
 
 

 
 
 
 
 
 
  
 
 
 
 
 
 

RESOURCES AND 
GENERAL SERVICES 

COMMITTEE 
 

Members of the Resources and General Services Committee  
are summoned to attend a Meeting at 7.30pm on 

 

 Wednesday 03 December 2025 
 

at Loughton Town Council, Council Chamber, 1 Buckingham Court, 
Rectory Lane, Loughton IG10 2QZ  

 
 to transact the business as shown in the agenda. 

 
Mark Squire 
Town Clerk 

26 November 2025 

 
Councillor M Owen (Chairman) 

Councillor R Brookes (Vice Chairman) 
 
  Councillors 
I Allgood S Fontenelle N MacKinnon 
S Murray M Stubbings  

 
 

Note to Councillors: 
If you are unable to attend the meeting, 

please phone your apologies to the office on 020 8508 4200.  
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A G E N D A 

 
1 Apologies for absence 
 To RECEIVE any apologies for absence. 
 
2 Declarations of Interest 
 Councillors to declare any pecuniary or non-pecuniary interest in any items on the 

agenda. 
 
3 Confirmation of Minutes 
 To CONFIRM the minutes of the meeting held on 8 October 2025. 
 
4 Public Representations 

To hear any representations from members of the public who have registered a request 
to address the Committee in accordance with no 5, Appendix C, of the Standing 
Orders. 

 
5 Town Clerk’s / Chairman’s Report 

To report (for discussion only) on any further significant information / matters that may 
be of interest to Committee members. 

• Locality Fund update – Environment & Heritage meeting 19 November 2025  
Minute – EH155 refers. An application is in process via the Essex County 
Council (ECC) Locality Fund for new wooden decking at Murray Hall with 
improved disability access, thanks to the nomination of ECC, Cllr Pond. 

• Loughton Broadway Market update. Environment & Heritage meeting 19 
November 2025  Min EH146 refers. 

 
6 Training and Conferences  
  

05.11.25 & 
12.11.25 

Officer - Ollivia Drew 
 

Allotment Training (EALC)  

18.11.25 Officer - Debbie Taylor  Agenda and Minutes course – Essex 
Association of Local Councils (EALC) 

26. 11.25 Officer - Judy Graham  Prevent Awareness training (ECC) 

 
To receive and note. 
 

7 Christmas Card 2025  
A circular electronic Town Council festive card has been prepared with a Christmas and 
New Year message on the second page. The card will be distributed in early December 
2025. The template card will be available at the meeting. 
 
To receive and note. 

 
8 Remembrance Services 

The annual Remembrance Service and parade was held on Sunday 9 November 2025 
at the War Memorial on Kings Green, Loughton attracting very large crowds. Messages 
of thanks to all who participated in making this a successful event have been conveyed 
by the office. 
 
Loughton Town Council (LTC) also held a two-minute silence on Tuesday 11 
November 2025 at the War Memorial on Kings Green and members of Staples Road 
Primary School Council, children from Chrysalis Day Nursery, and also students from 
E15 Acting laid their poppy wreaths and paid their respects. They were joined by the 
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Town Mayor, Cllr David Wixley, standard bearer, Lt Malachi Fontenelle from the Air 
Cadets and Reverend Chris Davies who conducted the service. 
 
To receive and note. 

   
9 Citizens Awards – Min – RG141 

Following the launch of the award scheme this year,  the Town Clerk will orally highlight 
some areas of the current application scheme that need further consideration.  See 
current application form, pages 6 – 9. 
 
Members to agree a way forward. 
 

10 Windrush Flag 
At the meeting, members AGREED to defer the decision on the design of the flag as 
the Councillor who requested it was absent.   
 
Members to review and agree a way forward. 
 

11  Establishing a Town Partnership – Min RG 136  
An open invite to local retailers and businesses has been scheduled for 15 January 
2026, (avoiding the Christmas period) to attend a meeting at either the Town Council 
Chamber Room,  Murray Hall, (or other appropriate venue) depending on the number 
of responses received. 
 
Members to receive and note. 
 

12 Policies Review 
12.1  Bad Debt Policy   

Minor update – please see attached pages 10 – 11.  
  
13  Data Use and Access Act 2025  

See ‘The Clerk / November 2025’ article, which will be considered as as part of the 
ongoing General Data Protection Regulation (GDPR) review (page 12). Please note all 
members must be using a registered ‘Gov.uk’ e-mail address by 28 February 2025), to 
comply with Assertion 10, Annual Governance and Accountability Return, (AGAR) 
requirements. 
 
Members to receive and note. 

 
14 Finance 

14.1 Current Financial Position 
The current financial position to date is attached together with details of the 
funds available from earmarked reserves (see pages 13 – 14). 
 
A note of the Council’s current bank balances and most recent reconciliations 
as at 31 October 2025 are attached (see pages 15 – 20). Signatures removed 
for GDPR reasons. 
 

14.2 Accounts Paid 
Payments totalling £250,678.35 as detailed on payment schedules nos. 418 – 
423 (see pages 21 – 26) have been made since the report to the meeting on 8 
October 2025. Larger copies will be available at the meeting, depending on the 
print quality of the A4 sheets on the agenda. Schedules and accompanying 
invoices are available at the Council offices for inspection. Signatures removed 
for GDPR reasons.  
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For information, details of all Council payments in excess of £500 are provided 
on the Council’s website under the ‘Finance and Transparency Schedule of 
Payments’ section. 
 

15  Banking 
The Committee is asked to AGREE to remove Kate Pendlebury and add Caroline 
Carroll (Responsible Financial Officer) to the list of authorised users for the following 
bank accounts: 

  National Westminster Bank  
Nationwide Building Society  

  Unity Bank 
 
 Members to review and agree. 
 
16 Parish Basic Allowance 

The Committee is asked to consider and AGREE a recommendation to full Council on 
the level of Parish Basic Allowance that members may claim in 2026/27. 
This is currently set at £120 per annum, per member. 
 

17 Subscription Review 
The Committee is asked to review and AGREE the list of organisations of which it is 
currently a member and confirm if it wishes to support those listed in 2025/26, without 
amendment (see page 27) and also to agree the recommended budget level for the 
following year. 

    
18 Internal Financial check  

Cllr MacKinnon has agreed to conduct a further financial check on Wednesday 26 
November 2025. 
 
To receive and note. 
 

19 Financial Assistance Scheme update – Min RG 146 
The budget has been increased provisionally by £5,000 for 2026/27  
To date £13,081 of this year’s Financial Assistance Scheme has been paid out to 
various community groups. Other recipients of the scheme, who have not yet 
responded are being chased for an update. A further oral  update will be provided at the 
meeting itself. 
 
Members to review.  

  
20  Annual Governance and Accountability Return (AGAR) 2024/25 – Min – RG152 

Despite ‘chasing’ on a number of occasions, a formal notice of completion is yet to be 
received from PKF Littlejohn LLP, the external auditors. However a further response 
has now been received on 21 November 2025 – see below:  
Following on from our conversations and email correspondence, I have spoken to an 
engagement lead regarding your query regarding clarifying the other matter on the 
report. 
The two options available are: 
1. You can publish your response to the individual other matters on your website, 

stating the information has now been provided and the matters have now been 
resolved. 

2. We can formalise the redaction of the other matter, in a post completion report 
which will need to go through a formal review process and could potentially take a 
couple of weeks to complete. 
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If you could please let me know what form of action you want to take, regarding the 
other matter on the report. 
 
The Town Clerk has requested option 2. 
 
To receive and note. 
 

21  Chamber Fees – 2026/27 
Whilst the other halls’ fees have been increased by 4.5% (in line with the September 
2025 retail price index) recommend that the current level of fees for hire (see below) of 
the Chamber Room remain flat, to encourage greater use of the facilities available as 
bookings remain only sporadic. 

 
 Charity Rate  £17.50 plus VAT per hour. 
 Standard Rate  £32.00 plus VAT per hour  
 Commercial Rate £50.00 plus VAT per hour  
 
 Members to agree a way forward. 
 
22  Future work of the Committee  Min – RG157 

Further to minute ref RG157 of this Committee meeting of 8 October 2025, members 
requested a list of large potential capital projects to be produced for this meeting in lieu 
of the existing Public Works Loans which mature over the next couple of years. 
 
From the Recreation Committee meeting of 5 November 2025, minute RC177 
Committee Priorities for 2026/2027  
‘The Committee reviewed the priorities list for 2026/27 and AGREED that the provision 
of solar energy for Murray Hall, followed by demolition of the existing RVRG changing 
rooms as the immediate priorities’. N.B other important projects noted were the 
provision of a skate park, other new children’s playgrounds and new pathways on the 
Roding Valley Recreation Ground. 

 
From the Environment & Heritage committee meeting of 19 November 2025, Minute  
161.2  Budget 2026/27  
The Committee NOTED the draft 2026/27 Budget and that £10,000 would provisionally 
be added to Earmarked Funds for street lighting.  

 
From a different perspective a request has been received from the Planning and 
Licensing Committee meeting of 17 November 2025, for this committee to consider. 
See minute PL352 – Estimates and Budgets 2026/27 below   
‘The Committee questioned whether the allocation of £15,000 in Earmarked Funds in 
the Estimates for 2026/27, would cover the cost of preparing and implementing a 
neighbourhood plan?  Considering the current proposed changes to the planning 
regulations by the existing Government, the Committee may be required to adopt a 
local plan for Loughton. Members requested that this figure be confirmed as sufficient 
before the proposed review of the Estimates and Budgets 2026/27 by the Resources 
and General Services Committee at its meeting on 14 January 2026.’ 
 
Members and officers to review. 

 
23  Committee Priorities  

The Committee is requested to review and AGREE its priority list for 2026/276 (see  
Pages 28 – 29). 
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24 Budgets / Estimates 2026/27 
The Committee is asked to consider and CONFIRM the estimates of income and 
expenditure and levels of earmarked funds for 2026/27 (see pages 30 – 32). 
 
The Town Clerk will highlight a few salient points. 

 
  
 
 

 
Mark Squire 
TOWN CLERK 
26 November 2025 
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Agenda item 9 
Citizens Awards  
 

 
 

LOUGHTON CITIZENSHIP AWARDS 

Citizenship is the engagement of the individual in the service of the community.   
 

It may take the form of a single act of outstanding courage or bravery or might encompass 
sustained effort on behalf of a voluntary organisation or organisations, continual good-
neighbourliness, running a campaign to improve community facilities or cohesion, or to combat 
some defect or lack of provision, e.g. to resist something that might adversely affect the 
environment of the town. 
 

Loughton Town Council will recognise each year significant contributions to citizenship in one 
or more of the following three categories: 
 

(A) Acts of courage or bravery in the year in question that have resulted, for instance, in 
the prevention of a serious crime or the rescue of individuals from danger. 

 This is intended for people who are not employed by an emergency service. 
 The nominees may be either (a) an inhabitant or worker of Loughton, or (b) if they live 

elsewhere, must have exercised their courage in the town, e.g. by rescuing a Loughton 
citizen or stopping a crime in the town. 

 

(B) Voluntary Service: 
 (i) For people aged 25 or over   
 (ii) For people under 25 years of age 

Nominees should either work (on a paid or voluntary basis), be in education or live in 
Loughton.  Without being too prescriptive, they should have a record of work for the 
community (not confined to a single year for example), for one or more voluntary or 
largely voluntary organisations, or for neighbours or other groups. The panel will assess 
the degree to which their voluntary activity has contributed to the well-being, culture, or 
charitable resources of Loughton.  Their voluntary activity will count for more than paid 
activity. 
 

The division is made at age 25 largely to reflect the longer time older people have had 
to assemble a ‘community curriculum vitae’ and be able to recognise young family 
people as well as students. 
 

Service to national charities is valid only if there are identifiable Loughton benefits. 
 

Please read the Terms and Conditions shown on page 4  
before completing the form. 

 

DATA PRIVACY NOTICE 
Loughton Town Council only undertakes the processing of personal data where absolutely necessary.  
Our Data Privacy Notice forms part of this agreement and includes the binding obligations on us 
covering the duration, nature and purpose of the processing and your rights; copies are available on 
request from the Town Council or available on our website: Documents & Forms & Policies - Loughton 
Town Council 
 

When you submit a nomination, the information you provide (personal information such as name, 
address, email address, phone number) will be processed and stored so that it is possible to contact you 
and respond to your correspondence and provide information relating to your nomination.  Your personal 
information will not be shared with any third party without your prior consent.   

  

http://www.loughton-tc.gov.uk/Documents__and__Forms__and__Policies_2583.aspx
http://www.loughton-tc.gov.uk/Documents__and__Forms__and__Policies_2583.aspx
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IN CONFIDENCE 
 

LOUGHTON CITIZENSHIP AWARDS 
 

APPLICATION FORM 
 

(Please complete the form clearly in black ink using capital letters and keep within the 
boxes.  Continue on another sheet of paper if necessary) 

 

Name of nominee  
 

Private Address of nominee  
 
 
 

Telephone number  

Email address  

Which category is nomination for -  A or 
B? 

 

Nomination for Category A awards 
 

1 Give a full account of the act of bravery or courage in respect of which the 
nomination is made.  Continue on a separate sheet if you wish. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Where did the act take place? 

3 If the nominee was not a resident of Loughton at the time, which Loughton 
resident(s) did it benefit? 
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Nomination for Category B awards 
 

Nominee under 25 years of age  Nominee aged 25 or over  

 

1 Give an account of the voluntary activity the nominee has undertaken (including 
the period of activity), with a brief curriculum vitae., and if any such activity was 
remunerated, please state 

 

 
 
 
 
 
 
 
 
 
 

 

2 What, in your view, are the benefits for the well-being, cultural or charitable 
resources and community of Loughton that have accrued from her/his voluntary 
activities? 

 

 
 
 
 
 
 
 

 

YOUR DETAILS 
 

Name  

Signature  

Address  
 
 

Telephone number  

Email address  

 

SUPPORTER/REFEREES 
 

Name of supporter/referee 1  

 
Address 

 
 
 

Telephone number/Email 
 

 

Name of supporter/referee 2  

 
Address 

 
 
 

Telephone number/Email  
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TERMS AND CONDITIONS 
 
1 People may be nominated by any inhabitant of Loughton or by a Loughton employer, 

educational institution, group or society.  Nominees for preference should not have 
been given awards by other bodies for the same service. 

2 Please do not inform the nominee you have put his/her name forward. 

3 Applications are to be submitted on the form provided by 31 January. 

4 Two supporters and/or referees’ details are required for each nomination. 

5 Loughton Town Council officers and councillors (of any authority) are disqualified from 
being nominated in Categories B (i) and (ii). 

6 Service in political organisations is excluded from all categories.  Service to religious 
bodies is applicable only if it involves a substantial contribution to the wider community. 

7 The judging panel will comprise the Town Clerk, Town Mayor, Deputy Town Mayor and 
Chairman of the Resources and General Services Committee, whose decision will be 
final. 

8 One award and one runner up will be made in each category.  However, there is no 
compulsion to award in the absence of valid nominations. 

9 For each category, the winner’s prize will be an illuminated scroll, plus a cheque for 
£250 made payable to whichever local charity the winner nominates or, if she/he does 
not want to nominate a charity, the Council reserves the right to use the money in its 
Financial Assistance Scheme. 

 
 
 
 

 
 
 
 
 
  

 
Please return completed nomination forms by 31 January to: 
 

Loughton Citizenship Awards 
Loughton Town Council 
1 Buckingham Court 
Rectory Lane 
Loughton      IG10 2QZ 
 

Please mark your envelopes “PRIVATE & CONFIDENTIAL” 
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Agenda item 12 
Bad Debt Policy   
 

 
 

BAD DEBT POLICY 
 

Agreed by F&GP Committee 7 October 1998, revised by RGS Committee 6 February 2013 
For review 3 December 2025 
 

1. Introduction 
This policy outlines Loughton Town Council’s procedures for dealing with late payments and 
outstanding accounts (bad debts) in accordance with Financial Regulations. 
 

2. Policy Objectives 
The aim of this policy is to make clear the procedure that Loughton Town Council will follow 
to identify, minimise and recover potential bad debts and write off any debts which cannot 
be recovered. 
 

3. Credit Control 
 

All income due will be collected in accordance with Financial Regulations and any sums 
found to be irrecoverable or any subsequent bad debts shall be reported to the Resource & 
General Services Committee and where necessary, Full Council. 
 
a. Normal procedure is that payment should be made in advance. 
 

 
b. Unpaid income and bad debts shall be treated in the following manner: 
 

• Invoices which remain unpaid after 30 days will receive a telephone call or email 
reminding the customer that the invoice remains unpaid.  

• Invoices which remain unpaid after 45 days will receive a letter reminding the customer 
that the invoice remains unpaid and requesting payment within 2 weeks. 

• Invoices which remain unpaid after 60 days will receive a letter reminding the customer 
that the invoice remains unpaid and that the town councils’ financial information, including 
bad debts, is reported to the Resource & General Services Committee. 

• Invoices which remain unpaid after 90 days will receive a letter reminding the customer 
that the invoice remains unpaid, and notifying of the withdrawal of the service provided and 
that Loughton Town Council will actively pursue all outstanding debts through the legal 
system.  

• All letters will be accompanied by a statement of account from the town council’s 
financial system. 
 

4. Write off bad debts  
 

Loughton Town Council will seek to minimise the cost of write offs by taking all necessary 
action to recover what is due. Debts will be subject to the full recovery, collection and all 
reasonable legal procedures.  
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The Town Council recognises that where a debt is irrecoverable, prompt and regular write off 
of such debts is good practice. Whilst writing off bad debts is a non-routine function; all 
practical means should be taken to recover outstanding amounts due to the Town Council 
before the RFO recommends writing off a bad debt to the Resource & General Services 
Committee. Before this decision is made, due diligence consideration should include the 
following: 

• The cost of recovery against the amount owed.  
• The likelihood of success.  
• Were the correct credit control procedures followed.  
• Could procedure and practices be improved.  

 
Any debts to be written off should be reported in the form of a write off schedule to the 
Resources & General Services Committee, who have delegated powers to write off bad debts 
of up to £3,000; any larger debts must be reported to Full Council. The write off schedule 
should contain the following information:  

 
• Customer Reference.  
• Invoice number.  
• Date of invoice.  
• Amount of debt.  
• Reason for write off.  
• Recovery history.  
• Date of write off.  
• Authorisation of write off.  

 
5. Year-end write offs 

 
The RFO should ensure any bad debts and doubtful debts are correctly accounted for at 
year end. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
\\192.168.18.2\data\GENERAL\Council Policies\Bad Debt Policy KGP 03.12.24.doc                    26/11/25 
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Agenda item 13 
Data Use and Access Act 2025  
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Agenda item 14.1 
Current Financial Position 
 

Loughton Town Council 
Summary Income & Expenditure by Budget Heading 26/11/2025 

Month No: 7   Resources and General Services Committee Report 
 
 

 
 
 
 
 
 
Notes: 
 

(1) The Service Recharge will be applied at the financial year-end. 
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Agenda item 14.1 cont. 
Earmarked Reserves for 2025/2026 
A summary of the Committee’s reserves showing the amounts available from reserves in this 
current financial year is provided below: 
 
 

Resources and General Services Committee 31.10.25 

Elections  10,000 

Total 10,000 

 
 
 
 
 
 
  



Resources and General Services Committee 3 December 2025 
___________________________________________________________________________ 

 

15 
 

Agenda item 14.1 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.1 cont. 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.1 cont. 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.1 cont. 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.1 cont. 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.1 cont. 
Current Financial Position cont. – bank balances and reconciliations 
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Agenda item 14.2 cont. 
Accounts Paid 
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Agenda item 14.2 cont. 
Accounts Paid 
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Agenda item 14.2 cont. 
Accounts Paid 
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Agenda item 14.2 cont. 
Accounts Paid 
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Agenda item 14.2 cont. 
Accounts Paid 
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Agenda item 14.2 cont. 
Accounts Paid 
 

  



Resources and General Services Committee 3 December 2025 
___________________________________________________________________________ 

 

27 
 

Agenda item 17 
Subscription Review  
 

ORGANISATION            £                                  

Rural Community Council Essex (RCCE) 67.00 

Essex Association of Local Councils Affiliation fees 717.23 

NALC Affiliation fees 2,039.05 

Institute of Cemetery & Crematorium Management (ICCM)  105.00 

Campaign to Protect Rural England (CPRE) 35.00  

Essex Heritage Trust  25.00 

Essex Playing Fields Association (EPFA) (may fold following 
update from Recreation committee)  

40.00   

Information Commissioner’s Office (ICO) 60.00 

Open Spaces Society  45.00 

National Society of Allotment & Leisure Gardeners 73.00 

Society of Local Council Clerks (SLCC)                           480.00  

Anticipated new Total £3,686.28 

 25/26 Budget restated £3,910.00 

Recommended budget for 26/27 £4,000.00 
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Agenda item 23 
Committees Priorities – Future work of the committee –  
 

Resources and General Services 

 

Priority Main Function Greater Detail/Current Position 

 

Current activities 

 

High Final completion of transfer to 
Electronic Banking 

Transfer to Unity Bank; amalgamating / 
reducing current banking arrangements- near 
completion. Imminent  

High  Town Councillors and external staff 
members, e-mail addresses  

Designated e-mail addresses -Imminent  

High  AGAR Section 10 requirements  To ensure all is up to date – ongoing. 

Medium  Possible new signatories Ensuring enough current Councillor 
signatories to ensure smooth running of 
banking arrangements  

Medium Town Centre Partnership  To commence in early 2026  

Low Council structure Continuing reviews 

 

On-going activities 

 

High Seeking external funding sources As and when  

High Banking arrangements and 
investments 

Kept under review 

High Running the Committee  

High Admin for whole council  

High Council and committee agendas 
and minutes 

 

High All council finances, end of year 
accounts, audit etc. 

 

High Management of Buckingham Crt   

High Personnel and employment matters, 
staff management 

Staff Handbook reviews as required 

High IT and office equipment  

High Civic matters Civic Celebrations incl Citizenship Awards  

High Annual Report Preparation and printing 

High Newsletter Editorial, printing and distribution 

High Noticeboards Maintenance and installation 

High Publicity and website Currently being updated 

High Annual Town Meeting Arrangements and admin 

High Christmas card  Arrangements and admin 

High Emergency Plan Amendments and circulation  

High Financial Assistance Scheme  Admin and finance 

High New legislative requirements  

High Policy reviews On-going 

High Responding to consultations Variable 

High Contract reviews On-going 
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High Training Strategy Regular reviews 

 

High Any other matters within the Committee’s terms of reference 
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Agenda Item 24  

Budgets 2026/27 
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Agenda Item 24 cont. 
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Agenda Item 24 cont. 


