding VAT, the Clerk shall try to
obtain 3 estimates which might include evidence of online prices, or recent prices
from regular suppliers.

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

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

i. specialist services, such as legal professionals acting in disputes;
i. repairs to, or parts for, existing machinery or equipment;

ii. works, goods or services that constitute an extension of an existing contract;

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

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

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

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

+ the Clerk, under delegated authority, for any items below £5,00f) excluding VAT.
¢ the council for all items over £5,000;

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

5.16.No individual member, or informal group of members may issue an official order or
make any contract on behalf of the council.

5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council except in an emergency.

5.18.1n cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to £5,000 excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such



action to the Chair as soon as possible and to the counci! as soon as practicable
thereafter.

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

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

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

. Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be
delegated to a commitiee. The council has resolved to bank with Lloyds and CCLA.
The arrangements shall be reviewed annually for security and efficiency.

6.2. The council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than
one person should be involved in any payment, for example by dual online
authorisation or dual cheque signing. Even where a purchase has been authorised,
the payment must also be authorised and only authorised payments shall be
approved or signed to allow the funds to leave the council's bank.

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the council before being certified by the RFO. Where the certification of invoices
is done as a batch, this shall include a statement by the RFO that all invoices listed
have been ‘examined, verified and certified’ by the RFO.

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

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

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

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



6.8.

6.9.

The Clerk/RFO shall have delegated authority to authorise payments only in the
following circumstances:

any payments of up to £5,000 excluding VAT, within an agreed budget.
payments of up to £5,000 excluding VAT in cases of serious risk to the delivery
of council services or to public safety on council premises.

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

Fund transfers within the councils banking arrangements up to the sum of
£10,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of council.

The RFO shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting, together with the relevant invoices, to the council.
The council shall review the schedule for compliance and, having satisfied itself,
shall authorise payment by resoclution. The authorised schedule shall be initialled
immediately below the last item by the person chairing the meeting. A detailed list of
all payments shall be disclosed within or as an attachment to the minutes of that
meeting:

Electronic payments

7.1.

7.2,

7.3.

7.4.

7.5.

7.6.

Where internet banking arrangemenis are made with any bank, the RFO shall be
appointed as the Service Administrator. The bank mandate agreed by the council
shall identify six councillors who will be authorised to approve transactions on those
accounts and a minimum of two people will be involved in any online approval
process. The Clerk may be an authorised signatory, but no signatory should be
involved in approving any payment to themselves.

All authorised signatories shall have access to view the council's bank accounts
online.

No employee or councillor shall disclose any PIN or password, relevant to the
council or its banking, to anyone not authorised in writing by the council or a duly
delegated committee.

The Service Administrator shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shail be made
available to two authorised signatories.

In the prolonged absence of the Service Administrator an authorised signatory shall
set up any payments due before the return of the Service Administrator.

Two councillors who are authorised signatories shall check the payment details
against the invoices before approving each payment using the online banking
system.



7.7. Evidence shall be retained showing which members approved the payment online
and a printout of the transaction confirming that the payment has been made shall
be appended to the invoice for audit purposes.

7.8. A full list of all payments made in a month shall be provided to the next council
meeting and appended to the minutes.

7.9. With the approval of the council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable
direct debit, provided that the instructions are signed by two authorised members.
The approval of the use of each variable direct debit shall be reviewed by the
council at least every two years.

" 7.10.Payment may be made by BACS or CHAPS by resolution of the council provided
that each payment is approved online by two authorised bank signatories, evidence
is retained and any payments are reported to the council at the next meeting. The
approval of the use of BACS or CHAPS shall be renewed by resolution of the
council at least every two years.

7.11.1f thought appropriate by the council, regular payments of fixed sums may be made
by banker's standing order, provided that the instructions are signed by two
members, evidence of this is retained and any payments are reported to council’
when made. The approval of the use of a banker’s standing order shall be reviewed
by the council at least every two years.

7.12.Account details for suppliers may only be changed upon written notification by the
supplier verified by two of the Clerk and a member. This is a potential area for
fraud and the individuals involved should ensure that any change is genuine. Data
held should be checked with suppliers every two years.

7.13.Members and officers shall ensure that any computer used for the council’s
financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

7.14.Remembered password facilities should not be used on any computer used for
council banking.

. Cheque payments

8.1. Cheques or orders for payment in accordance in accordance with a resolution or
delegated decision shall be signed by two members and countersigned by the
Clerk. '

8.2. A signatory having a family or business relationship with the beneficiary of a
payment shall not, under normal circumstances, be a signatory to that payment.

8.3. To indicate agreement of the details on the cheque with the counterfoil and the
invoice or similar documentation, the signatories shall also initial the cheque
counterfoil and invoice.



8.4. Cheques or orders for payment shall not normally be presented for signature other
than at, or immediately before or after a council. Any sighatures obtained away from
council meetings shall be reported to the council at the next convenient meeting.

9. Payment cards

9.4. Personal credit or debit cards of members or staff shall not be used except for
expenses of up to £500 including VAT, incurred in accordance with council policy.

10. Petty Cash

10.1.All cash received must be banked intact. The RFO shall maintain a petty cash float of
£250 and may provide petty cash to officers for the purpose of defraying operational
and other expenses.

a) Vouchers for payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

b) Cash income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

¢) Payments to maintain the petty cash float shall be shown separatety on any
schedule of payments presented for approval.

11. Payment of salaries and allowances

11.1.As an employer, the council must make arrangements to comply with the
statutory requirements of PAYE legislation.

11.2.Councillors allowances (where paid) are also liable to deduction of tax under
PAYE rules and must be taxed correctly before payment.

11.3. Salary rates shall be agreed by the council. No changes shall be made to any
employee's gross pay, emoluments, or terms and conditions of employment without
the prior consent of the council.

11.4.Payment of salaries shall be made, after deduction of tax, national insurance,
pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

* 11.5.Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account



or other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by two authorised
signatories (rotated monthly) approving online payment every month to ensure that
the correct payments have been made.

11.7.Any termination payments shall be supported by a report to the council, setting out
a clear business case. Termination payments shall only be authorised by the full

council.

11.8.Before employing interim staff, the council must consider a full business case.

12. Loans and investments

12.1.Any application for Government approval to borrow money and subsequent
arrangements for a loan must be authorised by the full council and recorded in the
minutes. All borrowing shall be in the name of the council, after obtaining any

necessary approval.

12.2.Any financial arrangement which does not require formal borrowing approval from
the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans
to be repaid within the financial year) must be authorised by the full council,
following a written report on the value for money of the proposed transaction.

12.3.The council shall consider the requirement for an Investment Strategy and Policy in
accordance with Statutory Guidance on Local Government Investments, which must
be written in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the council at least annually.

12.4. All investment of money under the control of the council shall be in the name of the
council.

12.5. All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.

12.6. Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with

these regulations.

13. Income

13.1.The collection of all sums due to the council shall be the responsibility of and under
the supervision of the RFO.

13.2.The council will review all fees and charges for work done, services provided, or
goods sold at least annually as part of the budget-setting process, following a report
of the Clerk. The RFO shall be responsible for the collection of all amounts due to

the council.

13.3.Any sums found to be irrecoverable and any bad debts shall be reported to the
council by the RFO and shall be written off in the year. The council's approval shall
be shown in the accounting records.



13.4. All sums received on behalf of the council shall be deposited intact with the _
council's bankers, with such frequency as the RFO considers necessary. The origin
of each receipt shall clearly be recorded on the paying-in slip or other record.

13.5.Personal cheques shall not be cashed out of money held on behalf of the council.

13.6.The RFO shall ensure that VAT is correctly recorded in the council's accounting
software and that any VAT Return required is submitted form the software by the
due date.

14. Payments under contracts for building or other construction works

14.1.Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments, which shall be made within the time specified in the
contract based on signed certificates from the architect or other consultant engaged
to supervise the works.

14.2.Any variation of, addition to or omission from a contract must be authorised by the
Clerk to the contractor in writing, with the council being informed where the final
cost is likely to exceed the contract sum by 5% or more, or likely to exceed the
budget available.

15. Stores and equipment

15.1. The officer in charge of each section shall be responsible for the care and custody
of stores and equipment in that section.

15.2.Delivery notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

15.3. Stocks shall be kept at the minimum levels consistent with operational
requirements.

15.4.The RFO shall be responsible for periodic checks of stocks and stores, at least
annually.

16. Assets, properties and estates

16.1.The Clerk shall make arrangements for the safe custody of all title deeds and Land
Registry Certificates of properties held by the council.

16.2.The RFQO shalt ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date, with a record of all properties held by the council,



their location, extent, plan, reference, purchase details, nature of the interest,
tenancies granted, rents payable and purpose for which held, in accordance with
Accounts and Audit Regulations.

16.3. The continued existence of tangible assets shown in the Register shall be verified at
least annually, possibly in conjunction with a health and safety inspection of assets..

16.4.No interest in land shall be purchased or otherwise acquired, sold, leased or
otherwise disposed of without the authority of the council, together with any other
consents required by law. In each case a written report shall be provided to council
in respect of valuation and surveyed condition of the property (including matters
such as planning permissions and covenants) together with a proper business case
(including an adequate level of consultation with the electorate where required by
law).

16.5 No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, except where the estimated value of any one
item does not exceed £2,000. In each case a written report shall be provided tc
council with a full business case.

17. Insurance

17.1.The RFO shall keep a record of all insurances effected by the council and the
property and risks covered, reviewing these annually before the renewal date in
conjunction with the council’s review of risk management.

17.2.The Clerk shall give prompt notification of all new risks, properties or vehicles which
require to be insured and of any alterations affecting existing insurances.

17.3.The RFO shall be notified of any loss, liability, damage or event likely to lead to a
claim, and shall report these to the council at the next available meeting. The RFO
shall negotiate all claims on the council's insurers.

17.4. All appropriate members and employees of the council shall be included in a
suitable form of security or fidelity guarantee insurance which shall cover the
maximum risk exposure as determined annually by the council.

18. Charities

18.1. Where the council is sole managing trustee of a charitable body the Clerk/RFO shall
ensure that separate accounts are kept of the funds held on charitable trusts and
separate financial reports made in such form as shall be appropriate, in accordance
with Charity Law and legislation, or as determined by the Charity Commission. The
Clerk/RFQ shall arrange for any audit or independent examination as may be
required by Charity Law or any Governing Document.

19. Suspension and revision of Financial Regulations

19.1.The council shall review these Financial Regulations annually and following any
change of clerk or RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the council of any need to amend these Financial Regulations.



19.2.The council may, by resolution duly notified prior to the relevant meeting of council,
suspend any part of these Financial Regulations, provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been
presented to all members. Suspension does not disapply any legislation or permit
the council to act unlawfully.

19.3.The council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.



Appendix 1 - Tender process

1)

3)

6)

Any invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronic tendering process has been agreed
by the coungil.

Where a postal process is used, each tendering firm shall be supplied with a
specifically marked envelope in which the tender is to be sealed and remain sealed
until the prescribed date for opening tenders for that contract. All sealed tenders
shall be opened at the same time on the prescribed date by the Clerk in the presence

- of at least one member of council.

Where an electronic tendering process is used, the council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

Any invitation to tender issued under this regulation shall be subject to Standing
Order 18 and shall refer to the terms of the Bribery Act 2010.

Where the council does not accept any tender, quote or estimate, the work is not
allocated and the council requires further pricing, no person shall be permitted to
submit a later tender, estimate or quote who was present when the original decision-
making process was being undertaken.
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Introduction
Client

Cranleigh Parish Council is a local government authority serving the community of
Cranleigh, Surrey. The Council is responsible for representing the interests of residents,
delivering a range of local services, and managing community assets and public spaces.
Operating within the framework of statutory duties and good governance, the Council aims to
promote the wellbeing of the parish and ensure efficient, transparent, and accountable
decision-making. In doing so, it processes personal data in line with its legal responsibilities
under the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act
2018, ensuring that all data handling practices are secure, lawful, and proportionate.

GDPR-Info

GDPR-Info Ltd was recently commissioned to undertake a data protection audit for
Cranleigh Parish Council. The initial phase involved a gap analysis, based on GDPR-Info
Ltd.’s credentials as an experienced provider of professional services in the field of data
protection and information security across the public and third sectors. This report presents
the findings of that audit and provides an assessment of the Council’s current level of
compliance with applicable data protection legislation.

GDPR-Info Ltd is not a licensed legal practitioner and, while the recommendations provided
in this report are informed by over twenty-five years of practical expertise in data protection
and privacy law, they should not be interpreted as formal legal advice.

Executive Summary

Part of this process was to carry out a Risk Assessment (Audit) to determine the levels of
compliancy with the current data protection legislation (UK-GDPR & Data Protection Act
2018) & other data related legislation (PECR 2003 / e-privacy etc.) and identify areas of
weakness which require addressing & to provide a framework of compliance for the future.

e Ensuring continuing policy documentation is in place and fit-for-purpose.

¢ Advising on various security matters to protect personal data

« Ensuring adequate training of staff is in place for their level of involvement
e Signposting reputable third-party suppliers where appropriate

» Provide an Audit to ensure continued compliance

« Offer you a helpline during office hours

« Notify you of changes in legislation

It is apparent that Cranleigh Parish Council does have a few issues in the way it handles data
privacy & protection; however, once these concerns have been resolved, | feel that it will be
working within the guidelines of the current but ever-changing legislation.

The general situation is illustrated by Figure 1. (overleaf)

Further on in the report, On each section is a small graphic which represents where we feel
the organisation is in terms of IG compliancy, Red indicates that you are performing badly
whilst Green would indicate a good performance in the area.

2
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Current Compliance Indicator

i )

\ Figure 1: Compliance Indicator Summary /

The initial ‘Questionnaire’ tables are a breakdown of the various subsections of current data
protection legislation (for guidance only) and ease of viewing & compatibility with the
various sections and whether these are applicable to the organisation and if there are areas
which require looking at further. Denoted by a M (compliant, in progress, not compliant & not
applicable).

The comments corresponding to each of these risks in the ‘Process Analysis’
worksheets, which were completed at the time of the audit indicate any issues that
require attention.

Logistics

The Assessment fieldwork was conducted face to face at the clients premises

Interviewees

The following personnel contributed to this assessment:

Name Job title/role

Beverley Bell Parish Clerk

GDPR-Info processes limited personal data provided by client staff and representatives for
the sole purpose of Reporting on data gathered for this report. this data is not stored anywhere
on our systems other than in this report and associated meeting records. it is retained until
deletion is possible from both legal and contractual standpoints.
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Caveat

The matters arising in this report are only those that were brought to my attention during the
assessment and are not necessarily a comprehensive statement of all areas requiring
improvement. GDPR-Info takes all reasonable care to ensure that its gap analysis report is
fair and accurate but cannot accept any liability to any person or organisation, including any
third party, for any loss or damage suffered or costs incurred by it arising out of or in
connection with the use of this report however such loss or damage is caused.

Assessment Scope
The focus of the assessment was Staff / public data as processed by Cranleigh Parish
Council in the following business functions:

e Document Management
o Human Resources

e Public Data
e Platform
o Website

When auditing data protection compliance in a parish council setting, it is essential to
consider the perceived culture within the organisation. Through discussions with the clerk &
observations of day-to-day operations, | found that the culture at Cranleigh Parish Council
reflects the shared values, beliefs, and norms that influence how senior officers and staff
approach their responsibilities under data protection legislation. Understanding this culture—
alongside the use of digital & manual systems and information management processes—
provides valuable insight into how privacy and information security are prioritised and
respected across the organisation.

By assessing the perceived culture, one can gauge the overall awareness of, and
commitment to data protection practices among Council members, employees, and
volunteers. This includes evaluating how privacy is communicated and embedded in daily
workflows, whether data protection responsibilities are clearly defined, and how staff are
supported through policies, procedures, and training. An effective data protection culture
also involves a sense of accountability—where individuals understand their role, the
importance of compliance, and the potential consequences of non-adherence.

Auditing cultural perceptions also includes examining the extent to which staff are engaged
in data protection initiatives. It is important to assess whether the Council fosters open
communication, encourages the reporting of concerns or breaches, and actively involves
staff in the development and continuous improvement of data protection practices.
Organisations that empower staff to take ownership of information governance are more
likely to maintain resilience in the face of evolving risks and regulatory requirements.

During this audit, | observed a generally positive attitude towards protecting the
confidentiality of residents’ & employees personal data. This included an understanding of
the councils’ ethical duty to uphold privacy and a clear sense of respect and trust among
colleagues—both of which are vital for maintaining robust information governance. Trust is a

4
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foundational component of any privacy-conscious organisation and supports a culture where
confidentiality is upheld not only as a legal requirement but as a professional standard.

In summary, evaluating the perceived data protection culture within Cranleigh Parish Council
offers a comprehensive view of how privacy is valued and operationalised. By exploring staff
awareness, attitudes, and engagement, this audit identifies both strengths and opportunities
for improvement. It supports the development of targeted recommendations aimed at
strengthening the Council's data protection culture, aligning with legal obligations and the
expectations of the public.

Critical Focus Areas

The gap analysis focused on the following ten critical focus areas of data protection legislation
compliance

1. Data Protection Governance — the extent to which data protection accountability,
responsibility, policies and procedures, performance measurement controls and reporting
mechanisms to monitor compliance are in place and operating throughout the organisation.

2. Risk management — is privacy risk included in the risk register? What arrangements are in
place for privacy risk management across the organisation? To what extent does the risk
regime incorporate information-specific risks? Which risks to the rights and freedoms of natural
persons are addressed?

3: Ongoing data protection — the extent to which an appropriately staffed, funded, and
supported area can deliver realistic objectives.

4. Data Protection Officer (DPO) — While appointing a DPO is not a statutory requirement
for parish councils under the UK GDPR, it is considered good practice to have access to
dedicated data protection expertise. This may be through the appointment of a named DPO
or by securing external professional support. The key consideration is whether appropriate
guidance is available to ensure compliance with data protection obligations. It is also important
to ensure the individual has the necessary knowledge, skills, and capacity to fulfil the role
effectively in line with current legal and operational requirements.

5. Roles and responsibilities — the extent to which roles and responsibilities are defined and
established throughout the organisation, including necessary training and awareness.

6. Scope of compliance — it is essential that the scope of compliance is clearly defined, taking
account of all the data processing in which the organisation has a role, whether as a data
controller or as a data processor, as well as any data sharing activities. To determine the
scope of compliance, we also must identify all the databases that hold personal data.

7. Process analysis — it is essential to identify, for each process that involves personal data,
the extent to which each of the data processing principles are established. The lawful basis
for processing is a key area of consideration. Are there any processes for which a data
protection impact assessment (DPIA) is mandatory, and for which processes might a DPIA
help establish data protection by design and data protection by default?

5
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8. Personal Information Management System (PIMS) — a wide range of documentation is
required to ensure that the organisation can demonstrate compliance with the requirements
of current data protection legislation. The scale of the documentation should be appropriate to
the size and complexity of the organisation. The PIMS should also address staff training and
awareness.

9. Information security management system (ISMS) — the technical and organisational
measures in place to ensure that there is adequate security of personal data held in hard copy
or electronic form or processed through the organisation’s systems. This includes a review of
methodologies for testing security, and established cyber security certifications, standards and
codes of practice.

10. Rights of data subjects — the organisation needs processes that will enable it to both
facilitate and respond to data subjects exercising any or all their rights.

Key strengths found:

1. Initial perceptions are important. As a public body handling personal data relating to
residents, staff, contractors, and councillors, it was anticipated that the Council would
take the protection of physical infrastructure and personal data seriously. This
expectation was largely met during early discussions, which demonstrated a
foundational awareness of the importance of privacy and data protection across Council
operations.

2. Governance and ethical leadership were evident through the approach of senior officers
and councillors. There was a clear willingness to support compliance efforts, with an
understanding that good governance in Information Governance (IG) and Data
Protection requires structure, consistency, and the allocation of appropriate resources
to ensure all staff and stakeholders understand their responsibilities.

3. There is a developing understanding of the requirements for compliance with current
data protection legislation, including the UK GDPR and the Data Protection Act 2018.
Importantly, there was an openness to adapting processes and policies to meet legal
standards and embed data protection into day-to-day operations.

4. While appointing a Data Protection Officer (DPO) is not a statutory requirement for
parish councils, Cranleigh Parish Council recognised the benefits of commissioning an
external, independent audit. The involvement of a specialist advisor brings valuable
expertise and impartial insight, helping the Council to benchmark its practices, identify
areas for improvement, and enhance its overall data protection posture. This proactive
approach supports transparency, builds public trust, and reinforces the Council's
commitment to good governance.

Progress required for compliancy: Findings -Things to do!

1. Check recycle bins on the desktops on all PC's & Download & Documents for
personal and non-council data & remove / empty regularly — weekly checks if not
daily.
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Staff Spot checks on awareness of data protection policies and their location.

Passwords for PC access — make sure that they are minimum 12 characters.

Write & update any DPIA’s — including the Ring Doorbell

Add & Update the Record of Processing Activities (Data Mapping) with additional third

parties as discussed — including Surrey Community Action.

6. Village Hall Standard Conditions on website — Section 26 — amend to ‘UK-GDPR /
Data Protection Act 2018' & remove Data Protection 1998

7. Youth Council Data Protection Policy —amend Data Protection Act 1998 (throughout)

to ‘UK-GDPR / Data Protection Act 2018’ & Section 6 — How to deal with a SAR —

amend to ‘30 days & no payment is required'.

il o

Findings (visual)

The results of this gap analysis are set out in the ‘Legal Reference Questionnaire”, providing
a detailed visual assessment of the state of compliance with current data protection
legislation.

The project objective should be for most (preferably all) of the cells of the worksheet to
contain a green box, illustrating progress towards a compliant position.

The obvious next step is to execute the action plan and remedy, in detail, each of the
indicators and risks that are not currently at ‘green status'.

Key contextual issues and / or concerns

Data Protection & Privacy is currently driven by the Clerk & her team and from viewing
current documentation, various policies are in place to show awareness & compliancy with
most of the current legislation. The implementation and maintenance of data protection laws
can be a significant shift for many organisations, and it is crucial to involve all areas of the
business as it grows exponentially to make sure all the people involved are aware of their
responsibilities.

The Council was lacking in the production of few up to date policies required for compliancy
plus others recommended by the Information Commissioners Office; all staff should be
aware of where these policies are held; how to access them and what procedures should be
followed So educating / reminding staff as to know where to look for guidance (policies)
should be a priority — is this covered in your ‘starter’ & ongoing mandatory training?
Transparency is key here, not just with the public, but with staff also.

Barriers to progress

In relation to the current data protection laws (UK-GDPR / Data Protection Act 2018), the
organisation should be focused on protecting the personal data of all users where
necessary; and be aware of the privacy risks for them.
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Resources

User awareness and training & education is always key to them understanding more often,
why the Council has certain policies & procedures as it hones their ability to work better,
knowing that personal data is protected and kept confidential in various circumstances.

Action plan: areas for improvement

The reality is that there are some areas that need to be addressed to maintain compliancy
with the law; currently this is good. The action plan (see ‘things to do — above’) addresses
most of the gaps, and the details identified in the attached assessment should also be
addressed to provide the highest level of assurance that the Council has done everything
that can reasonably be done to navigate, adapt and ensure their compliance with the current
legislation.

Conclusion

The current arrangements for governance, risk and control provide good assurance of
compliance with current data protection legislation This analysis has identified some scope
for improvement in the existing data protection arrangements to mitigate some minor risks.
The identified issues should be addressed at the earliest opportunity by implementing an
action plan using the ‘Things to do’ section of this report as a base.
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Legal References Compliance Tables

Audit Question

Ref: UK- Status

GDPR

Accountability Governance

Do you maintain an overarching data protection policy that
demonstrates compliance with requirements including
processing, privacy by design and record keeping?

5(2)

NC

NA

De you train all employees on legal requirements and
principles — including processing activities, controls,
privacy impact assessments, audits, data subject rights,
reporting lines and privacy by design — and the potential
impact of noncompliance?

5(2)

NC

NA

Do you regularly test, retrain and maintain records of
training for employees who handle personal data on their
understanding of data protection requirements?

5(2)

NC

NA

Ifyou require a data protection officer (DPO), does he or she
have reporting authority to the highest level of management,
necessary resources, independence, and authority to ensure
compliance with data protection laws?

(1)

38(1-
4.6)

NC

NA

|s the DPO bound by secrecy or confidentiality concerning the
performance of his or her tasks?

38(5)

NC

If the DPO has other responsibilities, have they been
assessed to avoid conflicts of interest?

38(6) FC

NC

Does the DPO have the knowledge and ability to fulfil tasks outlined in
Article 397

37(5)

NC

NA

NA

Have you shared the DPO's contact information internally,
publicly and with the relevant supervisory authority?

37(7)

NC

NA

Process

Do you maintain records management and data retention
policies?

24(1,2,3)

NC

NA

Have you documented principles to justify retention periods?

5(1)

NC

NA

Is personal data processed lawfully fairly and in a transparent
manner?

5(1)

NC

NA

Is personal data collected for specified, explicitand
legitimate purposes, and not further processed in a
manner incompatible with those purposes?

5(1)

NC

NA

Is personal data relevant, limited and minimized to what is
necessary in relation to the purposes for which they are
processed?

5(1)

NC

NA

Is personal data accurate and kept up to date — and is every
reasonable step taken to ensure inaccurate personal data is
erased and rectified without delay?

5(1)

NC

NA

Is personal data kept only for as long as is necessary for
the purposes for which it is processed?

5(1)

NC

NA

|s personal data processed in a manner that ensures
appropriate security of the personal data, including
protection against unauthorized or unlawful processing and
against accidental loss, destruction or damage, using
appropriate technical or organizational measures?

5(1)

NC

NA

Have you clearly identified, detailed, documented and kept up to
date the purpose(s) of processing personal data?

NC

NA

Have you implemented appropriate technical or
organizational measures to ensure security of personal data,
including protection against unauthorized processing,
accidental loss, destruction or damage?

NC

NA
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Ifyou process special categories of sensitive data (revealing racial or
ethnic origin, political opinions, religious or philosophical beliefs, trade
union membership, genetic data, biometric data for uniquely identifying a
natural person, data concerning health or data concerning a natural
person's sex life or sexual orientation), are you in compliance with Article
9(2) conditions?

9(1,2)

If you process personal data relatingto criminal convictions and
offenses or related security measures based on Article 6(1), is
this carried out under the control of official authority or authorized
by union or member state law?

FC IP| NC

NA

Privacy by design and default

Do you ensure processes are in place to embed privacy by
design and default into projects, to include measures that
ensure data minimization, pseudonymization, encryption and the
processing of only personal data necessary for specified
purposes?

25(1,2)

32(1,4)

NC

NA

Do you restrict access to personal data to only those employees
processing the data?

24
(1)

NC

NA

Do you frequently audit and test systems and services to ensure
ongoing confidentiality, integrity, availability and resilience?

32(
1)

NC

NA

Do you ensure processes and systems can be restored in
the event of physical or technical incidents?

32(1,2)

NC

NA

Do you maintain a process for regularly testing, assessing
and evaluating the effectiveness of technical and
organisational measures to ensure the security of the
processing?

NC

NA

Do you apply storage and processing methods (e.g.,
redaction) to hard copies of personal data?

24(1,2)2
5(1,2)

NC

NA

Do you maintain documented data destruction procedures in
place for information that is no longer necessary — and do

you take steps to ensure employees comply with
procedures?

24(1,2)

25(1,2)

NC

NA

DPlAs

10

Do you carry out a data protection impact assessment (DPIA)
whenever the use of new technologies is likely to result in high risk
to data subjects, decisions from automated processing have a
legal impact, processing involves special categories of data
referred to in Article 9(1) or 10, or include large-scale systematic
monitoring of publicly accessible areas?

35
(1)

NC

NA

Is the DPO always involved when carrying out a DPIA?

35(2)

NC

NA

Does the DPIA contain a systematic description of the envisaged
processing operations, the purpose of processing, an
assessment of the necessity and proportion of processing in
relation to the purposes, an assessment of the risks to rights and
freedoms of data subjects, and measures envisaged to

address the risks, such as safeguards and security measures?

35(7)

NC

NA

Where appropriate, do you seek the views of data subjects or
their representatives on intended processing?

35(9)

NC

NA

Do you have a process in place for detecting changes in risks —
and do you review DPIAs for changed risks?

35(11)

NC

NA

Are risks arising from each DPIA mitigated?

36(1,2)

NC

NA
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When risks cannot be mitigated, do you contact the supervisory
authority with a list of controller and processor responsibilities, the
purposes and means of intended processing, measures and 36(3) P NC | NA
safeguards provided to protect data subjects, the DPO's contact
details, the DPIA and any other requested information?

If you are a controller processing types of data listed in
Article 30(5), do you maintain a record of processing
activities containing the name and contact details of the
controller and DPO, the purpose of processing, a
description of data subject and personal data
categories, categories of recipients to whom personal
data have been or will be disclosed, international 30(1,3,5)
transfers of data, time limits for data erasure, and a
description of technical and organizational security

If you are a processor, processing types of data listed in
Article 30(5), do you maintain a record of processing
activities containing the name and contact details of the FC |Ip
processor, controller and DPO; categories of processing
carried out on behalf of each controller; international 30(2,3,5)
transfers of data; and a description of technical and
organisational security measures in place?

Records of Processing

Do you ensure records of processing activities are 30(3.4)3 I=) i NC| NA
maintained in writing and available to the supervisory '
authority on request?

Where a data subject exercises their right of access, do you 15(1,2,3,4) | NG | NA
ensure they are provided with all items listed in Article 15(1)? P

Do you maintain processes for rectifying inaccurate 16 [ NC | NA
personal data and having incomplete personal data =
completed?

Where a data subject requests the erasure of personal data, do 17(1.2.3) | NC | NA
you take every reasonable step to erase all data, links and copies p
without undue delay and when Article 17(1) grounds apply?

Where the accuracy of personal data is contested, do you 18(1,2) | NC | NA
restrict processing to enable verification of accuracy?

Where processing is no longer necessary or lawful, do you have a [18(1,2)
process for restricting processing when requested by data
subjects?

| NC | NA

Do you ensure data subjects who have obtained restriction of 18(3)
processing are informed before restrictions are lifted?

| NC [ NA

Do you notify all processors and other personal data 19
recipients of rectifications, erasures and restrictions of
processing?

I NC | NA

Data Subject
Rights

Where a data subject exercises their right to data portability, do 20(1,2)
you transmit data to another controller without hindrance, by
automated means, and in a common and machine-readable

| NC | NA

Where data subjects object to having their data processed for 21(2,3,4)
direct marketing, do you no longer process their data?

| NC | NA

Where data subjects object to having their data processed 21(1.6) | NC | NA
for research or official purposes, do you na longer process p
their data unless you can present compelling legitimate

Do you ensure data subjects have the right not to be subjectto legal 22(1,2,34 | NC | NA
or similarly affecting decisions based on automated processing? p

Are you able to demonstrate that data subjects have 7(1) | NG| NA
consented to the processing of their data? P

Areconsent requests clearly distinguishable from other matters, 7(2) I NG | NA
in an intelligible and accessible form, and written in clear and B
plain language?
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Are data subjects asked to positively opt-in (separate and
unticked opt-in boxes per Recital 32)7

7(1,2)

Do data subjects have the right to withdraw consent at any time
— and is withdrawing consent as easy and giving consent?

7(3)

Where processing data of subjects below the age of 16 years, is
consent given and authorised by the holder of parental
responsibility — and are reasonable efforts made to verify this
consent?

8(1,2)

Are privacy notices and policies clearly provided to data
subjects with processor and DPO contact information,
purposes of processing, legal bases for processing,
recipients of personal data, international transfers, data
retention periods and data subject rights?

13(1,2)

14(1,2)

Where personal data is not obtained directly from data
subjects, do you provide categories of personal data and
the originating sources and whether those are publicly
accessible?

14(2)

Are privacy notices and policies provided to data subjects at
the time of collection from data subjects or within one month
when not obtained from data subjects?

13(1,2)1
4(3)

Avre privacy notices and policies provided to data subjects prior
to further processing when they have not previously been
communicated?

13(3.4)-
14(4,5)

Are all communications with data subjects provided in writing
using clear, concise and transparent language?

12(1)

Where information on action taken on data subject rights
(Article 15-22) cannot be provided within one month of receipt,
do you inform data subjects of the required extension within
one month, include reasons for the delay, and extend delivery
no more than two months?

12(3)

Ifyou do not take action on requests of the data subject, do
you inform the data subject of reasons for not taking action,
without delay and within one month of receipt, and include
possibilities for lodging complaints with a supervisory
authority or seeking judicial remedy?

12(4)

Are information requests provided free of charge unless
demonstrated by the controller to be manifestly
unfounded or excessive?

12(5)

=X
N

Breach management

Do you maintain breach incident and notification policies and
procedures & Breach Log

124(1,2.3)

33(1,2,3,4)

Are security measures (e.g., backup, pseudonymisation,
encryption, testing) implemented and appropriate for data risks?

32(

Do you have an up-to-date data breach response plan?

33(1,2,3,

Do you investigate and take corrective action for all personal
data breaches regardless of size or scope?

33(

For breaches likely to result in a risk to data subjects, do you
report the breach to the supervisory authority within 72 hours with
categories and the number of subjects concerned, the
categories and number of data records concerned, the DPO's
contact information, the likely consequences of the data breach,
and measures proposed or taken to address the breach?

33(1,3)
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If you are a processor, do you notify the controller without
undue delay after becoming aware of a data breach?
33(2)

Do you maintain a data breach register including facts related to
the breach, effects and remedial actions taken?
33(5)

Do you communicate breaches to affected data subjects
without undue delay and in clear and plain language?
34(1,2)

Do you maintain policies and procedures for contracting
and conducting due diligence on processors and sub
processors? 24(1,2,3)
Do you only use processors that ensure protection of
data subject rights using appropriate technical and
organizational measures? 28(
If you are a processor, do you not engage with other processors
without prior specific and general written authorisation from the
controller? 28(2)

Are all processors governed by a contract that establishes the

subject matter of processing, duration of processing, nature and
purpose of processing, type of personal data and categories of 28(3)
data subjects, and obligation and rights of the controller?

Do contracts and service level agreements with processors
outline international data transfers restrictions, ensure
confidentiality from persons processing personal data, ensure
deletion or return of personal data to controllers at the end of
services, allow controllers and auditors to obtain information 28(3)
necessary for inspections.

Processors

Do processors ensure data protection by design and default in all 25(1)28
processing activities? 1)

When transferring or disclosing personal information, do you 32(1)
encrypt data and only send necessary data?

Do you use secure data transfer methods for all 32(1)
communications (e.g., email, file transfers, website forms,
payments)?

Have you identified all international data flows and export 44
mechanisms?

Are international data transfers authorized by the 45(1)
Commission (Article 45) or appropriately safeguarded in Fcl| p NC
addition to preserving data subject rights and legal 46(1,2)
remedies (Article 46)7

Do you regularly check the Official Journal of the UK/ European  [45(8) Fc | Ip NC
Union for withdrawals and changes to data transfer
authorisations?

Are appropriate data transfer safeguards provided for by 46(3) Fc | Ip NC
contractual clauses or provisions inserted into
administrative arrangements?

When relying on binding corporate rules for data transfers, do you 47(1)
ensure they are legally binding and apply to and are enforced by every
member concerned of the group of undertakings, in addition to FC| IP NC
expressly conferring enforceable rights on data subjects with regard to
the processing of their personal data?

Data transfers

Do binding corporate rules specify all items in Article 47(2)? 47(1,2) Ec | ip NC

13
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Process Analysis Worksheets

PersonalData | | - Denotes Not Applicable

Personal Data (PD) YES NO hot

Applicable
Are you processing PD ] O
Special Category PD O O
Children’s PD O |
Scope of Application
UK Controller Cl O
UK Processor [l O
Main Establishment UK
Non- UK/EU Processor O O
Joint Controllers O O
Lawful Grounds YES NO Not

Applicable
Are there lawful grounds v O O
for processing PD
Are there lawful grounds v |
for processing Spec Cat
Data
Consent for use of PD v On

Registration
& request

Can Data Subjects v Sometimes O
withdraw consent
Transparency
Is Data Subject notified of 4 O O
processing
Source of PD Staff
Source of PD Public
14
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Principles &
Accountability

YES

Not
Applicable

Purpose Limitation

O

Data minimisation

Accuracy

Storage & Retention

Integrity &
Confidentiality

ARV RN EENERN

Accountability

R

gl O g o d

Data Subjects Rights

YES

Not
Applicable

Access (Download
themselves)

\

O

Portability

Erasure

Rectification

Right to Object

Profiling & Automated
Processing

AN I N N N BN

o O g oo

Data / Office Security

YES

Not
Applicable

Appropriate tech & org
measures in place

Designated responsible
persons

Are [ is MFA in place?

Industry Std Encryption

Access to restored PD if
required in event of
physical / technical event

o oo o o

O
|
O
O

Steps to pseudonymise /
redact PD where possible &
necessary

|

O

/_

& 2

Compliance Indicator

-

=

/

e

A A

Compliance Indicator

\-

\

J

s

A A

Compliance Indicator

Staff Manual Records —
locked away in cabinets

Staff Payroll Securely
processed & accessed

Office Access Key &
Keypad access

CCTV in operation

Photo Copier HD Aware

O] O o g OO

oy ol o g o d

15
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Data Breaches YES NO Not
Applicable

Breach Response v O

Obligations

Documented Response 4 O

Plan for Privacy & Incident

Identification

Policies & Monthly v O

Meetings & Hazard Logs

Procedures in place to v

notify DPA & DPO

Clear internal guidance for v

notification &

responsibilities

Are Data Breaches v O |

documented

International Data YES NO Not

Transfers Applicable

Is PD transferred outside O v eEE

the UK/ EU? ot

Does this include Special O v i

Category Data? Lid

What is the purpose of the

Transfer?

Which country is it v

transferred to / from?

Is there a legal transfer v

mechanism in place?

Are specific transfers v

appropriately covered?

Are Data Subjects told of O O v

transfers?

Main Database held UK .

Other Controller YES NO Not

Obligations Applicable

Is Privacy Training v O

Provided

Are there clear DPA v O

policies in place

Do you require a DPO Ol v

DPIA’s YES NO Not
Applicable

Process to identify the v O O

need for one

Is due diligence done O O

Are stipulated terms in O O

processor contracts

16

Report ref: Cranleigh Parish Council

& A

Compliance Indicator

-

N\

J

(

A A

Compliance Indicator

%

~N

A

7

A A

Compliance Indicator

-

~

>

Date: July 2025



Confidential — Privileged Client Information

Data Protection Audit Report

External 3™ Parties Priv. | Stored | Contract
| Notice |
‘m ih ‘
i 8  Scope? | 3

Hive HR Website in UK v
scope

Mulberry Payroll Website in UK v
scope

Lloyds Bank Website in UK v
scope

Vision Website Website in UK v
scope

Shred-IT Website in UK v
scope

Netcom IT Systems Website in UK v
scope

DBS Checking UK v

Policies & Procedures

Situation

Record of Processing
Activities (RoPA) Mapping

| Needs (ea)

updating

Asset Register

Privacy Policy & Notice

Data Retention Policy

Data Subject Access Policy

Data Subject Access Log

Data Breach Policy & Log

Data Security & Protection

Staff Training Policy

DPIA Form/Procedure

1G/ Confidentiality & Data
Protection Policy

A EENEENEENEENERV RV BN

Data Quality Policy

N

CCTV Policy

Portable & Home Working

NONE

Policy

A A

K Compliance Indicator

~

>

(

-

.
& /A

Compliance Indicator

J
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Allocated Privacy Roles | ,
IG Lead — Clerk v

DPO — Although not legal
requirement _

Compliance Indicator

Y J

On-gaing legal proceedings
Website |
SSL Security v

Hosted by: Vision IT
Contract with host company v
Internal CRM Database

4 A

b A

Compliance Indicator

g, A

Privacy Policy

DPO on policy — not required

v
v
Privacy Notice v
O
v

Cookie Policy

checking

Certifications o )
ICO Renewal Date [ 06 July 2026
Registration Number 78029622 ( \
Named DPO on ICO site |
ISO 27001 Compliancy N/A
Cyber Essentials N/A
DSP Toolkit N/A . _
=== R \ Compliance Indicator )
DCB0129 N/A
Secure Database Used
N/A v

18
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Document Destruction

External / Internal Shredding v 3 ﬁ\
o ‘ s

Contract in Place

5 si 7
Org. - Shred IT on-site Compliance Indicator

e

Summary of Main Findings (A snapshot image)
Record of Processing Activities (RoPA / Data Mapping)

UK-GDPR / Data Protection Act 2018 compliance is a process and not a deadline and Article
30 of the GDPR is one of the places where this is particularly true. An ongoing process — this
document (RoPA) should be kept up to date when any new process / hardware / software /
third-party comes ‘into contact’ with any personal data.

Website: Short Website Basic Penetration Test
Website Server Location: (UK)

Site Secure: HTTPS encrypts nearly all information sent between a client and a web service.
Properly configured, it guarantees three things:

« Confidentiality. The visitor's connection is encrypted, obscuring URLs, cookies, and
other sensitive metadata.
» Authenticity. The visitor is talking to the "real" website, and not to an impersonator

or through a "man-in-the-middle".
« Integrity. The data sent between the visitor and the website has not been tampered

with or madified.

Results for www.cranleigh-pc.gov.uk

HTTPS by default: v Yes

Content Security Policy: 2 Not implemented
Referrer Policy: A Referrers partially leaked
Cookies: 4 (4 first-party; 0 third-party)

Third-party requests: 12 requests to 8 unigue hosts

IP address: 134.213.239.704 ke #

19
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A plain HTTP connection can be easily monitored, modified, and impersonated. Every
unencrypted HTTP request reveals information about a user's behaviour, and the
interception and tracking of unencrypted browsing has become commonplace.

Cookie Policy & Cookie wording:
According to the websites Cookie Policy — there are 4 trackable cookies utilised.

There is a current requirement under the Privacy & Electronic Communications Regulation
(2003) — where the user can accept the use of, or reject all cookies on their computer as
well as define specific ones. — (However this has beeen amended in the new Data (Use &
Access) Act 2025 when it comes into force in the next 12 months.. Should the Council wish
in the future to add cookies, then this MUST be taken into consideration. & The ICO has
recently stated that it will be very ‘concerned’ about websites who do not have ‘reject’ or
‘decline all’ button as well as accepl.

Website Privacy Policy & Notice:

There is a compliant Privacy Notice available on the website, — which outlines the basic
transparency of the organisation offering the data subject rights & various contact details —
this requires updating.

Third Party trackers:
A third-party request is a request to a domain that's not https://www.cranleigh-pc.gov.uk/

or one of its subdomains. These ‘requests’ / ‘trackers’ follow the user around the website and
may follow them after they leave the website under view

Third-party requests

12 requests (12 secure, 0 insecure) to 8 unique hosts.

A third-party request is a request to a domain that's not cranleigh-pc.gov.uk or one of its subdomains.

Host P Classification URLs

ajax.googleapis.com 2a00:1450:4000804:2003 Content (Google) H show (1)

anijs.github.io 2606:50¢0:8001:153 @ show (1)

cdn jsdelivr.net 2a04:4e42:400::485 Show (2)

cdnjs.cloudflare.com 2606:4700::6811:180= Content (Cloudfiare) B show (2)

connect.facebook.net 2503:2880:f00ae:faceb00c(:3  Social, FingerprintingGeneral (Meta) E show (2)

region1.gocgle-analytics.com 2001:4860:4802:32-36 FingerprintingGenaral, Email, Analytics (Google) B show (1)

www.google-analytics.com 2300:1450:400£:801:2002 FingerprintingGeneral, Email, Analytics (Google) [ Show (2)

www.googletagmanager.com 2a00:1450:4001:801:2008 E show (1)
20
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Data Processing Agreements

These are part of managing your responsibilities with your suppliers, and they with you &
include:

e Payroll Services
e Accountancy Services
e DBS Checking

You should have contracts / agreements in place which state how data is passed securely
between them and yourselves.

21
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Appendix 1 — Mandatory Policies etc. required for UK-GDPR and DPA18

Documents which must be in place and up to date.

22

Personal Data Protection Policy (Article 24) — this is a top-level document for
managing privacy in your company, which defines what you want to achieve
and how.

Privacy Notice (Articles 12, 13, and 14) — this document (which can also be
published on your website) explains in simple words how you will process
personal data of your customers, website visitors, and others.

Employee Privacy Notice (Articles 12, 13 and 14) — explains how your
company is going to process personal data of your employees (which could
include their health records or even criminal records, etc.).

Data Retention Policy (Articles 5, 13, 17, and 30) — describes the process of
deciding how long a particular type of personal data will be kept, and how it will
be securely destroyed.

Data Retention Schedule (Article 30) — lists all of your personal data and
describes how long each type of data will be kept.

Data Subject Consent Form (Articles 6, 7, and 9) — this is the most common
way to obtain consent from a data subject to process his/her personal data.
DPIA Register (Article 35) — this is where you'll record all the results from your
Data Protection Impact Assessment.

Supplier Data Processing Agreement (Articles 28, 32, and 82) — you need this
document to regulate data protection with a processor or any other supplier.
Data Breach Response and Notification Procedure (Articles 4, 33, and 34) — it
describes what to do before, during, and after a data breach.

Data Breach Register (Article 33) — this is where you'll record all of your data
breaches.

Data Breach Notification Form to the Supervisory Authority (Article 33) —in
case you do have a data breach, you'll need to notify the Supervisory Authority
in a formal way.

Data Breach Notification Form to Data Subjects (Article 34) — again, in case of
a data breach, you'll have the unpleasant duty to notify data subjects in a formal
way.
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Administration of the UK-GDPR Data Protection Act 2018

There is a major requirement in current data protection legislation to document everything
done with personal data. This includes understanding where the data resides, what is held in
the data, the sensitivity of data and the movement of data within and without the organisation.

One of the first things that will be checked by the ICO office, should an inspection be
instigated, is the level of administration an organisation is carrying out regarding its collection,
storage and processing of personal data.

In the event of a data breach, again it is this administrative data which will allow the
organisation to identify the type of data breached, its level of sensitivity and who the breach
may have affected. Since organisations only have 72 hours after identifying a ‘notifiable’
breach in which to provide the relevant information to the ICO, it makes sense to have this
information readily available rather than having to assemble it from scratch at the time.

It must also be remembered that auditing the data, its use and sensitivity is not a one-off job
but one which needs to be carried out on a regular (annual) basis.

The areas of the legislation that need to be administered are,

e Data Audit
o What data is held where, types of data, sensitivity etc. Must also show
the reasons for holding the data and when the data should be removed.
This is known as the RoPA (Record of processing Activities)

» Data Transfers - A record of all data transfers for data processing. It must contain:
o Data Source
o Type of data
o Name and address of Processor
o Schedule of transfers (weekly, monthly
etc.)

e Subject Access Requests — Keep a record of
o Right to Object
o Right to Restrict Processing
o Right to Erasure
o Right to Be Informed

e Data Breaches
o What happened
o When it happened
o What Data was accessed
o Whether data breach is serious enough to warrant informing data
subjects.

o Record of DPIAs (Data Protection Impact Assessments)
23
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o a description of the processing operations and the purposes, including,
where applicable, the legitimate interests pursued by the controller.

o an assessment of the necessity and proportionality of the processing in
relation to the purpose.

o an assessment of the risks to individuals.

o The measures in place to address risk, including security and to
demonstrate that you comply.

o A DPIA can address more than one project.

e Organisations Policies - These include:

o name and details of your organisation (and where applicable, of
other controllers,

o your representative and data protection officer/lead);

o purposes of the processing;

o description of the categories of individuals and categories of
personal data;

o categories of recipients of personal data;

o details of transfers to third countries including documentation of
the transfer mechanism safeguards in place;

o retention schedules; and
a description of technical and organisational security measures.

Employers collect and use personal data about employees - potential, present and past - for
various purposes, including recruitment, benefits, salary, personnel files, sickness records,
monitoring and appraisals, personnel reports and severance. Employers may have to collect
employee data in order to comply with obligations under employment law and well as protect
employees. Therefore, employers should ensure that employee data is processed in
accordance with all aspect of the Regulation, including giving employees the right to access
their personal data through an employee ‘data subject access request’.

Legal basis for processing employee personal data.
Employers will usually rely on the following grounds to process employees’ personal data:

e The employee has given consent (although relying on consent has considerable
disadvantages, as discussed below).

e Processing is necessary to fulfil the employment contract between the employer and
employee.

o Processing is necessary for compliance with a legal obligation to which the employer
is subject.

e Processing is necessary for the employer’s legitimate interests.

Typically, the employment contract between employer and employee includes a provision
stating that the employee agrees the employer can use their personal data.

24
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Frequently the employment contract does not spell out what this means but instead directs
the employee to the employee handbook or a data privacy notification that explains in more
detail how personal data collected about employees will be used by the employer.

Consent:

Although obtaining the consent of the employee appears to be an easy solution for processing
employee data it is best avoided. True consent as required under the data protection law is
notoriously difficult to achieve, because to be valid, consent must be a freely given, specific,
informed and unambiguous indication of the employee’s wishes signifying agreement.

The Data Protection Authority (ICO) have stipulated that reliance on consent should be
confined to those circumstances where a worker has a genuine free choice and is able to
withdraw their consent without suffering any detriment. When consent is not free, it is not valid.
The concern of the Data Protection Authority is that employees do not have genuine freedom
due to the unequal balance of power in an employer-employee relationship. Recital 43 of the
GDPR specifically states that consent should not provide a valid legal ground for processing
of personal data in a specific case where there is a clear imbalance between the data subject
and the controller. Employees may feel pressured into providing consent to the use of their
data because they may fear that to refuse would have a prejudicial effect on their employment.
Therefore, employers are ill advised to rely solely on consent other than in cases where a
subsequent withdrawal of consent would not be problematic for the lawfulness of the
processing activity or detrimental to the employee’s employment.

It is important to recognise that the processing of employee data may be unlawful or unfair
under local law even if the employee has consented. An employee may have consented to
the collection of personal data for example, even when local law stipulates that consent cannot
be given for this type of processing. Alternatively, the consent may involve the collection of
data that is disproportionate to the purpose the employer is pursuing. In other words, even if
consent is obtained, the employer must still comply with all other aspects of data protection
law.

Consent should effectively be a measure of last resort to which an employer turns to only
when absolutely necessary.

Processing necessary to fulfil an employment contract:

Certain processing of employee data by the employer is necessary in order to fulfil the
employment contract. E.g. to pay the employee, the employer must process the employees
name and bank detail. Or, by virtue of using the employer's communications system, certain
information about the employee will be captured and processed by the employer.

Processing necessary for a legal obligation:

Specific laws are likely to place specific obligations on employers that may require the
processing of employee data. E.g., Employer is required to provide details on salaries to the
tax authorities.

Legitimate Interests:

25

Report ref: Cranleigh Parish Council Date: July 2025



Confidential — Privileged Client Information

Data Protection Audit Report

In many cases, an employer will be able to rely on the legitimate interest ground to process
personal data about employees. E.g., when an employer carries out a structural system
change to migrate employee data from an old payroll system to a new one, this is likely to be
processing on the basis of legitimate interest.

Processing sensitive personal data:

Where sensitive personal data on employees — racial or ethnic origin, political opinions
religious or philosophical beliefs, trade union membership, genetic data, biometric data or data
concerning health or sex live, all of which can be interpreted broadly — is collected and
processed, the company must ensure that it complies with one of the exceptions specified in
Article 9 of the Regulation. The first of those exceptions is relying on the specific consent of
the individual, but again, this option should be an employer's last resort, not the first, because
of the difficulties inherent in obtaining the valid consent of the employee in an employer-
employee relationship.

26
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GDPR-/info

DATA PROTECTION SPECIALISM

Disclaimer:

This Report is for viewing only by Senior Management of Cranleigh Parish Council. No part of it
may be reproduced in any form without explicit permission from the above individuals or ‘GDPR-
Info Ltd’

Please note, no advice we offer is to be considered legal advice, only recommendations and
interpretation of current data protection legislation from many years of practise. Should the organisation
require legal advice you should seek it from a legal professional. (E & OE).

The Role of the DPO is to be responsible for monitoring an organisation's compliance, informing, and
advising on its data protection obligations and acting as a contact point for data subjects and the relevant
supervisory authority.

2F
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CRANLEIGH PARISH COUNCIL

SUBJECT ACCESS REQUEST POLICY

1. PURPOSE

To promote and ensure the proper and legal administration of Subject Access Requests
(SAR) received by staff at Cranleigh Parish Council.

2. SCOPE

This policy has particular relevance to all Cranleigh Parish Council staff and councillors
who engage with members of the public either personally, verbally, or by email.

3. POLICY STATEMENT

Cranleigh Parish Council recognises the benefits of using written procedures and policy
to ensure legal compliance and consistency with the administration of Subject Access
Requests (SAR).

3.1 At A Glance

« Individuals have the right to access and receive a copy of their personal data, and other
supplementary information.

« This is commonly referred to as a ‘Data’ Subject Access Request or ‘SAR’ / ‘DSAR’
« Individuals can make SARs verbally, in person or in writing, including via social media or

via a link on our website Privacy Notice - https://gdpr-info.com/data-protection-contact-
form/

« A third party can also make a SAR on behalf of another person.
« In most circumstances, you cannot charge a fee to deal with a request.
+ You should respond without delay and within one month of receipt of the request.

« You may extend the time limit by a further two months if the request is complex or if you
receive a number of requests from the individual.



+ You should perform a reasonable & proportionate search for the requested
information.

+ You should provide the information in an accessible, concise, and intelligible format.
« The information should be disclosed securely.

+ You can only refuse to provide the information if an exemption or restriction applies, or if
the request is manifestly unfounded or excessive.

3.2 Preparing for subject access requests (SAR)

« We know how to recognise a subject access request, and we understand when the right
of access applies.

= We have a policy for how to record requests we receive verbally.

» We understand what steps we need to take to verify the identity of the requester, if
necessary.

« We understand when we can pause the time limit for responding if we need to ask for
clarification. (If a controller needs more information from the data subject to identify the
individual or locate the data requested, then: the response clock pauses — the
countdown to the deadline stops & the clock restarts only once the controller receives
the necessary information

« We understand when we can refuse a request and are aware of the information we need
to provide to individuals when we do so.

« We understand the nature of the supplementary information we need to provide in
response to a subject access request.

+ We have suitable information management systems in place to allow us to locate and
retrieve information efficiently. Searching all databases and all relevant filing systems
(manual files) in Cranleigh Parish Council, including all back up and archived files, whether
computerised or manual, and including alt e-mail folders and archives & CCTV. The Parish
Clerk maintains a data map (RoPA) that identifies where all data in Cranleigh Parish
Council is stored.

3.3 Complying with subject access requests

3.3. Right of Access

The right of access, commonly referred to as subject access, gives individuals the right to
obtain a copy of their personal data, as well as other supplementary information. It helps
individuals to understand how and why you are using their data, and check you are doing
it fawfully.



3.4 Recognising a subject access request (SAR)

An individual can make a SAR verbally in person, or in writing, including on social media.
A request is valid if the individual is asking for their own personal data. An individual does
not need to use a specific form of words, refer to legislation or direct the request to a
specific contact. An individual may ask a third party (e.g. a relative, friend or solicitor) to
make a SAR on their behalf. You may also receive a SAR made on behalf of an individual
through an online portal. Before responding, you need fo be satisfied that the third party
making the request is entitled to act on behalf of the individual. It is the third party’s
responsibility to provide evidence of their authority.

3.5 Requests for information about children

Before responding to a SAR for information held about a child, you should consider
whether the child is mature enough to understand their rights. If the request is from a child
and you are confident, they can understand their rights, you should usually respond
directly to the child. You may, however, allow the parent or guardian to exercise the child’s
rights on their behalf if the child authorises this, or if it is evident that this is in the best
interests of the child. If a child is competent, they may authorise someone else, other than
a parent or guardian, to make a SAR on their behalf.

3.6 Considerations when responding to a request.

You must comply with a SAR without undue delay and at the latest within one month of
receiving the request. You can extend the time to respond by a further two months if the
request is complex or you have received a number of requests from the individual, e.g.
other types of requests relating to individuals’ rights.

If you process a large amount of information about an individual, you may be able to ask
them to specify the information or processing activities their request relates to, if it is not
clear. The time limit for responding to the request is paused until you receive clarification,
although you should supply any of the supplementary information you can do within one
month.

3.7 Can we ask for ID?

Yes, you need to be satisfied that you know the identity of the requester (or the person
the request is made on behalf of). If you are unsure, you can ask for information to verify
an individual's identity. The timescale for responding to a SAR does not begin until you
have received the requested information. However, you should request ID documents
promptly.



3.8 Can we charge a fee?

Not usually. In most cases you cannot charge a fee to comply with a SAR. However, you
can charge a 'reasonable fee’ for the administrative costs of complying with a request if it
is manifestly unfounded or excessive, or if an individual requests further copies of their
data.

3.9 How do we find and retrieve the relevant information?

You should make reasonable efforts to find and refrieve the requested information.
However, you are not required to conduct searches that would be unreasonable or
disproportionate to the importance of providing access to the information.

3.10 How should we supply information to the requester?

An individual is entitled to a copy of their personal data and to other supplementary
information (which largely corresponds with the information that you should provide in a
privacy notice). If an individual makes a request electronically, you should provide the
information in a commonly used electronic format, unless the individual requests
otherwise.

When deciding what format to use, you should consider both the circumstances of the
particutar request and whether the individual has the ability to access the data you provide
in that format. It is good practice to establish the individual's preferred format prior to
fulfilling their request. Alternatives can also inciude allowing the individual to access their
data remotely and downioad a copy in an appropriate format.

If an individual asks, you can provide a verbal response to their SAR, provided that you
have confirmed their identity by other means. You should keep a record of the date they
made the request, the date you responded, details of who provided the information and
what information you provided.

As the controller of the information, you are responsible for taking all reasonable steps to
ensure its security.

3.11 When can we refuse to comply with a request?

Where an exemption applies, you may refuse to provide all or some of the requested
information, depending on the circumstances. You can also refuse to comply with a SAR
if it is manifestly unfounded or manifestly excessive.

If you refuse to comply with a request, you must inform the individual of:
. the reasons why

. their right to make a complaint to the ICO

. their ability to seek to enforce this right through the courts



3.12 What should we do if the request involves information about
other individuals?

Where possible, you should consider whether it is possible to comply with the request
without disclosing information that identifies another individual. If this is not possible, you
do not have to comply with the request except where the other individual consents to the
disclosure or it is reasonable to comply with the request without that individual’s consent.

'You need to respond to the requester whether or not you decide to disclose information
about a third party. You must be able to justify your decision to disclose or withhold
information about a third party, so you should keep a record of what you decide and why.

3.13 What other exemptions are there?
The exemptions are set out in Schedules 2 and 3 of the DPA 2018 as follows:

Crime and taxation: general
Crime and taxation: risk assessment
Legal professional privilege _
Functions designed to protect the public
Regulatory functions relating to legal services, the health & children’s services
Other regulatory function
Judicial appointments, independence, and proceedings
Journalism, academia, art, and literature
Research and statistics
Archiving in the public interest
Health, education, and social work data
Child abuse data
-Management information
Negotiations with the requester
Confidential references
. Exam scripts and exam marks
Other exemptions

While the exemptions listed above are those most likely to apply in practice, the DPA 2018
contains additional exemptions that may be relevant when dealing with a SAR

3.14 Are there any special cases?

Yes. There are special rules and provisions about SARs and some categories of
perscnal data, including:

unstructured manual records
credit files
health data
- educational data
social work data



3.15 Can the right of access be enforced?

Yes. In appropriate cases, the ICO may take action against a controller or processor if
they fail to comply with data protection legislation. The ICO will exercise these
enforcement powers in accordance with our Regulatory Action Policy.

If you fail to comply with a SAR, the requester may apply for a court order requiring you to
comply or to seek compensation. It is a matter for the court to decide, in each case, what
action to take.

3.16 Can we force an individual to make a SAR?

No. An enforced SAR is when someone requires an individual to make a SAR to gain
access to certain information about them (e.g. their convictions, cautions or health
records). This information is then used, for example, as supporting evidence regarding a
job application or before entering into a contract for insurance. Forcing an individual to
make a SAR in such circumstances is a criminal offence.

Adopted: July 2025

Review: October 2026
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1. Introduction

Cranleigh Parish Council is committed to promoting flexible working to facilitate effective and efficient
working. This policy outlines the circumstances under which the Council will allow employees to work
from home. It also details the actions required to facilitate a home working arrangement.

Home working is about using the employees’ home as a base for work instead of the employee
coming into the workplace.

2. Defining Working from Home

Flexible or Hybrid homeworking is defined as time split between home and the office when an
employee undertakes some of their duties from home on an agreed basis. This is usually planned
and may be for complete or part days.

There may be times when the Council requires homeworking to meet business need during times of
emergencies or as required by law. This is not defined as *flexible® homeworking.

Working from home enables work to be carried out more efficiently in a quiet location and without
disruption. it may also prove a more efficient use of time if employees who have been away from
their work base for part of day and are closer to their home on their return journsy, complete the
working day at home rather than at their normal place of work.

In cases where office facilities are shared, or the employee risks continual interruption, there may be
agreement that an employee can work from home. This may include agreeing to home working on a
regular basis or for a fixed period e.g. two weeks as well as shorter ad hoc periods. Managers and
employees should be aware of the potential impact home working could have on teams e.g. isolation
from the team, andf/or Council activities, and a reduction in effective managerial support or
supervision.

Many jobs may be considered for working from home. Any job that does not require time spent in one
location or high visibility (e.g. operating machinery or delivering face-to-face customer care), may be
adapted for home working. Jobs that involve project work or identifiable output, or those which
provide services within the community, may lend themselves to home working.

Consideration should also be given to the impact on inter-relationships with other jobs, access by the
public, access to/by colleagues, access to required information, technology, costs, and savings.

The following characteristics may lend themselves to home working:
v" Defined output tasks
¥" Discrete projects or functions
v Autonomous jobs
v" Jobs requiring frequent travel
v lobs requiring high periods of concentration

Due to the nature of individual tasks some roles within the Council are not deemed suitable for home
working. Two members of staff have had a variation to their contract of employment to permit home
working two days per week.
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3. Benefits of Working from Home

There are several benefits to home working. For the Council these include:

v

v

Supporting a work-life balance

Contributing towards the reduction of the Councils CO2 emissions by reducing unnecessary
employee commuting

The recruitment and retention of valued and skilled employees for whom the ability to work at home
is the preferred option

Well-motivated staff who feel that they work for an organisation that is prepared to be flexible and
which trusts them

Potentially increased output and quality of work due to fewer distractions than working in an office
environment

Accommodation of the requirements of disabled employees or employees with temporary health .
cenditions

Promotion of a positive image as a good employer

Potential to reduced costs in terms of travelling allowances

The benefits to the employee include:

v

NN N X

Increased discretion in the management of their work and personal time
Increased motivation

A saving of travel time and costs

The ability to work without distraction

Improvements in work-life balance issues

Feeling positive about the contribution to reducing CO2 emissions by reducing unnecessary
commuting

While there are many advantages of home working, a detailed assessment needs to be made, by
both the employee and the Council, as to whether the individual will be a suitable home worker and
whether the role to be performed can be performed whilst working at home.
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Conditions

Home working arrangements should work for both the Council and the employees.

Home working arrangements will only be considered following the completion of an employee’s
probationary period.

Wherever possible requests for home working should be at least two weeks before the employee wishes
to start the arrangement.

In general, the Council will be supportive of employees working from home providing core business needs
can still be met, and that the employee can meet all the requirements of their role from home.

The working environment should be distraction free with work time for working.

Where a request for homeworking is made by the employee, they will be responsible for setting up a
safe and sultable workspace at home and providing appropriate office furniture and equipment.

Where homeworking is at the request of the Council.

Risk assessments of the home working environment, in line with legal requirements, must be
undertaken.

Requests should be considered regarding their own merits, considering resources, impact on colleagues
and working relationships.

Employees working from home must be available during normal business hours and should be able to
answer calls and emails during the same day. When working from home employees are responsible for
ensuring they are contactable during normal working hours. This should be a mobile phone for which
an allowance is paid or phone supplied. Microsoft Teams and/or Zoom are also an acceptable means
of being contactable, in addition to email.

It is not considered necessary for those working from home to require supplies of stationery etc. Large
volumes of printing and collating of documents should be carried out on Town Council premises.

Regular communication and team check-ins when working remotely is essential to prevent
isolation. '

Under no circumstances should home working be used as an alternative method of meeting carer
requirements.

Home working agreements will be reviewed where there are changes of circumstances, whether
relating to employee, work they are required to undertake, or the working environment.



5. Responsibilities

Employer Responsibilities

Health & Safety - In line with the Health & Safety at Work Act 1974 (“the Act”) and their Health &
Safety Policy the Council will ensure, as far as reasonably practical, the health, safety, and welfare at
work of all employees, including those working from home. The Council reserves the right to inspect
home working premises to ensure that the Act, current risk assessments and Council policies and
procedures are being adhered to. Reasonable notice will be given to employees before any
inspection.

Hours of Work — Homeworkers must be mindful to take adequate rest breaks to maintain a work-life
balance when working from home. Regular breaks, not working excessively long hours, and
maintaining boundaries between work and home are essential. In regards breaks, as a minimum:

. A break of at least 20 minutes in any continued 6 hours working period.

. A dally rest break of at least 11 continuous hours, i.e. the time between stopping work one day
and beginning work the next day, and.

. At least one complete day each week when no work is done.

Insurance - The Council accepts liability for accidents which are proven to have been caused by the
authorised use of equipment provided by them in line with any instructions issued.

Data Protection, Security & Confidentiality - Council employees will be instructed that in instances
where their colleagues are working from home, they will not disclose any personal details e.g.
telephone numbers to anyone outside of the Council.

Council employees working from home must ensure secure networks and not public Wi-Fi, storing
documents securely, and being mindful of screen visibility.

Running costs and expenses — Where the employee is choosing to work from home, the Council
will not contribute towards costs — for example, heating and lighting, office furniture. The Council will
provide the equipment required to work fromhome.

Employee Responsibilities

Health & Safety - Employees are expected to carry out their work in such a way as to ensure, as far
as reasonably practical, that there is no risk to health and safety to themselves, members of their
family or visitors. This includes hours of work and rest breaks.

Insurance - Home working may have an effect on domestic insurance policies. Employees wishing
to work from home must inform their insurance company of the change in circumstances and the use,
and identity, of equipment owned by the Council. An employee’s mortgage provider may need to be
informed. Employees living in council or privately rented accommodation should notify their property
owner and/or examine the terms of their lease. Any equipment belonging to the employee but being
used for Council business should be operated in line with any instructions issued. It is reasonable for
the Council to assume that this done.
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Accidents, Incidents & Dangerous Occurrences - In line with the Council's Accident Reporting
Procedure, employees must inform their line manager of any accidents, incidents or dangerous
occurrences which take place whilst working at home. The initial report should be via telephone with
the appropriate paperwork being completed on the employee’s return to the workplace.

Policies and Procedures - Ali work carried out on Council business is covered by the requirements
of the Council's policies and procedures, even if this work is undertaken at home.

Data Protection, Security & Confidentiality - Arrangements for home working should ensure that
the employee can maintain the security and confidentiality of documents within the home
environment whilst complying with Data Protection legislation. Employees should use Councit laptops
and systems to perform their duties at home. Council employees working from home must ensure
secure networks and not public Wi-Fi, storing documents securely, and being mindful of screen
visibility.

Remote Access — To enable remote access, employees can use their Council issued laptop
allowing full remote working with collaboration tools including the various software in use for
communication. Security and confidentiality measures and policies must be adhered to.

Council Tax - If the area of the house being used for home working is also used by the rest of the
family at other times there are no implications regarding Council Tax. However, if the area is used
solely for business and is not available to the family there may need to be a change of definition. In
such cases the employee should check the details with the Billing Authority.

Taxation - Employees choosing to work from home are not entitled to tax relief on additional
outgoings. As there is no requirement to work from home there would be no tax relief on any
proportion of the costs for heating, lighting and rent on rooms used for business purposes.

You may be able to claim tax relief for additional household costs if you must work at home on a
regular basis, either for all or part of the week.

Equipment - Equipment required for home working will depend on the nature of the work being
undertaken. The type and extent of equipment beyond the Council issued laptop, monitor, keyboard,
and mouse will be based on the risk assessment. If any equipment owned by the Council is
subsequently lost or damaged by an employee that employee shall be expected to pay for its
replacement, if not covered by insurance.
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6. Making an application for home working

An employee requesting occasional or regular home working should do so via the Clerk and should
complete the application form and risk assessment form (Appendix 1). Employees are encouraged to
complete the form electronically providing as much information as possible. Where the Clerk is
requesting to work from home, the same information should be provided to the Council.

The Clerk, or the Council will take a decision based on the information included in this policy and
discussion with the applicant.

If the risk assessment highlights any cause for concern the Clerk/Council should seek Health & Safety
advice before any further action is taken.

The Clerk/Council will sign the application and risk assessment form and return a copy to the
employee whilst advising them of the decision on their application. This will normally be within two
weeks of the request being submitted.

if an employee wishes to appeal against the decision, they may do so by using the Council's
Grievance Procedure.

7. Reviewing working from home arrangements

Home working arrangements will be reviewed on an annual basis, or sooner if circumstances
change.

Council employees must be aware that any abuse of the home working arrangement may resuit in
the Council taking disciplinary action. '

Line managers have responsibility for monitoring and evaluating the working from home
arrangements to ensure they are working for both the employee and the council. This should include
periodic check-ins and reviews.

8. Monitoring and review of this policy

The Council shall be responsible for reviewing this policy to ensure that it meets legal requirements
and reflects best practice.

Any proposed amendments will be presented to the Council for approval.

July 2025

Policy Review Date: October 2026
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Appendix 1 Working from Home: Risk Assessment

1. General
O Completed a DSE assessment?
2. Chair
O Is the chair height adjustable?
O Is the back rest adjustable in height & tilt?
U Does the chair have a five-staff base?
0 Is the chair comfortable?
O Do you need a footrest?

3. Desk/work surface
O Is the area large enough for all the equipment and the full range or tasks to be undertaken
there (Employees should adopt a clear desk approach)?

O Is there sufficient clearance beneath the area for thighs and knees and to stretch the legs?
0 Have you sufficient space to access your desk as well as more space around it?
O If you use a document holder is it positioned at same height and distance as your monitor?
4. Keyboard
W Is there sufficient space in front of the keyboard to place a wrist rest?
0 Are all the keys present and in working order?
5. Mouse
0 Is there sufficient space adjacent to the keyboard for the mouse to be used comfortably?
O Is it positioned close to the keyboard to prevent overextending or cramping of the wrist?
0 Do you have a mouse mat?
6. Screen .
0 Is the monitor positioned firstly in front of you?
O Is the monitor positioned at the correct height? (when looking horizontally eyes should be

resting just below the top of the screen)
O Does the screen tilt and swivel easily?
0 Is the image on the screen clear and stable?

7. Environment

O Are there any manual handling issues relating to you working from home?
N Is the work area free from trip hazards — including the tidying of cables and leads?
] Does the route to your workplace involve using a loft ladder?
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Are there access problems if you carry large or heavy items?

[s the general lighting adequate?

Can you eliminate strong light sources / reflections?

Is the temperature and ventilations adequate and free from draughts?

Is the work area free from distracting noise?

Will your home working activities involve significant use of the telephone?

Are you intending to use a mobile phone for this purpose, or will you have access to a land

In relation fo your electrical equipment is there any evidence of damage to plugs or leads?
Is there any evidence of overheating?

Are combustible materials kept away from sources of heat?

Do you have a smoke alarm fitted?

Do you know what action to take in the event of a fire?

8. I.T. Equipment
| have a suitable broadband internet connection and good wi-fi or a cable to the router?

~1jPage
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Cranleigh Parish Councid

Business Continuity Policy 2025

1. Introduction

Cranleigh Parish Council is committed to ensuring continuity of essential services in the event of an
emergency or disruption. This policy outlines the response to and recovery from incidents that may

impact normal operations.

2. Objectives
e |dentify critical services and functions
e Provide a clear action plan to manage disruptions
e Minimise the impact of emergencies on staff, residents, and council operations
e Facilitate recovery to normal operations as quickly as possible

3. Scope
This policy covers disruptions affecting:
o Staff availability
Access to the council office or other key premises
IT and communications systems
Essential equipment and supplies
External emergencies affecting council services

e o o @

4. Responsibilities

Parish Clerk: Lead role in incident response and decision-making

Senior Admin Clerk: Supports the Parish Clerk; assumes lead in their absence
Grounds Manager for external resources

All Staff; Follow communication procedures and business continuity protocols

5. Risk Assessment

The Council maintains a risk register identifying likely threats, including:
Fire, flood, or damage to premises

Power or IT failure

Cyber incidents

Extreme weather

Staff shortage

External incidents (e.g., local infrastructure failure)

6. Critical Services
Priority services include:
e Public communications (e.g., website updates, noticeboards, social media)
Cemetery management
Open spaces and play park
Planning responses
Financial operations (payroll, supplier payments)
Support to vulnerable residents (through local coordination of emergency plan)



7. Incident Management
If an incident occurs:
4. Initial Response: Assess severity and immediate actions {e.g., evacuation, emergency services
contact)
2. Communication; Cascade messages internally and externally
3. Recovery Planning: Establish temporary working arrangements (e.g., remote working, use of
alternative locations)
4. Coordination; Parish Clerk leads a coordination group to oversee decisions

8. Communication

Residents will be informed through noticeboards, social media, and the council website. All media
enquiries must be referred to the Parish Clerk. Contact details for key pariners and staff are
maintained in a confidential infernal contact list.

9. Testing and Review
This plan will be tested annually via a tabletop exercise and reviewed following any incident or
annually at minimum.

10. Annexes
¢ Annex A: Risk Register Template
¢ Annex B: Communication Cascade Chart
e Annex C: Emergency Contact List
e Annex D: Office Inventory Checklist

July 2025

Policy Review Date: October 2026



Annex A — Risk Register Template
Risk Management Policy

https://lwww.cranleigh-pc.gov.uk/Policies and Other Documents 15282.aspx

Generic Risk Assessment available on Sharepoint
Annex B — Communication Cascade Chart
Level 1 — Parish Clerk, Senior Admin Clerk, Grounds Manager, Chairman, Vice Chairman

Level 2 — All staff, all Councillors
Level 3 — General public through website, social media, noticeboards

Annex C — Emergency Contact List

IT, phones, broadband Netcom IT Solutions
Roads/paths Nick Knox

Grounds Grasstex Limited
Trees Dave Ford Tree Care
Cleaning CMC

Pest Control PGH

Building work Case Electrical
Structural engineer Hockley & Dawson
Electrician Davd J Long
Plumbing/gas Goodwins Building Services
Legionella Musketeer Services
Fire/intruder alarms Securitas

CCTV Securitas

Key holding Shield Guarding

Annex D — Office Inventory

Data Sharepoint — Netcom IT Solutions
Financial Data Sharepoint — Netcom IT Solutions
Financial Software Rialtas Business Solutions

Burial Records Office fire safe



Beverley Bell - Cranleigh

e

From: addressing@waverley.gov.uk

Sent: 31 July 2025 15:00

To: Beverley Bell - Cranleigh

Attachments: Phase 3 - Reference Site Layout BW - potential roads marked up.pdf; LOCATION
PLAN.pdf

Dear Parish Clerk,

STREET NAMING APPLICATION SNN/2024/0151 - LAND AT WEST CRANLEIGH NURSERIES AND NORTH OF
KNOWLE PARK BETWEEN KNOWLE LANE AND ALFOLD ROAD

The Council received a street naming application from Nicholas King Homes which is the developer of 4 newly built
highways and 110 new dwellings situated at the above location.

The names being proposed for the new roads shown on the attached site plan are:

e CORALCLOSE

* GEMPLACE

e CHICORY ROAD

e DANDELION DRIVE

We will also extend the following roads:

o EXBURY CRESCENT
e BIBB ROAD
o BOSTON ROAD

These names have been checked by the Address Development team against Waverley’s policy. The proposed
names have been deemed acceptable and as such we put them forward for your consideration. We have also
consulted the Royal Mail with the proposed names.

Waverley’s Street Naming and Numbering policy states that the only basis for objecting to a new street name can be

on the grounds of:

o duplication;
e difficulty of pranouncing or spelling; and/or
e ifthe name could cause offence.

We ask that you assess the street name in this regard as there may be some local considerations that the Address
Development team may not be aware of.

We would be grateful if you could email your response to the new street name by MONDAY 22 SEPTEMBER AT
NOON. If Waverley does not receive a response from you by that date, the Address Development team will put the
proposed names for approval.

Please find a link below to the Street Naming & Numbering Policy for Waverley Borough Council:

http://www.waverley.gov.uk/downloads/download/1029/street_naming and_property numbering_policy

Thank you for your assistance with this matter of street naming.

Kind Regards,
Elizabeth Silley

Address Development Team
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Beverley Bell - Cranleigh

From: addressing@waverley.gov.uk

Sent: 27 August 2025 11:22

To: Beverley Bell - Cranleigh

Subject: STREET NAMING APPLICATION SNN/2024/0151 — LAND AT WEST CRANLEIGH

NURSERIES AND NORTH OF KNOWLE PARK BETWEEN KNOWLE LANE AND
ALFOLD ROAD

Dear Parish Clerk,
Further to our previous email we are adding an additional road name to the consultation - PARSLEY PLACE.

STREET NAMING APPLICATION SNN/2024/0151 - LAND AT WEST CRANLEIGH NURSERIES AND NORTH OF
KNOWLE PARK BETWEEN KNOWLE LANE AND ALFOLD ROAD

The Council received a street naming application from Nicholas King Homes which is the developer of 4 newly built
highways and 110 new dwellings situated at the above location.

The names being proposed for the new roads shown on the attached site plan are:

o CORALCLOSE

¢ GEMPLACE

e CHICORY ROAD

e DANDELION DRIVE
e PARSLEYPLACE

We will also extend the following roads:

e EXBURY CRESCENT
¢ BIBB ROAD
e BOSTONROAD

These names have been checked by the Address Development team against Waverley’s policy. The proposed
names have been deemed acceptable and as such we put them forward for your consideration. We have also
consulted the Royal Mail with the proposed names.

Waverley’s Street Naming and Numbering policy states that the only basis for objecting to a new street name can be

on the grounds of:

e duplication;
o difficulty of pronouncing or spelling; and/or
e fthe name could cause offence.

We ask that you assess the street name in this regard as there may be some local considerations that the Address
Development team may not be aware of.

We would be grateful if you could email your response to the new street name by MONDAY 22 SEPTEMBER AT
NOON. If Waverley does not receive a response from you by that date, the Address Development team will put the
proposed names for approval.

Please find a link below to the Street Naming & Numbering Policy for Waverley Borough Council:
http://www.waverley.gov.uk/downloads/download/1029/street_naming_and_property numbering_policy

Thank you for your assistance with this matter of street naming.

Kind Regards,



Better Points Proposal Waverley Active Travel

Better points

From This To This
Residents driving to the high street Residents active travelling to the high street
Theoretical benefits of active travel ~ Actualised benefits of active travel
Congestion of cars ' Congestion of active travel
A community ' An Active community
One method of transport ' Many methods of transport

Goals

Initial Tresure-hunt routes within town

The idea behind the street tag is to provide incentives to more in-town journey leaving the
car behind.

The initial method for this proposal is through freasure hunt style QR marked routes within
the town. QR code in shop windows.

Initial focus on supporting trips already planned, changing only the method of transport. This
is to reduce journey focus from active travel itself, and more towards part of a daily or weekly
routine. This develops the habit of active travel for journeys, rather than journeys for
rewards.

Secondary time-based rewards

By time gaiting certain rewards, specifically around the school opening hours, to encourage
more families to leave their cars at home. They key thing to stress is this is not targeting a
full swap of transport, rather than encourage a gradual change and to highlight the benefits.
This would be in two ways:

The first method: Placing QR codes, starting at a local car park, then ending with a portable
placed QR code outside by the school during set times.

The second would be encouraging those starting their active travel school journeys from
home.
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Better Points Proposal Waverley Active Travel

Investment

Local investment

We would request that that shop hosting the QR codes donate funds for the rewards budget.
This Local investment would be ring-fenced for rewards only in this community. This has two
benefits for those investing, the PR benefit of being seen to invest in the area (know local
issue) and increase in funds locals must enjoy the facilities in the town.

While SME might have limited budget for charitable causes, what they do have is a
marketing budget. The proposal would increase local footfall; it would be then down to the
shop to capitalise on that opportunity. This is the reason the focus of the QR placement
would be in these shops.

The individual SME investment required would be minimal, given the ring-fenced budget only
for rewards. However, the main benefit from local investment is the agency, interest, and
reduction in costs for advertising for the proposal. As system is no-longer a theoretical
benefit but an actual defined one, companies will want to make the most and help market the
Street tag proposal.

What Are We Confident We Can Achieve?

Our goal is to reduce local congestion and the demand for car parking. We aim to increase
foot traffic around local shops, community hubs, and green spaces. By doing so, we will
create a compelling evidence base that supports increased government investment in local
pavements and active travel infrastructure. Ultimately, this will enable residents to spend less
on travelling to the shops and more in those shops. Additionally, we seek to provide financial
incentives for active travel while encouraging a circular economy within the town.

We envision a community-driven marketing approach: companies that invest will benefit from
public relations boosts by being recognised as active contributors to the community, giving
back rather than taking.

How Can You Help Make This Happen?

One way to assist is by placing QR codes in your windows and contributing to the Ring-
Fenced Local Reward Budget. We recommend a contribution of £60 for small and medium-
sized enterprises (SMEs), and a minimum of £120 for large national companies.

This initiative is not just a project offered to the community; it is a project driven by the
community. We understand the challenges faced by SMEs, such as limited staff and the
difficulties in achieving marketing value for money, which is why we provide comprehensive
support.

“We offer custom prize options and a dedicated communications associate to assist with
local engagement and communication planning throughout each season. We will also
promote any new local events we become aware of by offering additional reward points to
those who attend.”
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