
Finance and Governance Committee 
MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND 

Summons to attend meeting to be held on  

Wednesday 16th June at 5:00pm 

at the Council Offices, Market Street Carnforth 

18027 To receive apologies for absence 

18028 To receive declarations of interest 

18029 To consider Minutes of the meeting held on Wednesday 2nd May 2018 

18030 To consider items of urgent business 

18031 To adjourn the meeting for a period of public discussion (Note: Any 

matters needing a ‘decision’ will be considered as an agenda item at a 

future meeting) 

18032 To consider Annual Accountability and Governance Return (AGAR) 

2017/2018 (presented at the meeting) 

18033 To consider Internal Audit Report (presented at the meeting) 

18034 To consider monthly financial monitoring reports for April and May 

2018 (attached) 

18035 To consider arrangements for a review of fees and charges 2018/2019 

18036 To consider draft Privacy Notice (attached) 

18037 To consider draft Data Protection and Information Policy (attached) 

18038 To consider draft Publication scheme (attached) 

18039 To consider revised Finance and Governance Committee Terms of 

Reference (attached) 

 

Town Clerk        08 June 2018 

28 Wilson Grove, Heysham, Morecambe, LA3 2PQ 

Tel: 07756 080030 

Email: clerk@carnforthtowncouncil.org 

mailto:clerk@carnforthtowncouncil.org


 

 

Carnforth Town Council 

 

 

Minutes of the Finance & Governance Committee meeting 

held at the Council Offices, Market Street, Carnforth on 

Wednesday 02 May 2018 

Present: Councillor Grisenthwaite (Chair); Councillor Aspin; Councillor Parker; 

Councillor Roe; Councillor Woof; Councillor Gardner (part) 

In attendance: Bob Bailey, Town Clerk 

 

18014 Apologies:  :  Apologies were received from Councillors Gardner and Bromilow 

18015 Declarations of Interest and Dispensations:  There were no declarations of 

interest or requests for dispensation. 

18016 Minutes:  It was RESOLVED that the Minutes of the Finance and Governance 

Committee held on 14th March be approved.  It was noted that the scheduled 

meeting on 11th April had not been quorate 

18017 Urgent Business:  There were no matters of urgent business 

18018 Adjourn for public discussion:  No members of the public attended the 

meeting. 

18019 Financial management, monitoring and reporting:  The Clerk reported that he 

had input all income and expenditure for 2017/2018 into a version of Microsoft 

Money that he already has access to for other Parish Councils and had reconciled 

these to bank statements for the year from Unity Trust and Barclays Bank.   

The Clerk presented Members with options for the future monitoring and 

reporting of financial transactions.  These included detailed monthly transaction 

reports itemised by the date of each transaction and indicating the payee; 

relevant bank account; budget heading – referred to as income and expenditure 

categories with the accounting system; the amount of a ‘Running Balance’ at the 

time of the report. 

The Clerk also proposed to develop a monthly budget report that would show for 

each category of income and expenditure the actual performance against budget.  

It was acknowledged that this report will ‘evolve’ and develop into a useful tool 

upon which future budgeting arrangements can be based. 

Members commented that the reports were clear and easy to understand.  After 

some questions, it was RESOLVED that the Finance and Governance Committee 

receives for consideration a monthly ‘Transactions report’ incorporating all bank 

accounts and that the Clerk develops, for further consideration, a monthly ‘Budget 

report’.   



18020 Financial accounting systems and software requirements: As outlined the 

Clerk is using Microsoft Money to enter all income and expenditure, reconcile 

bank statements and produce reports.  It was reported that whilst the version of 

Microsoft Money being used is a few years old (2005), it is considered fit-for-

purpose for the time being but its ongoing effectiveness will be monitored.   

The Clerk reported that there is a more pressing need to acquire a suitable 

integrated business solution that will provide the necessary security and flexibility 

to ensure compliance with the General Data Protection Regulations and meet the 

future needs of the Town Council.  The Clerk advised that such solutions included 

Microsoft Office 365 and G-Suite from Google. 

After some discussion, it was RESOLVED that the Clerk research the cost and 

suitably of integrated customer service solutions and report back to future 

meetings of both the Asset Management and Finance and Governance 

Committees for further consideration. 

18021 Banking arrangements:  The Clerk reported that all necessary forms for both 

Unity Trust and Barclays had now been signed and submitted and further 

information/action from the banks is awaited.  The Clerk has also had an 

opportunity to add himself as an additional user for the Unity Trust Accounts, had 

changed passwords and other security settings and is now able to reconcile 

statements and post BACS transactions for authorisation.  The Clerk reported that 

this arrangement is working very well as is using the local branch of Barclays as a 

means of depositing income received directly at the Civic Hall or the Council 

offices.   

It was the recommendation of the Clerk that whilst on-line banking with Barclays 

should continue to be pursued, existing arrangements with Unity Trust should 

continue, subject to the Clerk being set up as the main user and the former Clerk 

removed. 

After some discussion it was RESOLVED that, subject to the conditions as 

presented, no further changes be made to the existing banking arrangements.  

18022 Quarter 4 income and expenditure:  Having entered all 2017/2018 transactions 

into Microsoft Money and reconciled all bank statements the Clerk presented a 

draft of the income and expenditure transactions for the year ended 31st March 

2018.   

It was reported that total income received during the year was £63, 981 from 

precept, income from the hire of the civic hall, advertising on the Carnforth 

Exporess, VAT recoverable and some interest.  Expenditure amounted to £60,250, 

over half of which was staff costs.  Other expenditure included grant payments 

(£6,000), spend on the War Memorial and gardens (£2,040), publication and 

distribution of the Carnforth Express (£1,800) and insurance (£1,424), with the 

remainder largely being on the general maintenance of the Civic Hall and the 

town. 

This represents a surplus of income over expenditure of £3,731.  Balances as at 

31st March 2018 were £29,172. 



The Clerk went on to advise that he had made a start on reconciling the accounts 

ready for audit in accordance with the Accounts and Audit Regulations and in 

preparation for the subsequent completion and approval by the Town Council of 

the Annual Governance and Accountability Return (AGAR) 2017/2018.   

The Clerk informed Members that in doing so he had found a ‘favourable’ 

discrepancy between the carry forward balances as at 1st April 2017 per the bank 

statements and that reported as the carry forward figure at the end of the 

2016/2017 financial year.  The Clerk will continue to try and establish the reason 

for this and/or agree a way forward with the internal auditor and advise Members 

accordingly. 

Given that the Clerk is new in post and that the new external auditors are 

requesting accounts to be submitted by 11th June, it was recommended that an 

extension of time be requested. 

After much discussion and questions, it was RESOLVED that the draft income and 

expenditure report and account balances as at 31st March 2018 be noted, and 

that the Clerk request an extension of time from the external auditors to enable 

satisfactory completion of the year end accounts. 

18023 General Data Protections Regulations update:  The Clerk provided an update 

on the impact and requirements of GDPR.  There is still no definitive answer from 

either the Information Commissioners Officer (ICO) or NALC as to whether Clerks 

can be appointed as the Data Protection Officer (DPO) for Parish/Town Councils.  

It is the Clerk’s view that the GDPR is an enhancement on the 1998 Data 

Protection Act and provided that proper controls are either in place, or are being 

progressed, by the 25th May there should be little impact on the Town Council.   

Further guidance and templates and a checklist for compliance have now been 

made available and the Clerk recommended that the following actions be taken 

by 25th May: 

a) Carry out a Data audit, essentially a compilation of a list of the data that the 

parish council holds, where it came from and who it is shared with; 

b) Create a set of relevant privacy notices (templates provided)  

c) Update or develop policies relating to data processing and protection that 

reflect the new requirements 

After some general comments and questions, it was RESOLVED that the latest 

update on GDPR be noted and the recommendations of the Clerk be approved 

with further updates being provided as arrangements develop. 

18024 By-election and associated costs:  Members discussed the notification of the 

call for a by-election for the vacant Carnforth Town Ward and the potential 

significant cost to the Town Council should the election be contested.   

The Clerk presented Members with a paper produced by NALC about local 

council election costs and the relevant legislation.   

It was noted that, should the election be contested, the Town Council has few 

options to reduce the re-charge that will be made by the principle authority, 

Lancaster City Council to cover the cost of any such election.   



However, consideration can be given to the Town Council being responsible for 

distributing poll cards and/or providing staff/volunteers to act as election staff on 

the day of the poll.  Another option, is to advise the principal authority that the 

Town Council does not wish poll cards to be delivered at all for this election, 

should there be a need for one, as sufficient notice will be provided on social 

media, the Council’s website and noticeboards. 

After much discussion, and based on comments already received from Members 

of the Town Council, it was RESOLVED that the principle authority be advised 

that the Town Council did not wish poll cards to be delivered for this by-election. 

18025 Update on actions and recommendations:  Member were advised of the 

following updates from the Asset Management Committee: 

a) War Memorial repairs:  The lowest quotation received to carry out repairs 

to the War Memorial has been accepted and a recommendation was made 

that the works be carried out as soon as practicable; 

b) Civic Hall matters:  Subsidence has been addressed and re-lining of the car 

park will be completed by the Civic Hall Manager soon; 

c) Noticeboard for the Whelmar Estate:  A quotation of £724 plus VAT has 

been accepted for a shared noticeboard with Carnforth Neighbourhood 

Watch subject to formal permission being given for it to be fixed at the 

agreed location. 

18026 Review of Finance & Governance Committee:  Members briefly discussed the 

existing terms of reference of the Committee, which whilst still largely relevant, 

would benefit from being reviewed to ensure that they remain fit-for-purpose.  It 

was RESOLVED that the Clerk draft a revised terms of reference document for 

consideration and approval by the Finance and Governance Committee.   



Date Payee Memo Category/Budget heading Amount Running Balance

Opening Balance as of 01/04/2018 £29,172.27

03/04/2018 Lancaster City Council Waste collection -£667.03

VAT Recoverable -£28.16

Sdub-total -£695.19 £28,477.08

06/04/2018 Civic Hall : Hire £102.00 £28,579.08

06/04/2018 HMRC Taxes : Income Tax -£337.33 £28,241.75

09/04/2018 Lancaster City Council Precept £50,470.00 £78,711.75

09/04/2018 British Gas Civic Hall Expenditure : Electricty -£106.56

VAT Recoverable -£26.46

Sub-total -£133.02 £78,578.73

11/04/2018 Plus net Broadband -£23.50

VAT Recoverable -£4.70

Sub-total -£28.20 £78,550.53

14/04/2018 amazon Small Table Council Offices : Equipment -£13.00 £78,537.53

Account Transactions 01/04/2018 - 30/04/2018 (All accounts)



Date Payee Memo Category/Budget heading Amount Running Balance

Account Transactions 01/04/2018 - 30/04/2018 (All accounts)

16/04/2018 amazon Council Offices : Equipment -£12.46

VAT Recoverable -£2.49

Sub-total -£14.95 £78,522.58

16/04/2018 Bob Bailey Bills : Telephone -£10.00 £78,512.58

18/04/2018 Indepedent Vetcar Civic Hall : Hire £259.20 £78,771.78

18/04/2018 C Haggan Civic Hall : Hire £86.40 £78,858.18

18/04/2018 C Haggan Civic Hall : Hire £64.80 £78,922.98

18/04/2018 C Haggan Civic Hall : Hire £86.40 £79,009.38

18/04/2018 C Haggan Civic Hall : Hire £64.80 £79,074.18

18/04/2018 Bob Bailey Printing & Stationary -£16.50 £79,057.68

19/04/2018 Civic Hall : Hire £238.00 £79,295.68

19/04/2018 D Astley Staff : Salaries (Outdoor Mntce) -£283.87 £79,011.81

19/04/2018 D Astley Staff : Expenses (Outdoor Mntce) -£14.40 £78,997.41

19/04/2018 Bob Bailey Staff : Salaries (Town Clerk) -£800.54 £78,196.87

19/04/2018 R Marsden Staff : Expenses (Civic Hall) -£15.00 £78,181.87

19/04/2018 MC Pearcy Ltd Capital Expenditure : Civic Hall -£645.00 £77,536.87

19/04/2018 Barry Paul Capital Expenditure : Civic Hall -£645.00 £76,891.87
Subsidence works

door sign



Date Payee Memo Category/Budget heading Amount Running Balance

Account Transactions 01/04/2018 - 30/04/2018 (All accounts)

19/04/2018 Trade Uk Civic Hall Expenditure : Maintenance -£33.31

VAT Recoverable -£6.67

Sub-total -£39.98 £76,866.29

19/04/2018 Thomas Graham Civic Hall Expenditure : Maintenance -£46.17

VAT Recoverable -£9.23

Sub-total -£55.40 £76,810.89

19/04/2018 Bob Bailey Council Offices : Equipment -£69.16

VAT Recoverable -£13.83

Council Offices : Equipment -£49.99

VAT Recoverable -£10.00

Sub-total -£142.98 £76,667.91

19/04/2018 Moore & Wife War Memorial & Gardens : Cleaning -£425.00

VAT Recoverable -£85.00

Sub-total -£510.00 £76,157.91

19/04/2018 R Marsden Civic Hall Expenditure : Maintenance -£71.35

Printing & Stationary -£32.00

VAT Recoverable -£12.98

Sub-total -£116.33 £76,041.58

Fridge

microwave



Date Payee Memo Category/Budget heading Amount Running Balance

Account Transactions 01/04/2018 - 30/04/2018 (All accounts)

19/04/2018 Dazzling Windows Civic Hall Expenditure : Cleaning -£30.00 £76,011.58

19/04/2018 The Reserve Forces Civic Hall : Hire £1,077.99 £77,089.57

20/04/2018 tech hub ltd Computer : Hardware -£511.09

VAT Recoverable -£102.22

Sub-total -£613.31 £76,476.26

20/04/2018 Bob Bailey Staff : Training (Town Clerk) -£35.00 £76,426.86

21/04/2018 Trade Uk Civic Hall Expenditure : Maintenance -£41.15

VAT Recoverable -£6.05

Sub-total -£47.20 £76,379.66

25/04/2018 R Marsden Staff : Salaries (Civic Hall) -£825.70 £75,553.96

TOTALS £46,381.69 £75,553.96



Date Payee Memo Category / Budget heading Amount Running Balance

Opening Balance as of 01/05/2018 £75,553.96

04/05/2018 Plus net Council Offices : Broadband -£28.20 £75,525.76

04/05/2018 Lancaster City Council Civic Hall : Hire £121.30 £75,647.06

07/05/2018 Lancaster City Council Asset Management : Devolved Expenditure -£580.00

VAT Recoverable -£116.00

Sub-total -£696.00 £74,951.06

08/05/2018 1st Carnforth Community Fund -£1,088.00 £73,863.06

09/05/2018 Carnforth Design Posters and leaflets TD&PC : Devolved Expenditure -£85.00 £73,778.06

10/05/2018 St Helens News Distribution Newsletter Distribution -£270.00 £73,508.06

12/05/2018 Bob Bailey Poppies Asset Management : Devolved Expenditure -£60.00 £73,448.06

12/05/2018 Plus net Split/Multiple Categories -£29.59 £73,418.47

Computer : Online/Internet Service -£23.67

VAT Recoverable -£5.92

12/05/2018 1&1 Computer : Online/Internet Service -£17.96

VAT Recoverable -£3.59

Sub-total -£21.55 £73,396.92

Domain name

Summer plants 2017

Account Transactions 01/05/2018 - 31/05/2018 (All accounts)



Date Payee Memo Category / Budget heading Amount Running Balance

Account Transactions 01/05/2018 - 31/05/2018 (All accounts)

12/05/2018 Noticboards online Asset Management : Devolved Expenditure -£723.60

VAT Recoverable -£144.72

Sub-total -£868.32 £72,528.60

13/05/2018 Hampshire Flag Company Asset Management : Devolved Expenditure -£120.74

VAT Recoverable -£24.15

Sub-total -£144.89 £72,383.71

13/05/2018 Morecambe Press Carnforth Express Expenditure : Printing -£318.00 £72,065.71

14/05/2018 D Astley Staff : Salaries (Outdoor Mntce) -£283.87 £71,781.84

14/05/2018 D Astley Staff : Expenses (Outdoor Mntce) -£188.22 £71,593.62

14/05/2018 R Marsden Staff : Salaries (Civic Hall) -£825.70 £70,767.92

14/05/2018 R Marsden Staff : Expenses (Civic Hall) -£15.00 £70,752.92

14/05/2018 Bob Bailey Staff : Salaries (Town Clerk) -£800.54 £69,952.38

14/05/2018 Zurich insurance Insurance -£1,165.63

VAT Recoverable -£291.41

Sub-total -£1,457.04 £68,495.34

21/05/2018 HMRC Oustanding payments 17-18 Taxes : Income Tax -£463.75 £68,031.59

31/05/2018 Carnforth Chamber Hanging baskets Asset Management : Devolved Expenditure -£180.00 £67,851.59

TOTALS -£7,702.37 £67,851.59

United Kingdom; Lancashire & RAF 

ensign flags



Privacy Notice (Draft) 

Carnforth Town Council 

46 – 48 Market Street,  

Carnforth, LA5 9LB 

 

Email: clerk@carnforthtowncouncil.org 

Telephone:  07846 256 006  

 

When you contact us : The information you provide (personal information such as 

name, address, email address, phone number, organisation) will be processed and 

stored by Carnforth Town Council (the Council) to enable us to contact you and respond 

to your correspondence, provide information and/or allow you access to our facilities 

and services.  Your personal information will be not shared or provided to any other 

third party. 

The Councils Right to Process Information:  The Council’s right to process 

information is set out in the General Data Protection Regulations Article 6 (1) (a) (b) and 

(e).  The Council will only process information where: 

➢ Processing is with consent of the data subject, or; 

➢ Processing is necessary for compliance with a legal obligation, or; 

➢ Processing is necessary for the performance of a task carried out in the public 

interest or in the exercise of official authority vested in the controller 

Information Security:  The Council has a duty to ensure the security of personal data.  

We make sure that your information is protected from unauthorised access, loss, 

manipulation, falsification, destruction or unauthorised disclosure.  This is done through 

appropriate technical measures and appropriate policies.  Copies of these policies can 

be requested. 

We will only keep your data for the purpose it was collected for and only for as long as 

is necessary.  After which it will be deleted.  You may request the deletion of your data 

held by the Council at any time.  

Children:  We will not process any data relating to a child (under 13) without the 

express parental/ guardian consent of the child concerned.  

Access to Information:  You have the right to request access to the information we 

have on you.  You can do this by contacting the Town Clerk using the contact details 

provided above.   



Privacy Notice (Draft) 

Information Correction:  If you believe that the information we have about you is 

incorrect, you may contact us so that we can update it and keep your data accurate.  

Please contact the Town Clerk to request this. 

Information Deletion:  If you wish the Council to delete the information about you 

please contact the Town Clerk to request this. 

Right to Object:  If you believe that your data is not being processed for the purpose it 

has been collected for, you may object: Please contact the Town Clerk to object. 

Rights Related to Automated Decision Making and Profiling:  The Council does not 

use any form of automated decision making or the profiling of individual personal data. 

Conclusion: In accordance with the law, we only collect a limited amount of information 

about you that is necessary for correspondence, information and service provision.  We 

do not use profiling, we do not sell or pass your data to third parties.  We do not use 

your data for purposes other than those specified.  We make sure your data is stored 

securely.  We delete all information deemed to be no longer necessary.  We constantly 

review our Privacy Policies to keep it up to date in protecting your data. (You can 

request a copy of our policies at any time). 

Complaints:  If you have a complaint regarding the way your personal data has been 

processed you may make a complaint to the Council by following our Complaints 

procedure available at: http://www.carnforthtowncouncil.org/assets/150625---

complaints-procedure.pdf or by contacting the Information Commissioners Office 

casework@ico.org.uk Tel: 0303 123 1113 

http://www.carnforthtowncouncil.org/assets/150625---complaints-procedure.pdf
http://www.carnforthtowncouncil.org/assets/150625---complaints-procedure.pdf
mailto:casework@ico.org.uk


Information & Data Protection Policy  

Introduction 
To conduct its business, services and duties, Carnforth Town Council (the Council) processes a wide range 

of data, relating to its own operations and some which it handles on behalf of partners.  In broad terms, 

this data can be classified as: 

➢ Data shared in the public arena about the services it offers, its mode of operations and other 

information it is required to make available to the public; 

➢ Confidential information and data not yet in the public arena such as ideas or policies that are 

being worked up; 

➢ Confidential information about other organisations because of commercial sensitivity; 

➢ Personal data concerning its current, past and potential employees, Councillors, and volunteers; 

➢ Personal data concerning individuals who contact it for information, to access its services or 

facilities or to make a complaint. 

The Council will adopt procedures and manage responsibly, all data which it handles and will respect the 

confidentiality of both its own data and that belonging to partner organisations we work with and 

members of the public.  In some cases, we will have contractual obligations towards confidential data, 

but in addition will have specific legal responsibilities for personal and sensitive information under data 

protection legislation.   

The Council will periodically review and revise this policy in the light of experience, comments from data 

subjects and guidance from the Information Commissioners Office. 

The Council will be as transparent as possible about its operations and will work closely with public, 

community and voluntary organisations.  In being transparent about its activities and functions, for all 

information which is not personal or confidential, we will be prepared to make it available to partners 

and local communities.  Details of information which is routinely available is contained in the Council’s 

Publication Scheme which is based on the statutory model publication scheme for local councils.  

Protecting Confidential or Sensitive Information 
The Council recognises it must at times, keep and process sensitive and personal information about both 

employees and the public.  We have, therefore, adopted this policy not only to meet our legal 

obligations but to ensure high standards.  

The General Data Protection Regulation (GDPR) which became law on 25th May 2018 sets out the 

responsibilities of organisations and how they can strike a balance between the rights of individuals and 

the sometimes, competing interests of those, such as the Council with legitimate reasons for using 

personal information. 

Personal Data 
This policy is based on the premise that personal data must be:  

➢ Processed fairly, lawfully and in a transparent manner in relation to the data subject; 

➢ Collected for specified, explicit and legitimate purposes and not further processed in a manner 

that is incompatible with those purposes; 



Information & Data Protection Policy  
➢ Adequate, relevant and limited to what is necessary in relation to the purposes for which they are 

processed; 

➢ Accurate and, where necessary, kept up to date; 

➢ Kept in a form that permits identification of data subjects for no longer than is necessary for the 

purposes for which the personal data are processed; 

➢ Processed in a manner that ensures appropriate security of the personal data including protection 

against unauthorised or unlawful processing and against accidental loss, destruction or damage, 

using appropriate technical or organisational measures. 

The Council processes personal data to: 

➢ fulfil its duties as an employer by complying with the terms of contracts of employment, 

safeguarding the employee and maintaining information required by law; 

➢ pursue the legitimate interests of its business and its duties as a public body, by fulfilling 

contractual terms with other organisations, and maintaining information required by law; 

➢ monitor its activities including the equality and diversity of its activities; 

➢ fulfil its duties in operating the business premises including security; 

➢ assist regulatory and law enforcement agencies; 

➢ process information including the recording and updating details about its Councillors, 

employees, partners and volunteers; 

➢ process information including the recording and updating of details about individuals who 

contact it for information, or to access a service, or make a complaint; 

➢ undertake surveys, censuses and questionnaires to fulfil the objectives and purposes of the 

Council; 

➢ undertake research, audit and quality improvement work to fulfil its objects and purposes; 

➢ carry out Council administration. 

Where appropriate and governed by necessary safeguards we may  carry out the above processing 

jointly with other appropriate bodies from time to time. 

The Council will ensure that at least one of the following conditions is met for personal information 

to be considered fairly processed: 

➢ The individual has consented to the processing; 

➢ Processing is necessary for the performance of a contract or agreement with the individual; 

➢ Processing is required under a legal obligation; 

➢ Processing is necessary to protect the vital interests of the individual; 

➢ Processing is necessary to carry out public functions; 

➢ Processing is necessary to pursue the legitimate interests of the Council or third parties. 

Particular attention is paid to the processing of any sensitive personal information and the Council will 

ensure that at least one of the following conditions is met: 



Information & Data Protection Policy  
➢ Explicit consent of the individual; 

➢ Required by law to process the data for employment purposes; 

➢ A requirement to protect the vital interests of the individual or another person 

Data Protection Terminology  

Data subject - means the person whose personal data is being processed.  This may be an employee, 

prospective employee, associate or prospective associate of Carnforth Town Council or someone 

transacting with it in some way, or an employee, Member or volunteer with one of our clients 

Personal data - means any information relating to person or data subject that can be used directly or 

indirectly to identify the person.  It can be anything from a name, a photo, and an address, date of birth, 

an email address, bank details, and posts on social networking sites or a computer IP address.  

Sensitive personal data - includes information about racial or ethnic origin, political opinions, and 

religious or other beliefs, trade union membership, medical information, sexual orientation, genetic and 

biometric data or information related to offences or alleged offences where it is used to uniquely identify 

an individual. 

Data controller - means a person who (either alone or jointly or in common with other persons) 

determines the purposes for which and the way any personal data is to be processed.  Town and Parish 

Councils are exempt from appointing a data controller but our data will be administered and managed 

by the Town Clerk on the Council’s behalf. 

Data processor - in relation to personal data, means any person (other than an employee of the data 

controller) who processes the data on behalf of the data controller. 

Processing information or data - means obtaining, recording or holding the information or data or 

carrying out any operation or set of operations on the information or data, including:  

➢ organising, adapting or altering it; 

➢ retrieving, consulting or using the information or data; 

➢ disclosing the information or data by transmission, dissemination or otherwise making it 

available;  

➢ aligning, combining, blocking, erasing or destroying the information or data. regardless of the 

technology used.  

 

Who is responsible for protecting a person’s personal data?  

The Town Council as a corporate body has ultimate responsibility for ensuring compliance with the Data 

Protection legislation.  The Council has delegated this responsibility day to day to the Town Clerk. 

Email:  clerk@carnforthtowncouncil.org  

Phone:  07846 256 006 

Correspondence:  Town Clerk, 46 – 48 Market Street, Carnforth, LA5 9LB 

 

mailto:clerk@carnforthtowncouncil.org


Information & Data Protection Policy  
Diversity Monitoring 
The Council monitors the diversity of its employees, and Councillors, in order to ensure that there is no 

inappropriate or unlawful discrimination in the way it conducts its activities.  It undertakes similar data 

handling in respect of prospective employees.  This data will always be treated as confidential.  It will only 

be accessed by authorised individuals within the Council and will not be disclosed to any other bodies or 

individuals.  Diversity information will never be used as selection criteria and will not be made available 

to others involved in the recruitment process.  Anonymised data derived from diversity monitoring will 

be used for monitoring purposes and may be published and passed to other bodies. 

The Council will always give guidance on personnel data to employees, Councillors, partners and 

volunteers through a Privacy Notice and ensure that individuals on whom personal information is kept 

are aware of their rights and have easy access to that information on request. 

Appropriate technical and organisational measures will be taken against unauthorised or unlawful 

processing of personal data and against accidental loss or destruction of, or damage to, personal data. 

Personal data shall not be transferred to a country or territory outside the European Economic Areas 

unless that country or territory ensures an adequate level of protection for the rights and freedoms of 

data subjects in relation to the processing of personal data. 

Information provided to us 
The information provided (personal information such as name, address, email address, phone number) 

will be processed and stored so that it is possible for us to contact, respond to or conduct the transaction 

requested by the individual.  By transacting with the Council, individuals are deemed to be giving 

consent for their personal data provided to be used and transferred in accordance with this policy, 

however, wherever possible specific written consent will be sought.  It is the responsibility of those 

individuals to ensure that the Council is able to keep their personal data accurate and up-to-date.  The 

personal information will be not shared or provided to any other third party or be used for any purpose 

other than that for which it was provided. 

The Councils Right to Process Information  
The Council’s right to process information is set out in the General Data Protection Regulations (and Data 

Protection Act) Article 6 (1) (a) (b) and (e), provided that:  

➢ Processing is with consent of the data subject, or; 

➢ Processing is necessary for compliance with a legal obligation, or; 

➢ Processing is necessary for the legitimate interests of the Council. 

Information Security 
The Council takes care to ensure the security of personal data.  We make sure that your information is 

protected from unauthorised access, loss, manipulation, falsification, destruction or unauthorised 

disclosure.  This is done through appropriate technical measures and appropriate policies.  We will only 

keep your data for the purpose it was collected for and only for as long as is necessary, after which it will 

be deleted. 

 



Information & Data Protection Policy  
Children 
We will not process any data relating to a child (under 13) without the express parental/ guardian 

consent of the child concerned.  

Rights of a Data Subject 
Access to Information:  An individual has the right to request access to the information we have on 

them. They can do this by contacting our Town Clerk:  The Council will ensure that individuals on whom 

personal information is kept are aware of their rights and have easy access to that information on 

request. 

Information Correction:  If they believe that the information we have about them is incorrect, they may 

contact us so that we can update it and keep their data accurate. Please contact the Town Clerk. 

Information Deletion:  If the individual wishes the Council to delete the information about them, they 

can do so by contacting the Town Clerk.  

Right to Object:  If an individual believes their data is not being processed for the purpose it has been 

collected for, they may object by contacting the Town Clerk. 

Complaints:  If an individual has a complaint regarding the way their personal data has been processed, 

they may make a complaint to the Town Clerk or the Information Commissioners Office 

casework@ico.org.uk Tel: 0303 123 1113. 

Making Information Available 
The Publication Scheme is a means by which the Council can make a significant amount of information 

available routinely, without waiting for someone to specifically request it.  The scheme is intended to 

encourage local people to take an interest in the work of the Council and its role within the community.  

In accordance with the provisions of the Freedom of Information Act 2000, this Scheme specifies the 

classes of information which the Council publishes or intends to publish.   

All formal meetings of Council and its committees are subject to statutory notice being given on notice 

boards, the Website and social media.  All formal meetings are open to the public and press and reports 

to those meetings and relevant background papers are available for the public to see.  The Council 

welcomes public participation and has a public participation session on each Council and committee 

meeting.  Details can be seen in the Council’s Standing Orders, which are available on its Website or at its 

Offices. 

Occasionally, Council or committees may need to consider matters in private - examples of this are 

matters involving personal details of staff, or a member of the public, or where details of 

commercial/contractual sensitivity are to be discussed.  This will only happen after a formal resolution 

has been passed to exclude the press and public and reasons for the decision are stated.  Minutes from 

all formal meetings, including the confidential parts are public documents. 

mailto:casework@ico.org.uk
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The Openness of Local Government Bodies Regulations 2014 requires written records to be made of 

certain decisions taken by officers under delegated powers.  These are not routine operational and 

administrative decisions such as giving instructions to the workforce or paying an invoice approved by 

Council, but would include urgent action taken after consultation with the Chairman, such as responding 

to a planning application in advance of Council.  In other words, decisions which would have been made 

by Council or committee had the delegation not been in place. 

The 2014 Regulations also amend the Public Bodies (Admission to Meetings) Act 1960 to allow the public 

or press to film, photograph or make an audio recording of council and committee meetings normally 

open to the public.  The Council will where possible facilitate such recording unless it is being disruptive. 

It will also take steps to ensure that children, the vulnerable and members of the public who object to 

being filmed are protected without undermining the broader purpose of the meeting. 

The Council will be pleased to make special arrangements on request for persons who do not have 

English as their first language or those with hearing or sight difficulties.  

Disclosure Information 

The Council will as necessary undertake checks on both staff and Members with the the Disclosure and 

Barring Service and will comply with their Code of Conduct relating to the secure storage, handling, use, 

retention and disposal of Disclosures and Disclosure Information  

Data Transparency 

The Council has resolved to act in accordance with the Code of Recommended Practice for Local 

Authorities on Data Transparency (September 2011).  This sets out the key principles for local authorities 

in creating greater transparency through the publication of public data and is intended to help them 

meet obligations of the legislative framework concerning information.   

“Public data” means the objective, factual data on which policy decisions are based and on which public 

services are assessed, or which is collected or generated during public service delivery.  The Code will 

therefore underpin the Council’s decisions on the release of public data and ensure it is proactive in 

pursuing higher standards and responding to best practice as it develops. 

The principles of the Code are: 

➢ Demand led:  new technologies and publication of data should support transparency and 

accountability; 

➢ Open:  the provision of public data will be integral to the Council’s engagement with residents so 

that it drives accountability to them; 

➢ Timely: data will be published as soon as possible following production. 

Government has also issued a further Code of Recommended Practice on Transparency, compliance of 

which is compulsory for parish councils with turnover (gross income or gross expenditure) not exceeding 

£25,000 per annum.  These councils will be exempt from the requirement to have an external audit from 

April 2017.   
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Carnforth Town Council exceeds this turnover but will never the less ensure the following information is 

published on its Website for ease of access: 

➢ All transactions above £100. 

➢ End of year accounts 

➢ Annual Governance Statements 

➢ Internal Audit Reports 

➢ List of Councillor or Member responsibilities 

➢ Details of public land and building assets 

➢ Draft minutes of Council and committees within one month 

➢ Agendas and associated papers no later than three clear days before the meeting. 

 

Adopted by the Town Council: (Date) 

Review Date: (Date) 

 



CARNFORTH TOWN COUNCIL - PUBLICATION SCHEME 

May 2018  FoI Publication Scheme 2018 

Information to be published How the information can be obtained Cost 
Class 1  Who we are and what we do - organisational information, locations and contacts 

Who’s who on the Council  • Website 

• Hard Copy – Contact Town Clerk 

• Website – Annual Report 

• Hard Copy – All households in the Parish receive a 
copy of the Annual Report  

• Additional paper copies of Annual Report available 
– Contact Town Clerk 

Free 
Free 
Free 
Free 
 
Free  

Contact details for Town Clerk and Council Members 
(named contacts where possible with telephone 
number and e-mail address) 

• Website – all information including e-mail 

• Annual Report  

• Telephone Town Clerk (see end of this document). 

• Hard Copy – Contact Town Clerk 

Free 
Free 
Free 
Free 

 

Class 2  What we spend and how we spend it - Financial Information relating to projected and actual income and expenditure, 
procurement, contracts and financial audit (Current and previous financial year as a minimum) 

Annual Return form and report by Auditor • Hard Copy – Contact Town Clerk Free 

Finalised Budget • Website – “Financial Information” 

• Annual Report (delivered to households) 

• Hard Copy of Statement of Accounts - Contact Town 
Clerk 

Free 
Free 
Free 

Precept • Website – Minutes of Precept Setting meeting 

• Annual Report (delivered to households) 

• Hard Copy – Contact Town Clerk 

Free 
Free 
Free 

Financial Standing Orders and Regulations • Hard Copy – Contact Town Clerk Free 

Grants Given and Received • Hard Copy – Contact Town Clerk 

• Annual Report (delivered to all households) 

Free 
Free  
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Information to be published How the information can be obtained Cost 
List of current contracts awarded and value of contract • Hard Copy – Contact Town Clerk Free 

Members allowance and expenses • Hard Copy – Contact Town Clerk  

• Annual Report (delivered to all households) 

Free 
Free 

 

Class 3  What our priorities are and how we are doing - Strategies and plans; performance indicators and reviews 

Town Plan • Website 

• Hard Copy – Contact Town Clerk 

Free 
Free 

Annual Report (current and previous year as a 
minimum) 

• Website 

• Hard Copy – All households in the Parish will receive 
a free copy delivered to their door 

• Additional Hard Copies – Contact Town Clerk 

Free 
Free 
 
Free 

 

Class 4  How we make decisions - Decision making processes and records of decisions (Current and previous council year as a 
minimum) 

Timetable of Town Council Meetings  • Website 

• Annual Report (delivered to all households) 

• Hard Copy – Contact Town Clerk 

Free 
Free 
Free 

Agendas of Town Council Meetings • Website 

• Hard Copy – Contact Town Clerk 

Free 
Free 

Minutes of Meetings – NB this will exclude information 
that is properly regarded as confidential 

• Website 

• Hard Copy – Contact Town Clerk 

Free 
Free 

Reports presented to meetings – NB this will exclude 
information that is properly regarded as confidential 

• Website (as necessary) 

• Hard Copy – Contact Town Clerk 

Free 
Free 

Responses to consultation papers • Website 

• Hard Copy – Contact Town Clerk 

Free 
Free 
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Information to be published How the information can be obtained Cost 
Class 4  How we make decisions - Decision making processes and records of decisions (Continued) 

Responses to planning applications • Website – Reference to minutes of Council 
meetings for particular applications where a 
response has been made 

• Hard Copy – Contact Town Clerk 

Free 
 
 
Free 

Bye-Laws • Website 

• Hard Copy – Contact Town Clerk 

Free 

 

Class 5  Our policies and procedures - Current written protocols, policies and procedures for delivering our services and 
responsibilities (Current information only) 

Policies and procedures for the conduct of council 
business: Standing orders; Code of Conduct and Policy 
Statements 

• Hard Copy – Contact Town Clerk  

• Website  

Free 
Free 

Policies and procedures for the provision of services 
and about the employment of staff; Complaints 
Procedure  

• Hard Copy – Contact Town Clerk 

• Website 

Free 
Free 

 

Class 6 – Lists and Registers - Currently maintained lists and registers only 

Register of Electors – Copy of the principal authority’s 
electoral register 

• Visual Inspection – Contact Town Clerk Free 

Assets Register • Hard Copy – Contact Town Clerk Free 

Register of Members’ Interests • Hard Copy – Contact Town Clerk 

• Website 

Free 
Free 

Register of Gifts and Hospitality • Hard Copy – Contact Town Clerk 

• Website  

Free 
Free 
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Information to be published How the information can be obtained Cost 
Class 7 – The Services we offer – Information about the services we offer, including leaflets, guidance and newsletters produced for 
the public and businesses (Current Information Only) 

Allotments • Currently no allotments Not applicable 

Burial Grounds and closed churchyards • Currently not responsible for any Burial Grounds or 
closed churchyards 

Not applicable 

Community Centres and Village Halls  • Currently no direct responsibility for Community 
Centres or Village Halls 

Not applicable 

Parks, playing fields and recreational facilities • Website Free 

Seating, litter bins, clocks, memorials and lighting • Currently no direct responsibility for litter bins, 
clocks, memorials and lighting 

• A number of seats are provided and maintained - 
Contact Town Clerk 

 
 
Free 

Bus shelters • No direct responsibility for Bus shelters Not Applicable 

Markets • No direct responsibility for Markets Not Applicable 

Public Conveniences • No direct responsibility for public conveniences Not Applicable 

Services for which the council is entitled to recover a 
fee (e.g burial fees) 

• Not currently applicable  

Newsletter • Website 

• Hard Copy – delivered to all households 

Free 
Free 

 

Contact Details: 
Bob Bailey, Town Clerk,  Tel:  01524 858557 (Home) 
46 – 48 Market Street     07828254149 (Mobile) 
Carnforth    Email: clerk@carnforthtowncouncil.org  
LA5 9LB   Website: www.carforthtowncouncil.org 

mailto:clerk@carnforthtowncouncil.org
http://www.carforthtowncouncil.org/
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SCHEDULE OF CHARGES 
 

TYPE OF CHARGE DESCRIPTION 

Disbursement cost The Town Council has determined NOT to charge any disbursement costs (i.e. for photocopying, postage 
and delivery) for requests for information held by the Town Council in the conduct of its business activities.  
All associated cost to be met from within existing Town Council budgets 
The Town Council does, however, reserve the right to charge to cover its costs where a high volume of 
information is requested 

Statutory Fee None applicable 
 


