
 
 
 
 
 
 
  
 
 
 
 
 
 

RESOURCES AND 
GENERAL SERVICES 

COMMITTEE 
 

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

 

 Wednesday 24 June 2026 
 

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

 
 to transact the business as shown in the agenda. 

 
Liz Petyt Start 

Town Clerk 
19 June 2026 

 
Councillor M Owen (Chairman) 

Councillor R Brookes (Vice Chairman) 
 
Councillors 
M Fontenelle   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 08 April 2026. 
 
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. 
 
To receive and NOTE. 
 

6 Training and Conferences  
 

15.05.2026 Planning Clerk & Cllr K-W 
Lee 

Planning Enforcement & Planning 
Committee overview (EFDC) 
 

15.05.2026 Cllr Ubah Member training day (EFDC)  
 

10.06.2026 Services Manager  Routine Playground Inspection Course 
(CouncilWise) 
 

16.06.26 Planning Clerk  Permitted Development rights (CouncilWise) 
 

17.06.26 Clerk & Deputy Clerk  SLCC AGM and Training Day 
 

11.07.26 Cllr K-W Lee Permitted Development Rights 
(CouncilWise) 
 

23.09.26 Cllr Murray & Responsible 
Financial Officer 

The Six Characteristics of a High Performing 
Council – Essential HR Training 
(CouncilWise) 
 

07.10.26 Deputy Clerk & 
Responsible Financial 
Officer 
 

AI for Town and Parish Councils 
(CouncilWise)  

 
To receive and NOTE.  
 

7 Staff Matters  
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7.1  Salaries 2026/27 
The SLCC have reported that the National Employers have now made a full and 
final pay offer following the trade unions submissions for pay and conditions 
claim for 2026/2027 which was rejected.    
 
Again, this year, it means it is likely to be some months past the anniversary 
date, before any conclusion is reached.  

  
 7.2 Pension Scheme (LGPS) – Key Changes for Employers 

 See attached key changes for employers regarding changes to unpaid leave for 
LGPS pension purposes (page 5). 
 
To receive and NOTE.   

 
8 Flag Flying 
 For information, the Town Council marked the following events: 
 

Commonwealth Flag on 9 March 2026 – Commonwealth Day 
Union Flag on 9 April 2026 – His Majesty’s Wedding Day 
St George Cross Flag on 23 April 2025 – St George’s Day 
Union Flag on 6 May 2026 – Coronation Day 
Union Flag on 14 June 2026 – Official Birthday of His Majesty The King 
Union Flag on 21 June 2026 – Birthday of The Prince of Wales 
 
The Town Council will mark the following events: 
 
Armed Forces Day Flag on 27 June 2026 (flag to be flown from Monday 29 June)  
Union Flag on 17 July 2026 – Birthday of The Queen   
Red Ensign on 3 September 2026 – Merchant Navy Day 
Union Flag on 8 September 2026 – His Majesty The King’s Accession 
Union Flag from 9 November 2026 (flag to be flown from Friday 6 November) 
Remembrance Commemoration 
Union Flag on 14 November 2026 – Birthday of His Majesty The King 
 
To receive and NOTE. 
 

9  Technology & Office Equipment 
 

 9.1  New Computers 
Following the decision at the meeting of 8 April 2026, two new computers have 
been ordered to replace the oldest computers in the office. 
 
To receive and NOTE. 

 
 9.2 Laptop for new Town Clerk & Bookings Officer 

To approve the request for a new laptop for the new Town Clerk and for a 
laptop to be used by the bookings officer and halls caretaker. See attached 
quotes (page 6).  

 
 9.3  Digital Telephone System   

To review and AGREE the quotes for a new telephone system ahead of the 
move from analogue to digital on Jan 2027 (see pages 7 – 14). 

 
 9.4 New Air-Conditioning Unit for the Chamber 

Members to review and AGREE the quotes to install a new air conditioning unit 
in the chambers to replace the existing faulty unit (see pages 15 – 19). 
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10 Christmas Card 2026 
The Committee is asked to consider and AGREE if it wishes to continue with last year’s 
format of producing a festive photo card to be circulated digitally and a donation to be 
made to a charity. 

 
11 Loughton Citizenship Awards Scheme Review of the Application Form 

The Committee is asked to discuss and review the Loughton Citizens Award application 
form and criteria for the 2027/28 financial year (see pages 20 – 23).  

 
12 Policies Review 

To review and approve the following policies and procedure documents for 
recommendation to full council. 
 
12.1  Freedom of Information Act Publication Scheme (pages 24 – 29). 
 
12.2  Casual Vacancy Procedure (Co-option Policy) 

To note the co-option policy will be recommended to Council as an appendix to 
the Standing Orders (see pages 30 – 31). 

 
13 District and County Councillor Regular Contact  

Following the recent local elections and change of administration, Councillors to 
discuss and agree a way forward for a regular communication between Town/District 
and County Councillors. 

 
14 Loughton Day 

The Committee is asked to discuss and decide criteria for political parties at the 
community event.   
  

15 Minutes to the Essex Records Office 
Members to review and agree the sending of Confirmed Minutes to the Essex Records 
Office (2016-2021 & 2021–2024).   

 
16 Finance 

16.1 Current Financial Position 
The current financial position as at 31 May 2026 is attached together with 
details of the funds available from earmarked reserves (see pages 32 – 33). 
 
A note of the Council’s current bank balances and most recent reconciliations 
as at 31 May 2026 are attached (see pages 34 – 39). 
 
To receive and NOTE.  
 

16.2 Accounts Paid 
Payments totalling £153,849.74 as detailed on the payment report have been 
made since the report to the meeting on 8 April 2026 (see pages 40 – 45).  
Schedules and accompanying invoices are available at the Council offices for 
inspection.  
 
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. 
 
To receive and NOTE.  
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17 Banking 
Access has been granted to Unity Bank for the new Clerk to the account and Cllr 
McKinnon for an additional signatory. 
 
NatWest accounts have been updated to include the Clerk and RFO on the mandate.   
NatWest credit card account has been transferred to the new Clerk. 
Nationwide account has added the Clerk and RFO, Cllr Riley and Cllr Fricker. 
 
To receive and NOTE. 
 

18 Update to Payroll Fees 
Members are asked to review the report on page 46 outlining the new payroll fees and 
reasons for the increase.  
 
To receive and NOTE. 

 
19 Precept 

The Committee is asked to NOTE that the first instalment of the 2026/27 Precept 
£552,340.50 was received into the Council’s NatWest Business Reserve account on 24 
April 2026. 
 
To receive and NOTE.  

 
20 Financial Assistance Awards Scheme Review of the Application Form  

The committee is asked to discuss and review the suggested amendments on the 
application form on pages 47 – 54, for the grant award scheme for the 2027/2028 
financial year.  
 

21 Buckingham Court Directorship 
The Committee is asked to NOTE the change of Director of Buckingham Court from the 
former Town Clerk to the new Town Clerk for purposes of receiving and reviewing 
annual accounts. 
 
To receive and NOTE. 

 
22  Annual Governance and Accountability Return (AGAR) 2025/26  

The AGAR was submitted to the external auditors by email on 4 June 2026 and the 
completed confirmation of dates for provision of public rights form has been displayed 
on our noticeboards and posted on the Town Council website.   

 
 To receive and NOTE. 
  
 

 
 

 
Liz Petyt Start 
TOWN CLERK 
19 June 2026 
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Agenda item 7.2 – Pension Scheme (LGPS) – Key Changes for Employers 
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Agenda item 9.2 – Laptop for new Town Clerk & Bookings Officer 
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Agenda item 9.3 – Digital Telephone System 
 

QUOTES FOR UPGRADED TELEPHONE SYSTEM - JUNE 2026 

  

       

* note current prices are £130.94 per month for 8 users (see breakdown from the Comms guys) 

       

RENEWAL       

       

Company  Price  Contract Length      

       

The Comms Guys £150.00 2 year      

Cloud & Cable £136.20 5 year      

UTL Group  £225.00 3 year     

 £175.00 5 year      
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Agenda item 9.3 – Digital Telephone System /…continued 
Comms Guys Quote 
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Agenda item 9.3 – Digital Telephone System /…continued 
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Agenda item 9.3 – Digital Telephone System /…continued 
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Agenda item 9.3 – Digital Telephone System /…continued 
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Agenda item 9.3 – Digital Telephone System /…continued 
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Agenda item 9.3 – Digital Telephone System /…continued 
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Agenda item 9.4 – New Air-Conditioning Unit for the Chamber 
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Agenda item 9.4 – New Air-Conditioning Unit for the Chamber /…continued 
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Agenda item 9.4 – New Air-Conditioning Unit for the Chamber /…continued  
 

From: Matthew Wimpress <  
Sent: 16 June 2026 17:16 
To: Deborah Taylor < 
 Cc: sky <info@skyairconditioning.co.uk> 
Subject: Loughton Town Council Proposed Air Conditioning 
  
Good Afternoon Debbie 
  
It was a pleasure meeting you today. 
  
Please see below the following recommendations for air conditioning to the below site : 
  
Quotation 
Re – Loughton Town Council Proposed Air Conditioning 
  
Works to be carried out: 
  
De-commission and remove existing Mitsubishi Electric cassette type split system. 
Supply, install and commission 1 x PLA-SM100EA3 10kw ceiling mounted cassette system. 
  
Interconnecting services to run above ceiling, with a hole exiting the chambers either at high 
level above ceiling or via 70mm trunking as described on site. 
  
For the sum of                                                                                £2,990.00+VAT@0% = 
£2,990.00 
  
All the above comes with 5-year parts warranty. 
If there are any questions or queries with any of the above, please do not hesitate to contact 
us. 
  
Regards 
  
Matthew Wimpress 

 
  
Sky Air Conditioning Limited 
Unit 4 | Forest Road Business Centre |92a Forest Road | Loughton | Essex  | IG10 1EQ 
T-   02085086970 
F-   02085083819 
M- 07932008686 
Email: matthewwimpress@sky.com 
Web: www.skyairconditioning.co.uk 
This e-mail and any attachment(s) are intended solely for the addressee. If you have received 
this in error, please e-mail it back to the sender and then immediately permanently delete it. 
  
Company Registration No: 5483713. VAT No: 864011449.  
Company FGAS number: 1014739 

 

mailto:info@skyairconditioning.co.uk
mailto:matthewwimpress@sky.com
www.skyairconditioning.co.uk
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Agenda item 9.4 – New Air-Conditioning Unit for the Chamber /…continued 
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Agenda item 9.4 – New Air-Conditioning Unit for the Chamber /…continued 
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Agenda item 11 
Loughton Citizenship Awards Scheme Review of the Application Form 
 

 
 

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” 
 

Or by email to the Clerk – Liz.Petyt-Start@loughton-tc.gov.uk 
 

 

mailto:Liz.Petyt-Start@loughton-tc.gov.uk
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Agenda item 12 – Policies Review  
12.1 Freedom of Information Act Publication Scheme  
 

INFORMATION AVAILABLE FROM LOUGHTON TOWN COUNCIL UNDER THE PUBLICATION SCHEME 
Please note, we aim to deal with all written requests for information promptly.  However, under the legislation you should allow up to  

20 working days for the response, counting the first working day after the request is received as the first day.  
 

Information to be published How the information can be 
obtained 

Cost 

Class 1 - Who we are and what we do 
(Organisational information, structures, locations and contacts) 
This will be current information only 

(hard copy and/or website)  

Who’s who on the Council and its Committees Website, newsletter and 
noticeboards. 
Hardcopy from Town Council offices 

FOC 
 

60p/sheet 

Contact details for Town Clerk and Council members (named contacts where possible 
with telephone number and email address (if used)) 

Website, newsletter and 
noticeboards. 
Hardcopy from Town Council offices 

FOC 
 

60p/sheet 

Location of main Council office and accessibility details Website, newsletter and 
noticeboards 

FOC 

Staffing structure Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

 

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 

(hard copy and/or website)  

Annual return form and report by auditor Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Finalised budget Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Precept Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 
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Borrowing Approval letter Hardcopy from Town Council offices 60p/sheet 

Financial Standing Orders and Regulations Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Grants given and received Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

List of current contracts awarded and value of contract Hardcopy from Town Council offices 60p/sheet 

Members’ allowances and expenses Website, newsletter and 
noticeboards 
Hardcopy from Town Council offices 

FOC 
 
60p/sheet 
 

Class 3 – What our priorities are and how we are doing 
(Strategies and plans, performance indicators, audits, inspections and reviews) 

(hard copy or website)  

Parish Plan (current and previous year as a minimum) N/A  

Annual Report to Parish or Community Meeting (current and previous year as a 
minimum) 

Website and newsletter  
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Quality status Hardcopy from Town Council offices 60p/sheet 

Local charters drawn up in accordance with DCLG guidelines Hardcopy from Town Council offices 60p/sheet 
 

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

(hard copy or website)  

Timetable of meetings (Council, any committee/sub-committee meetings and parish 
meetings) 

Website, newsletter and 
noticeboards 
Hardcopy from Town Council offices 

FOC 
 
60p/sheet 

Agendas of meetings (as above) Website and libraries 
Hardcopy from Town Council offices 

FOC 
 

Minutes of meetings (as above) – n.b. this will exclude information that is properly 
regarded as private to the meeting. 

Website and libraries 
Hardcopy from Town Council offices 

FOC 
 

Reports presented to council meetings - n.b. this will exclude information that is 
properly regarded as private to the meeting. 

Website and libraries 
Hardcopy from Town Council offices 
 

FOC 
60p/sheet 

Responses to consultation papers Website and libraries 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Responses to planning applications Website and libraries FOC 
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Hardcopy from Town Council offices 60p/sheet 

Bye-laws Hardcopy from Town Council offices 60p/sheet 
 

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

(hard copy or website)  
 
 
 

 

Policies and procedures for the conduct of council business:  
Procedural standing orders 
Committee and sub-committee terms of reference 
Delegated authority in respect of officers 
Code of Conduct 
Policy statements 

 

Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Policies and procedures for the provision of services and about the employment of staff: 
 
Internal policies relating to the delivery of services 
Equality and diversity policy 
Health and safety policy 
Recruitment policies (including current vacancies)  
Policies and procedures for handling requests for information 
Complaints procedures (including those covering requests for information and operating 
the publication scheme) 

 

Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Information security policy Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Records management policies (records retention, destruction and archive) Hardcopy from Town Council offices 60p/sheet 

Data protection policies  Hardcopy from Town Council offices 60p/sheet 

Schedule of charges (for the publication of information) Website 
Hardcopy from Town Council offices 

 
FOC 
60p/sheet 
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Class 6 – Lists and Registers 
Currently maintained lists and registers only 
 

(hard copy or website; some 
information may only be available by 
inspection) 

 

Any publicly available register or list (if any are held this should be publicised; in most 
circumstances existing access provisions will suffice) 

Where applicable, hardcopy from 
Town Council offices 

60p/sheet 

Assets Register  Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Disclosure log (indicating the information that has been provided in response to 
requests; recommended as good practice, but may not be held by parish councils) 

Hardcopy from Town Council offices 60p/sheet 

Register of members’ interests Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Register of gifts and hospitality Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

 
 

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 

(hard copy or website; some 
information may only be available by 
inspection) 

 

Allotments Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Burial grounds and closed churchyards Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Community centres and village halls Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Parks, playing fields and recreational facilities Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Seating, litter bins, clocks, memorials and lighting Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Bus shelters Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

A summary of services for which the council is entitled to recover a fee, together with 
those fees (e.g. burial fees) 

Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Additional Information   
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This will provide Councils with the opportunity to publish information that is not itemised 
in the lists above 

Parish Ward Boundaries Inspection at Town Council offices  

Employment practice and procedure Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Members’ Remuneration Scheme Website 
Hardcopy from Town Council offices 

FOC 
60p/sheet 

Council Newsletter Website 
Hardcopy from Town Council offices 

FOC 
 

Millennium Remembrance Grove Book of Dedication Inspection at Town Council offices FOC 

Scheme for granting financial assistance Website or hardcopy from Town 
Council offices 

FOC 

Annual citizenship awards criteria Website or hardcopy from Town 
Council offices 

FOC 

Heritage Plaques criteria Website 
Hardcopy from Town Council offices 

FOC 
 

 
The Town Clerk is on a salary benchmark range SCP50 (£64,373) to SCP54 (£72,307)  
Contact details: 
Liz Petyt Start, Town Clerk 
Loughton Town Council 
1 Buckingham Court 
Rectory Lane 
Loughton 
Essex   IG10 2QZ    or  contact@loughton-tc.gov.uk 
 
 
SCHEDULE OF CHARGES  
Where a charge is applied for the provision of information, these will be reviewed on an annual basis.  Applicants should contact the Town Council 
for current figures. 
 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 

Disbursement cost Photocopying @ 60p per sheet (black & 
white) 

Actual cost *  

 Photocopying @ 60p per sheet (colour) Actual cost 

mailto:contact@loughton-tc.gov.uk
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 Postage Actual cost of Royal Mail standard 2nd class 
 

Statutory Fee  In accordance with the relevant legislation 
 

Other   

 
* the actual cost incurred by the public authority 
 
 
 
Originally agreed 19 November 2008 
This policy was reviewed by the Resources and General Services Committee on 24 June 2026. 
Further review June 2029. 
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Agenda item 12 – Policies Review 
12.2 Freedom of Information Act Publication Scheme  
 

 
 

Procedure to fill a casual vacancy occurring on the Town Council 
Reviewed by the RGS Committee at its meeting on 24 June 26 

 

1. Circumstances in Which a Casual Vacancy Arises 

A casual vacancy will arise if a councillor’s seat becomes vacant due to: 

• Failure to make the Declaration of Acceptance of Office within the required time 
• Resignation 
• Death 

In these cases, the Town Clerk will normally begin the process to fill the vacancy without 
requiring a meeting of the Town Council or any committee. 

2. Other Causes of Vacancy 

If a vacancy arises for any other reason—such as disqualification due to six months’ 
non-attendance or any other statutory disqualification—the Town Clerk, on behalf of the 
authority, will declare the office vacant and begin the process to fill it, again without recourse to 
a council or committee meeting. 

3. Vacancies Arising Within Six Months of Ordinary Retirement 

If a vacancy occurs within six months of the date on which the councillor would ordinarily have 
retired: 

• A by-election cannot be called. 
• The Council may either: 

o Advertise the vacancy for co-option, or 
o Leave the seat vacant until the next ordinary election. 

The Council will decide which option to take at its next suitable meeting. 

4. Public Notice of Vacancy 

Except in the circumstances described in section 3, the Town Council will issue a formal notice 
of vacancy in consultation with Electoral Services at Epping Forest District Council. Notices will 
normally be displayed: 

• On council noticeboards in the relevant ward 
• On the Council’s website 

5. By-Election Procedure 
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If a by--election is requested: 

• Electoral Services will notify the Town Council and will administer all arrangements for 
the election. 

• Poll cards may be issued by Electoral Services; this is optional and will incur a cost to 
the Town Council. 

6. Co-Option Procedure 

If no by--election is called: 

• Electoral Services will inform the Town Council. 
• The Town Clerk will begin the co-option process without the need for a council or 

committee meeting. 
• Applications for co-option will be considered at the next suitable Council meeting. 

7. Advertising the Vacancy 

Casual vacancies for co-option will be advertised on council noticeboards and through any 
other communication channels the Council or Town Clerk considers appropriate. 

8. Applications for Co-Option 

Applicants will be required to: 

• Submit information about themselves 
• Confirm that they meet the statutory eligibility criteria 

Applicants will be invited to make a presentation of up to two minutes at the Council meeting 
where the co-option decision will be made. 

9. Co-Option Voting Procedure 

At the meeting: 

• No further discussion will take place after the presentations. 
• The Council will vote on the applicant(s). 
• Standing Order 10.1 (first sentence) will be suspended to allow a signed ballot. 
• Ballot papers will be issued and voting will take place immediately. 
• The Council reserves the right not to make a co-option. 

10. Voting Requirements 

A candidate must receive a clear majority of those present and voting, in accordance with 
statutory requirements. 

11. Acceptance of Office 

The successful applicant must sign the Declaration of Acceptance of Office within the statutory 
time limit. Once completed, they will receive summonses to Council meetings and may act as a 
member of the Council. 
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Agenda item 16.1 
Current Financial Position 
Month No: 3 
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Agenda item 16.1 cont. 
Earmarked Reserves for 2026/2027 
 
 
 
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 31.05.26 

Elections  10,000 
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Agenda item 16.1 cont. 
Bank Reconciliations 
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Agenda item 16.1 cont. 
Bank Reconciliations 
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Agenda item 16.1 cont. 
Bank Reconciliations 
 

 
  



Resources and General Services Committee 24 June 2026 
___________________________________________________________________________ 

37 

 

Agenda item 16.1 cont. 
Bank Reconciliations  
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Agenda item 16.1 cont. 
Bank Reconciliations 
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Agenda item 16.1 cont. 
Bank Reconciliations 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 16.2 
Accounts Paid 
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Agenda item 18 
Payroll 
 
From: @jamestoddandco.co.uk 
Sent: 24 April 2026 15:12 
To: Mark Squire <Mark.Squire@loughton-tc.gov.uk> 
Subject: Update to payroll fees 
 
Loughton Town Council  
Dear Mark, 
 
Update to payroll fees 
 
I’m writing to let you know about a forthcoming adjustment to our payroll fees, effective from 
1st June. As part of our recent review, we’re making some changes to the way we structure 
our invoicing to provide clearer and more accurate reflection of the services you receive. 
 
Over recent years there has been a steady increase in the regulatory, compliance and 
reporting requirements surrounding payroll services. While much of this work happens behind 
the scenes, it requires additional checks, controls and professional oversight to ensure your 
records remain accurate, compliant and up to date.  Our review has identified that, historically, 
the level of work required for your records has exceeded the fees charged, and we have been 
absorbing a level of unrecovered time. 
 
Going forward, our payroll fees will be split into two straightforward elements: a base fee, 
which covers the fixed monthly work required to keep your payroll compliant and supported, 
and a processing fee, which reflects the volume and complexity of the payroll transactions we 
handle for you. We believe this approach will make our charges more transparent and allow 
you to see exactly what you are paying for. For you, this will result in a larger increase to your 
overall fee than we would normally apply as part of an annual review.  We want to be open that 
this change corrects historic undercharging and ensures that fees properly align with the work 
required going forward. 
 
Based on your current employee numbers (17), your new monthly fee from June will be 
£128.11. This is calculated not simply on the number of employees, but also on the nature and 
complexity of the payroll - for example, whether employees are paid fixed or variable salaries, 
and the overall level of payroll processing required. If your payroll changes in the future, 
whether through staff numbers, pay structures, or complexity, we will adjust the fee accordingly 
so that it continues to fairly reflect the work involved and remains transparent. 
 
If you have any questions or would like to discuss this update further, please don’t hesitate to 
get in touch. 
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Agenda item 20 
Financial Assistance Awards scheme review of the application form 
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