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Training Course
An Introduction to Planning for Local Councils 18/10/2023 07/11/2023 06/02/2024
Budget and Precept Setting Councillors 18/09/2023 23/10/2023
Budgeting for Clerks and Financial Officers 14/09/2023 10/10/2023
Chair Networking 10/10/2023
Charing Skills 22/11/2023 05/03/2024
Clerk and Officers Update 12/09/2023 16/01/2024
Handling Challenging Indidivuals 29/11/2023
Introduction to Appraisals 11/10/2023 17/01/2024
Introduction to VAT for Local Councils 01/11/2023
Local Council Finance for Councillors 02/11/2023
Local Plans and Local Policy for Local Councils 18/10/2023 05/03/2024
Managing Absence 08/11/2023
Managing Employees in Local Councils 19/09/2023
The Knowledge and Core Skills for Councillors 12/09/2023 21/09/2023 14/11/2023 24/01/2024
What You Need to Know 26/09/2023 30/01/2024
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In Junes Parish Council meeting the Council asked me to contact Winchester City Council 
for the current housing figures. 
 
The current housing needs data for Owslebury is below: 
  
The data below is for those households needing rented accommodation. There is another 
group of households that want a shared ownership property that they can buy into but at a 
reduced cost.  
 
As of February 2023, there were 4 such households �± 3 wanting a two bedroom home and 1 
wanting a one bedroom property. 
  
As of 20th July 2023, there are 9 households that have been assessed as needing rented 
accommodation and they all have declared a local connection with the parish of Owslebury.  
 
6 of these households require one bedroom accommodation, 1 requires two bed 
accommodation, 1 requires three-bedroom accommodation, and 1 requires a four bedroom 
or more property. 
 



MEETING REPORT: Beech Grove 

DATE:   11 September 2023 

WRITTEN BY:  The Clerk 

AGENDA ITEM: 57 (a) 

 

At the meeting in July, I reported that I was going to meet with a representative from 
Hampshire Highways (HH) to go through the information that needs to be uploaded to the 
s278 portal.  I attended the meeting with HH and they explained what was needed and 
where to get the information from and what could be left out. 

Most of the documents the Parish Council can provide however there are 5 documents that 
the Council will not be able to provide and HH suggested that Havant Highways would be 
able to provide these documents they are: 

CDM Letter 
Vertical Alignment  
Pavement Design 
Collision Risk Assessment 
Walking, Cycling and Horse-Riding Assessment and Review 
 
Are the Council happy for me to contact Havant Highways for these documents?  I would 
expect there to be a cost involved, but do not know what this would be until I contact them. 
 



 
 
 

 
Speeding is one of the factors that most affects the quality of life in communities 
around Hampshire and the Isle of Wight. It can be a factor in road traffic collisions 
and impacts on the day-to-day lives of people in the local community. 
 

What is Communi ty Speed Watch?  
 
Community Speed Watch is a scheme that enables members of the public to 
volunteer alongside Hampshire Constabulary to monitor the speed of traffic 
passing through their area and identify vehicles which exceed the speed limit. 
Each scheme is run by the volunteers and managed and supported by their local 
Neighbourhood Policing Team.  
 

How does it work?  
 
Volunteers use equipment that can monitor the speed of passing traffic. The 
volunteers collect details at the roadside of speeding vehicles and pass this onto 
Hampshire Police. Vehicle checks are undertaken by the police and entered onto 
a database. The registered keeper of the vehicle will then be sent an educational 
letter telling them that their vehicle was seen exceeding the speed limit and the 
impact their actions have on the local Community. If the same registration number 
is logged again within 2 years, the registered vehicle keeper will receive a warning 
that if the vehicle is seen a third time the details will be passed to an officer who 
may take further action. 
 
Community Speed Watch is not enforcement, it is education. 
 
Community Speed Watch is used throughout Hampshire and the Isle of Wight in 
circumstances that are necessary, reasonable and proportionate to: 
 

�x Improving the quality of life for local communities by increasing their 
confidence and satisfaction in the way speeding issues are dealt with 

�x Reduce the speed of vehicles to the speed limit 
�x Increase public awareness of inappropriate speed 
�x Reduce death and injury on roads 
�x Empower local people to take action on local issues 

 

How can I join?  
 

If you can spare a few hours each month to take part in the roadside Speed 
Watch sessions, we would love to hear from you.  
 
To obtain further information or request an application form, you can send an 
email to: volunteers.northern@hampshire.police.uk  

mailto:volunteers.northern@hampshire.police.uk
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Year Road Accident Severity 3 = Yellow
2017 Belmore Lane 3 2 = Orange
2017 Portsmouth Road 3 1 = Red
2018 Thompson Lane 3
2018 Morestead Road 3
2018 Morestead Road 3
2018 Whites Hill 2
2018 Morestead Road 2
2019 Morestead Road 3
2019 Portsmouth Road 2
2019 Morestead Road 2
2019 Cross Roads at Longwood Road 2
2019 Hensting Lane 2
2019 Hensting Lane 1
2020 Belmore Lane 3
2020 Hensting Lane 3
2020 Hensting Lane 2
2020 Hensting Lane 1
2021 Morestead Road 3
2021 Morestead Road 3

Please read this with the Road Accident maps for the corresponding year.
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Play area Glebe Field Sports Field
Cut the grass every other week Cut the grass every other week Cut the grass every other week (Sep - Mar)
Strim edges twice a month Cut the bank grass 5 times a year Cut the grass every week (Apr - Aug)
Cut the hedges back to the fence twice a year Strim the edges of the field twice a month Cut the bank grass twice a year
Weed by the see saw twice a year Cut the hedges back to the fence twice a year Strim back the edges of the field once a year
Remove any ivy from the roundabout surface twice a year
Strim the strip of grass outside the playground twice a month

GREEN KEEPS SCHEDULE OF WORKS FOR YEAR



 
Marshall Mackrell  
 

Thu, Jul 6, 
���������Í�5�2���
�������I�F�^�X��

ago) 

 
 
 

to me 

 
 

Hi Juanita, 
  
I managed to visit site this afternoon. Price to complete all of the below will be 
£5,883.32 + vat 
  
We have allowed for Tigermulch for all of the surfacing with the exception of the 
wear pad under the swings where we have priced to complete using colour wetpour. 
We have allowed for the wear pad under the swing to be 1 strip across both swings 
to minimise the amount of joints within the surface. 
  
We have also included for heras fencing to fence off the areas whilst we complete 
works. 
  
Quotation Reference ARJ39562 
  
Best Regards, 

Marshall  

 



Client: Owslebury Parish Council Quote No:1427
Site: Wet Pour Date: 03/09/2023

Item Description Quantity Unit Total

Groundworks;

A
Labour, plant and waste to excavate, uplift and remove grass mats, lay 100mm type 1, geo-
textile and dispose of all waste from site including grass mats which is classed as contaminated 
waste. All edges are to be dug in 

1 item £4,422.10

Wet Pour Surfacing;

B Swings - patch repairs under swing seats Black 7.04 m2 £273.88
Extra over for red 7.04 m2 £543.12

C Toddler Unit - supply wear pads at the bottom of entrance and exit points Slide 2.16 m2 £183.60
Stairs 1 m2 £85.00

Net 2.52 m2 £214.20

D Junior Unit - supply wear pads at base of towers  and slide inc. base works Towers 9 m2 £765.00
Slide 2.8 m2 £238.00

E Springer - supply wear pad to both sides inc. base works 3 m2 £255.00

F Team swing 20 m2 £1,700.00

G Extra over for red wet pour for items C,D,E,F 41 m2 £1,312.00

N.B. 
          All prices exclude VAT
          Quote is valid for 30 days 
          Our standard payment terms are 50% deposit paid with 7 days of order 
          No allowance has been made for the provision of fencing or welfare facilities, it is assumed we will 
          close the entire park for the duration of works. We will need to place a skip and materials somewhere 
          Our current lead time is approx. 4-6 weeks from deposit payment
          Please see our full T&C's - https://www.harlequinplay.co.uk/terms-and-conditions

Total £9,991.90

We have been asked to provide a price for wet pour wear pads to existing equipment, repair to a swing bay 
and installing new wet pour to the team swing. At the meeting it was mentioned that the council may need to 
break the project into smaller phases due to cost. As a rough guide any return visit usually has a rough 
minimum visit cost of £3000 due to smaller material loads and costs, plant, waste and team re-mobilisation. If 
you would like to split any of the elements please let us know the split and we can price in phases. Without 
knowing how you would like it phased it is impossible to provide prices for each item. All prices are based on 
works completed in a single visit. 



 

 
 

Vita Play©2020 Commercial-in-Confidence 
 

Vita Play Limited 
Woodhams Farm New Barn, Springvale Road 
Kings Worthy 
Winchester, SO23 7LB 
 
VAT Number 977 4787 42  
Company Number 7437573 
  

Mob: 07917 350349 
Office/Fax: 01962 620874 

Email: info@vitaplay.co.uk 
Web: www.vitaplay.co.uk 
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Juanita Madgwick 
Owslebury Parish Council 
PO BOX 783 
WINCHESTER  
SO23 3RD 
 
4th September 2023       

 
Our Ref:  005239-LK 

Dear Juanita, 
 
Thank you for the opportunity to offer a quotation for the surfacing at Owslebury Recreation 
Ground, Hilly Close, please see associated options and costs as follows, 
 

Basket Swing - Rhyno Mulch 

�x Removal and disposal of approx. 21m2 grass matting 

�x Excavation of ground to a min depth of 100mm 

�x Supply and installation of type one stone subbase, approx. 21m2 x 50mm depth, compact 
stone 

�x Supply and installation of approx.  21m2 weed suppressing membrane 

�x Supply and installation of approx. 21m2 Rhyno Mulch safety surfacing to a min depth of 
50mm 

�x Edges of Mulch to rolled into the ground 

 
Subtotal: £3,589.55 
VAT:  £717.91 
Total:  £4,307.46 

 
Basket Swing �t Black EPDM  

�x Removal and disposal of approx. 21m2 grass matting 

�x Excavation of ground to a min depth of 150mm 

�x Supply and installation of type one stone subbase, approx. 21m2 x 100mm depth, compact 
stone 

�x Supply and installation of approx.  21m2 weed suppressing membrane 

�x Supply and installation of approx. 21m2 black EPDM safety surfacing to a min depth of 
50mm 

�x Edges of EPDM to rolled into the ground 

Subtotal: £3,899.59 
VAT:  £779.92 
Total:  £4,679.51 
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Basket Swing �t Black EPDM with Colour Arrow Wear Pads Front and Back 

Subtotal: £4,071.50 
VAT:  £814.30 
Total:  £4,885.80 

 

Twin Bay �t Twin Flat & Twin Cradle Seats Wear pad 6m x 2m 

�x Removal and disposal of approx. 12m2 existing black EPDM 

�x Supply and installation of coloured EPDM wear pad to a min depth of 50mm x 12m2 

Subtotal: £1,639.20 
VAT:  £327.84 
Total:  £1,967.04 

 

Junior Multiplay EPDM Colour Wear Pads x 3 x 1m2 

�x Removal and disposal of approx. 3m2 (3no x 1m2) grass matting, cut to shape (circle or 
square) 

�x Excavation of ground to a min depth of 150mm x 3 x 1m2 

�x Supply and installation of type one stone subbase to a min depth of 150mm, compact stone 

�x Supply and installation of 3no x 1m2 weed suppressing membrane 

�x Supply and installation of 3no x 1m2 coloured wear pads 

Subtotal: £519.93 
VAT:  £103.99 
Total:  £623.92 

 

Infant Multiplay EPDM Colour Wear Pads x 3 x 1m2 

�x Removal and disposal of approx. 3m2 (3no x 1m2) grass matting, cut to shape (circle or 
square) 

�x Excavation of ground to a min depth of 150mm x 3 x 1m2 

�x Supply and installation of type one stone subbase to a min depth of 150mm, compact stone 

�x Supply and installation of 3no x 1m2 weed suppressing membrane 

�x Supply and installation of 3no x 1m2 coloured wear pads 

Subtotal: £519.93 
VAT:  £103.99 
Total:  £623.92 
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Seesaw EPDM Colour Wear Pad x 1.5m x 1.5m 

�x Removal and disposal of approx. 2.25m2 grass matting, cut to shape (circle or square) 

�x Excavation of ground to a min depth of 150mm x 2.25m2 

�x Supply and installation of type one stone subbase to a min depth of 150mm, compact stone 

�x Supply and installation of 2.25m2 weed suppressing membrane 

�x Supply and installation of 2.25m2 coloured wear pad 

Subtotal: £389.95 
VAT:  £77.99 
Total:  £467.94 

 

** A discount will be available for all works ordered as one works order** 

 

General Notes: 

�x All prices shown are Pounds Sterling and fully inclusive of delivery of materials  

�x Quotation is valid for 14 days from date of issue 

�x Unless otherwise shown, all prices are exclusive of VAT at the prevailing rate 

�x Payment terms are 14 days from date of invoice 

�x Full T&Cs available upon request 

We trust that the foregoing meets with your acceptance. If we can be of any further assistance, 
please do not hesitate to contact the undersigned. 

Yours faithfully 

 
Lesley Kite 
Sales Manager 
Vita Play Limited 
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Good afternoon 
  
As you will know, the Open Space Fund was superseded by CIL some years ago. 
  
We are still holding the sum of £257.01 in the play pot for your parish. If you are unable to 
identify any capital requirements for play, you have the option of transferring to a 
neighbouring parish which does have a need or to Winchester City Council. 
  
Alternatively, we could attempt to identify which developer made this contribution and refund 
to the developer. 
  
I look forward to hearing from you 
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Litter-picking in Winchester district - can you help 
corporate volunteers? 
 

Dear Winchester parish clerks, 
 
As you may recall, a few years ago, several locals started a litter-picking initiative in the 
district of Winchester called the Litter Partnership  which is wonderfully supported by 
Winchester City Council, idverde, and CPRE Hampshire. Please see a background email to 
you below. 
 
I just wanted to let you know that a growing number of volunteers from businesses across 
Winchester are now contacting us to see how they can help keep Winchester tidy. In the last 
few months, for example, staff from Southern Water, VolkerFitzpatrick, Aviva, Foot 
Anstey, Ludus Health & Wellness, and Insensys have all been in touch to see what they can 
do.  
 
I thought it might therefore be a good idea to ask Parish Councils to identify public spaces 
(parks, carparks, commons, footpaths etc) that we could suggest to these volunteers as 
places for them to go to for a few hours to tidy up.  
 
Idverde will lend equipment and collect all rubbish at the end of the session. And, if 
volunteers want to tidy particular roadsides, idverde will also send a van to provide safety 
support.  
 
�6�R���L�W�¶�V���D���J�U�H�D�W���W�H�D�P���H�I�I�R�U�W���D�Q�G�����Z�L�W�K���W�K�H���L�Q�L�W�L�D�W�L�Y�H���J�D�W�K�H�U�L�Q�J���P�R�P�H�Q�W�X�P�����L�W���Z�R�X�O�G���E�H���J�U�H�D�W���W�R��
have a list of places that regularly need tidying. If you �D�U�H���D�E�O�H���W�R���K�H�O�S�����,�¶�G���E�H���H�[�W�U�H�P�H�O�\��
grateful. 
 
With many thanks in advance. 
 

 

���u���]�o���(�Œ�}�u���D���Œ���Z���î�ì�î�í�W 

Dear Winchester parish clerks, 
 
I hope you and your families have all been keeping as well as possible in these testing 
times.  
 
Over the last year, a small group of villagers from Upham and Owslebury have been 
�G�H�Y�H�O�R�S�L�Q�J���D���Q�H�Z���L�Q�L�W�L�D�W�L�Y�H���W�R���N�H�H�S���R�X�U���O�R�F�D�O���U�R�D�G�V���D�Q�G���O�D�Q�H�V���I�U�H�H���R�I���X�J�O�\���O�L�W�W�H�U�����,�W�¶�V���Z�R�U�N�L�Q�J��
�Z�H�O�O�����D�Q�G���Z�H�¶�U�H���Q�R�Z���L�Q�Y�L�W�L�Q�J���Q�H�L�J�K�E�R�X�U�L�Q�J villagers to join us. �:�H�¶�U�H���D�O�O���O�R�F�D�O���S�H�R�S�O�H���Z�K�R���J�H�W��
worked up �D�E�R�X�W���O�L�W�W�H�U���W�K�U�R�Z�Q���I�U�R�P���F�D�U�V�����E�O�L�J�K�W�L�Q�J���R�X�U���E�H�D�X�W�L�I�X�O���F�R�X�Q�W�U�\�V�L�G�H�����6�R���Z�H�¶�U�H���G�R�L�Q�J��
something about it �± and enjoying some fresh air and (socially distanced) exercise, catching 
up with friends and having fun. Meeting at an agreed time for an hour, we have generous 
�V�X�S�S�R�U�W���I�U�R�P���L�G�Y�H�U�G�H�����:�L�Q�F�K�H�V�W�H�U�¶�V���H�[�F�H�O�O�H�Q�W���V�W�U�H�H�W���V�F�H�Q�H���F�R�Q�W�U�D�F�W�R�U�����Z�K�L�F�K���S�U�R�Y�L�G�H�V���K�L�J�K-
visibility vests, litter grabbers and bags, as well as safety trucks and drivers to protect us 
from traffic and take the rubbish away.  
 
On the back of this initiative, I am writing to let you know that idverde - with the support of 
Winchester City Council - has now launched a flexible litter-pick support service for 
volunteers in Winchester wishing to keep roads and public spaces near their homes free of 

https://thelitterpartnership.org/


litter. If anyone in the district is frustrated by litter near their home, idverde will help them 
clear it up safely at a time of their choosing. idverde is part of the Litter Partnership, which 
brings together local people, councils, schools, businesses and military personnel to tackle 
the scourge of litter. 
 
Julie Smith at idverde in Winchester will be coordinating this initiative. To book �L�G�Y�H�U�G�H�¶�V��
support, please email julia.smith@idverde.co.uk, copying hello@thelitterpartnership.org. 
 
�)�R�U���P�R�U�H���L�Q�I�R�U�P�D�W�L�R�Q�����S�O�H�D�V�H���U�H�D�G���L�G�Y�H�U�G�H�¶�V���S�U�H�V�V���U�H�O�H�D�V�H here. 
 
And for an idverde case study on this project, click here. 
 
Given all the litter strewn across the district, I do hope local people will want to take up 
�L�G�Y�H�U�G�H�¶�V���J�H�Q�H�U�R�X�V���R�I�I�H�U���W�R���K�H�O�S���W�L�G�\���X�S���W�K�H�L�U���R�Z�Q���S�D�W�F�K�H�V���D�Q�G�����L�I���\�R�X���W�K�L�Q�N���D�S�S�U�R�S�U�L�D�W�H����
would be grateful if you could spread the word.  

 

mailto:julia.smith@idverde.co.uk
mailto:hello@thelitterpartnership.org
https://www.idverde.co.uk/idverde-launches-flexible-litter-pick-support-service-winchester/
https://www.idverde.co.uk/portfolio/supporting-the-litter-partnership-winchester-winchester/


Owslebury Parish Council Bank and short term deposit balances/bank reconciliaton
2023/24

1.  BANK BALANCES 31/07/2023

PAYMENTS Amount (£) Payee Payment Type
43 195.00 WCC Dog Bin Emptying JC/WM CASH BOOK BALANCE £ £

44 520.00 S Comley - Green Keeper JC/WM Balances 1st April 2023 70,502.91

45 7.00 3 (Phone) DD income 20,244.17

46 28.91 IONOS Extended Support DD expenses -14,572.05 

47 1,000.00 Grant (St Andrews) 
48 50.00 Durley PC - Training
49 1,237.73 Swamore (ACSO) CASH BOOK BALANCE 76,175.03

50 22.31 OPHMC - July add u/p cheques 3,162.24

51 438.40 Clerk Salary - July less o/s receipts 0.00

52 109.60 HMRC
53 7.20 Clerks Expenses Control total 79,337.27

54 290.00 S Comley - Green Keeper BANK STATEMENTS
Treasurers account 79,328.28
Business 30 Day notice 0.00
Credit Card 8.99
Per bank statements 79,337.27
Difference -0.00 

Voucher Amount (£) Payee
RECEIPTS

4 38.34 Donation from PNECC Cycle Race 2. SHORT TERM DEPOSIT

5 10.00 Donation for use of Glebe Field

3. TOTAL OF BANK AND SHORT TERM DEPOSITS 76,175.03

Chairman: Date:

RFO: Date:



Owslebury Parish Council Bank and short term deposit balances/bank reconciliaton
2023/24

1.  BANK BALANCES 31/08/2023

PAYMENTS Amount (£) Payee Payment Type
55 2.40 IONONS (Hosting) DD CASH BOOK BALANCE £ £

56 7.00 3 (Phone) DD Balances 1st April 2023 70,502.91

57 80.00 Akismet - Spam Removal CC income 21,754.73

58 40.90 
IONOS (Extended Support/ Domain 
Name/ Wordpress)

CC expenses -17,036.78 

59 139.00 SLCC - membership Fee
60 2.40 IONONS (Hosting) DD
61 96.00 AVA Recreation -Playground Inspection CASH BOOK BALANCE 75,220.86

62 396.00 Royal Mail - PO Box add u/p cheques 2,421.43

63 438.40 Clerk Salary - Aug less o/s receipts 0.00

64 7.20 Clerks Expenses
65 109.60 HMRC Control total 77,642.29

66 1,145.83 Swamore (ACSO) BANK STATEMENTS
Treasurers account 77,633.30
Business 30 Day notice 0.00
Credit Card 8.99
Per bank statements 77,642.29
Difference -0.00 

Voucher Amount (£) Payee
RECEIPTS

6 1,510.56 VAT Return 2. SHORT TERM DEPOSIT

3. TOTAL OF BANK AND SHORT TERM DEPOSITS 75,220.86

Chairman: Date:

RFO: Date:
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�Q�H�F�H�V�V�D�U�\�����,�Q���F�D�V�H�V���R�I���H�P�H�U�J�H�Q�F�\���W�K�D�W���Z�L�O�O���Q�R�W���Z�D�L�W���X�Q�W�L�O���W�K�H���Q�H�[�W���F�R�X�Q�F�L�O���P�H�H�W�L�Q�J�����W�K�H��
�F�R�P�P�L�W�W�H�H���Z�L�O�O���K�D�Y�H���I�X�O�O���S�R�Z�H�U�V���W�R���D�F�W���R�Q���E�H�K�D�O�I���R�I���W�K�H���F�R�X�Q�F�L�O�� 
 

���� �5�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V 
 

�7�K�H���F�R�P�P�L�W�W�H�H�¶�V���S�U�L�P�D�U�\���S�X�U�S�R�V�H���L�V���W�R���H�Q�V�X�U�H���W�K�H���F�R�X�Q�F�L�O���F�R�P�S�O�L�H�V���Z�L�W�K���W�K�H���U�H�T�X�L�U�H�P�H�Q�W�V���R�I��
�H�P�S�O�R�\�P�H�Q�W���O�D�Z�V���D�Q�G���I�R�O�O�R�Z�V���E�H�V�W���S�U�D�F�W�L�F�H���L�Q���S�U�R�Y�L�G�L�Q�J���J�R�R�G���Z�R�U�N�L�Q�J���F�R�Q�G�L�W�L�R�Q�V���I�R�U���V�W�D�I�I�� 
 
�7�K�H���&�K�D�L�U�P�D�Q���R�I���W�K�H���&�R�X�Q�F�L�O���Z�L�O�O���S�U�R�Y�L�G�H���O�L�Q�H���P�D�Q�D�J�H�U���I�X�Q�F�W�L�R�Q���I�R�U���W�K�H���&�O�H�U�N�����L�Q�F�O�X�G�L�Q�J��
�U�H�V�S�R�Q�V�L�E�L�O�L�W�\���I�R�U���G�D�\���W�R���G�D�\���P�D�W�W�H�U�V�����V�X�F�K���D�V���D�X�W�K�R�U�L�V�D�W�L�R�Q���R�I���K�R�O�L�G�D�\�����V�L�F�N���O�H�D�Y�H���D�Q�G��
�D�E�V�H�Q�F�H���I�U�R�P���Z�R�U�N�� 
 
�7�K�H���&�R�P�P�L�W�W�H�H���Z�L�O�O�� 
�������$�G�Y�L�V�H���W�K�H���F�R�X�Q�F�L�O���R�Q���K�X�P�D�Q���U�H�V�R�X�U�F�H�V���D�V�S�H�F�W�V���R�I���W�K�H���F�R�X�Q�F�L�O 
�������5�H�Y�L�H�Z���D�Q�G���D�S�S�U�D�L�V�H���W�K�H���S�H�U�I�R�U�P�D�Q�F�H���R�I���W�K�H���&�O�H�U�N���D�Q�Q�X�D�O�O�\�����7�K�H���D�S�S�U�D�L�V�D�O���L�V���W�R���E�H��
�X�Q�G�H�U�W�D�N�H�Q���E�\���W�Z�R���P�H�P�E�H�U���R�I���W�K�H���F�R�P�P�L�W�W�H�H�� 
�������&�R�Q�V�L�G�H�U���W�K�H���D�Q�Q�X�D�O���S�D�\���D�Z�D�U�G���I�R�U���W�K�H���&�O�H�U�N���E�\���W�K�H���F�R�X�Q�F�L�O 
�������'�H�D�O���Z�L�W�K���D�Q�\���V�W�D�I�I���G�L�V�F�L�S�O�L�Q�D�U�\���P�D�W�W�H�U���L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���W�K�H���&�R�X�Q�F�L�O�V���'�L�V�F�L�S�O�L�Q�D�U�\��
�3�U�R�F�H�G�X�U�H 
�������'�H�D�O���Z�L�W�K���D�Q�\���V�W�D�I�I���J�U�L�H�Y�D�Q�F�H���L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���W�K�H���&�R�X�Q�F�L�O�V���*�U�L�H�Y�D�Q�F�H���S�U�R�F�H�G�X�U�H�� 



Grant application for Morestead Church 
 

Good afternoon, Juanita, 
 
For a number of years Owslebury & Morestead Parish Council has generously made 
an annual grant to Morestead Church to be used towards the maintenance of the 
churchyard and I am writing to call upon the Council's generosity once again. 
 
During the past 12 months we have had major expenditure (some £12,000) on tree 
felling as the roots of the leylandii planted more than 50 years ago were beginning to 
undermine the wall of the churchyard and we very much hope that the Council will be 
able to make a modest contribution towards this and the upkeep of the churchyard in 
general. 
 
Regards 
 



   
 

  
 

     Winchester Office  
City Offices  

Colebrook Street  
Winchester , SO23 9LJ 

admin@cawinchesterdistrict.org.uk  
           

           
22 August 2023 

 
Owslebury Parish Council  
PO BOX 783 
WINCHESTER 
SO23 3RD 
 
 
Dear Ms Madgwick 
 
Free, accessible advice for everyone in Winchester District  
 
The past year has been incredibly tough for so many people. The cost-of-living crisis has pushed 
huge numbers of households to financial breaking point. Those that were just about managing 
before are being forced into debt and those who were already struggling have spiralled further into 
crisis.  
 
We regularly support people who are at rock bottom, but the cost-of-living emergency has 
highlighted just how crucial our service is in supporting people in or near the point of crisis �v  as 
well as preventing crisis.  
 
Our advisers have worked tirelessly to support local people who have needed support, (with a cost-
of-living related issue or otherwise)�X���t�Z���v���Á�����•���Ç���Á���[�Œ�����Z���Œ�����(�}�Œ�����À���Œ�Ç�}�v���U���Á�����u�����v���]�š�X���E�}���}�v�������o�•����
sees so many people with so many kinds of problems in the local area.  
 
But we know that to reach everyone who needs us, we need to provide a variety of flexible contact 
options that makes us easily accessible to every person in our community and responds to the ever-
changing �v�������•�����v�������Z���o�o���v�P���•���š�Z���š���Á���[�Œ�����(�����]�v�P�X�� 
 
We have already taken some initial successful steps to create a flexible, user-led approach to our 
advice delivery across the district, but we are now looking for funding to develop this further.  
 
With your support we want to create a fully accessible advice service that enables us to reach out to 
those with the most complex needs, and people who might have barriers to accessing services and 
entitlements.  Our recently recruited Partnerships and Outreach Adviser will drive this initiative 
forward including:  
 

�x Building partnerships with key organisations to help us identify emerging needs 
�x Co-volunteering at food banks, food pantries and other support organisations 
�x Training individuals within local groups and organisations in Advice First Aid  
�x Delivering targeted advice sessions to groups e.g., scams awareness session at a lunch club 

or housing scheme  
�x Pop-up one-to-one advice sessions at partner locations across the district  

mailto:admin@cawinchesterdistrict.org.uk


   
 

  
 

�x Supporting community-wide initiatives such as school fairs, cost-of-living pop up support 
sessions, and wellbeing events 

 
We estimate this project to cost around £24,000 for the year and we are confident that over half 
of this funding could come from the local Parish Councils. On that basis, we would like to ask 
Owslebury Parish Council if they would consider a grant of £275 this year to support our service.  
 
���•���/�[�u���•�µ�Œ�����Ç�}�µ�����Œ�������Á���Œ���U�����]�š�]�Ì���v�•�������À�]�������t�]�v���Z���•�š���Œ�����]�•�š�Œ�]���š��is a completely independent local 
charity and while we are affiliated to the national Citizens Advice service, we are not funded by 
them, which means we rely entirely on local funding and support to run our service.  
 
�/�v���š���Œ�u�•���}�(���š�Z�����•�µ�‰�‰�}�Œ�š���š�Z���š���Á���[�À�����P�]�À���v���š�}���Z�}�µ�•���Z�}�o���•���]�v���Ç�}�µ�Œ���‰���Œ�]�•�Z�U���}�µ�Œ�������š�����•�Z�}�Á�•���š�Z���š���o���•�š���Ç�����Œ��
(April 22 �t March 23) we supported Owslebury residents with 63 different advice issues (a six-fold 
increase compared to the year before).   
 
�/�[�À�����]�v���o�µ���������������}�‰�Ç���}�(���}�µ�Œ���o���š���•�š���/�u�‰�����š���Z���‰�}�Œ�š���Á�Z�]���Z���/���Z�}�‰�����P�]�À���•���Ç�}�µ���� clear picture of the full 
extent of the work that we do in the community and the difference that we make to people from 
across Winchester District.  
 
�d�Z���v�l���Ç�}�µ���(�}�Œ���š���l�]�v�P���š�Z�����š�]�u�����š�}���Œ���������š�Z�]�•���o���š�š���Œ�X���/�(���Ç�}�µ�[�����o�]�l�������v�Ç���(�µ�Œ�š�Z���Œ���]�v�(�}�Œ�u���š�]�}�v���}�Œ���Á�}�µ�o�����o�]�l�����µ�•��
to arrange a visit or a talk, please do get in touch.  
 
 
With very best wishes  

 

 
 
Dr Sue Campbell  
Chief Executive  
Citizens Advice Winchester District  
 
 
 
 
 
 
 
 
 
 
 
 
 
Citizens Advice Winchester District is the operating name for Winchester District Citizens Advice Bureau. Charity number: 
1144965; Company number: 7799341. Citizens Advice Winchester District is authorised and regulated by the Financial 
Conduct Authority FRN 617799. www.citizensadvicewinchester.org.uk 



 
  

 

  

  
We are writing to let you know that we have started consultation on two draft 

Supplementary Planning Documents. These provide further guidance on policies in the 

adopted Eastleigh Borough Local Plan 2016 -2036.  

We are asking for your views on the following:  

�x Draft Parking Standards SPD  �² this document updates the cycle and 

vehicle parking standards for new homes in  the Borough and introduces 

standards for non -residential development. It also includes an option to 

introduce new standards for flats (for smaller developments of up to 20 flats 

and for larger development of 20 or more). It will eventually replace the 

existing Residential Parking SPD.   

�x Draft Affordable Housing SPD  - this updates the existing guidance on how 

the Council will deliver affordable housing through new development. It 

will eventually replace the existing Affordable Housing SPD.  

The consultation on the above documents wil l run until 18 September 2023.  

Please visit Local Plan news and updates  for more details on these documents and 

consultatio ns and for the latest news on the Local Plan Review.  

 

https://eastleighboroughcouncil.cmail19.com/t/j-l-ekdkjil-dkdhurjub-j/
https://eastleighboroughcouncil.cmail19.com/t/j-l-ekdkjil-dkdhurjub-t/
https://eastleighboroughcouncil.cmail19.com/t/j-l-ekdkjil-dkdhurjub-i/
https://eastleighboroughcouncil.cmail19.com/t/j-l-ekdkjil-dkdhurjub-r/
https://eastleighboroughcouncil.cmail19.com/t/j-l-ekdkjil-dkdhurjub-y/


 
Botley Neighbourhood Plan  

  
  

  
We are writing to let you know we have started consultation on behalf of Botley Parish 

Council on the submitted Botley neighbourhood plan and its supporting 

documentation.   

For clarification, please note that this consultation opens today and runs until  Thursday 

26 October . 

Your responses to this consultation should address whether the plan meets the basic 

conditions which are that the plan:  

�x Must be appropriate having regard to National Policy  

�x Must contribute to the achievement of sustainable development  

�x Must be in general conformity with the strategic policies in the 

development plan for the local area  

�x Must be compatible with human rights requirements  

Please visit the  Botley Neighbourhood Plan  webpage for more details on this 

consultation.  

Please also note that you are receiving this email as you are signed up to receive 

Planning Policy updates from Eastleigh Borough Council.  

31 August 2023  

  
 

https://eastleighboroughcouncil.createsend1.com/t/j-l-slhiig-duliiybhi-r/
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1. Owslebury Parish Council recognises and accepts its responsibilities as an employer for 
providing a safe and healthy working environment for its employee, contractors, voluntary 
helpers and others who may be affected by the activities of the Parish Council. 

2. The Parish Council will meet its responsibilities under Health and Safety at work Act 1974, and 
will provide, as far as is reasonably practicable, the resources necessary to fulfill this 
commitment. 

3. The Parish Council will seek as and when appropriate, expert technical advice on Health and 
Safety to assist the Clerk in fulfilling the Parish �&�R�X�Q�F�L�O�¶�V responsibilities for ensuring safe 
working conditions. 

 
 
AIMS OF THE HEALTH AND SAFETY AT WORK POLICY 

 
To provide  as far  as is  reasonably  practicable:  

1. A safe place of work and a safe working environment. 
2. Arrangements for considering, reporting and reviewing matters of Health and Safety at 

work, including regular risk assessments of working activities. 
3. Systems of work that are safe and without risks to health. 
4. Obtaining specialist technical advice and assistance on matters of Health and Safety when 

necessary. 
5. Providing sufficient information, instruction and training for employee, contractors and 

voluntary helpers to carry out their work safely. 
6. Care and attention to the health, safety and welfare of its employee, contractors, 

voluntary helpers and members of the public who may be affected by the council's 
activities. 

 
 
 
ARRANGEMENTS AND RESPONSIBILITIES FOR CARRYING OUT THE HEALTH AND 
SAFETY POLICY AT WORK 

 
As the Council's  Safety Officer, the Clerk will:  
 

1. Keep informed of relevant Health and Safety policy legislation and inform the Council 
accordingly. 

2. Advise the Parish Council on the resources and arrangements necessary to fulfill the Parish 
Council's responsibilities under the Health and Safety at Work legislation. 

3. Make effective arrangements to implement the Health and Safety at Work Policy. 

4. Ensure that matters of Health and Safety are brought to the attention of the Parish Council                                      
as and when necessary. 

5. Ensure that regular risk assessments are carried out of working practices, with subsequent 
consideration and review of any necessary corrective/protective measures.  

Ensure that employees are provided with and use the necessary personal protective equipment 
6. Make effective arrangements to ensure contractors or voluntary helpers working for the 

Parish Council comply with all reasonable Health and Safety at Work requirements.  
7. Ensure that work activities by the Parish Council do not unreasonably jeopardise 

the health and safety of members of the public. 
8. Maintain a central record of notified accidents. 
9. When an accident or hazardous incident occurs, take immediate action to prevent a 

recurrence or further accident and to complete the necessary accident reporting 
procedure. 

10. Act as the contact and liaison point for the Health and Safety Inspectorate. 
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All  employees,  contractors  and voluntary  helpers  will:  
 

1. Cooperate fully with the aims and requirements of the Health and Safety at Work Policy and 
comply with Codes of Practice or work instructions for Health and Safety. 

2. Take reasonable care for their own Health and Safety, to use appropriate personal 
protective clothing and, where appropriate, ensure that appropriate First Aid materials are 
available. 

3. Take reasonable care for the Health and Safety of other people who may be affected by 
their activities. 

4. Not intentionally interfere with or remove safety guards, safety devices or other 
equipment provided for Health and Safety. 

5. Not misuse any plant, equipment tools or materials so as to cause risks to 
Health and Safety. 

6. Report any accidents or hazardous incidents to the Clerk 
7. Prepare a risk assessment for the activity and ensure that it is sent to the Clerk for filing. The 

risk assessment should include details of the activity, minimisation/elimination of risk to be 
taken and who will be carrying out the activity. 

8. Report any defective equipment or materials, accidents, or hazardous incidents to the Clerk. 
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GRANTS AND DONATIONS 
POLICY (Section 137 (1) LGA 

1072) 
 
 

Adopted by Council on 9 September 2014 

Re-confirmed on 16 August 2021 
Reviewed 28 September 2022 
Reviewed 11 September 2023 

 
  
  



OWSLEBURY& MORESTEAD PARISH COUNCIL 
 
 
  

Owslebury Parish Council has £2,000.00 in the budget for the award of grants and donations to provide 
support to community organisations for the year 2023/24. The Council will consider applications for grants 
from voluntary groups or charitable organisations, which are not-for-profit, and which can demonstrate that 
any funding received will directly benefit the Parish, or residents of the Parish. Grants can only be awarded 
by resolution of the Council, which depends on the availability of funds and the suitability of the application. 
 
Grants requested must not be for more than £500.00 for any application. 
  
Grant applications will be dealt with by the Full Council.  
 
Eligibility:  
Unless otherwise determined by the Council:  

1. Grants or donations will only be awarded to voluntary groups or charitable organisations with 
governance procedures acceptable to the Council.  Under no circumstances will grants or 
donations be awarded to individuals. 

2. Grants will not be awarded to regional or national organisations, unless they benefit the 
Owslebury and Morestead area. 

3. Additional applications within a 12 month period will not normally be considered.  
 

Conditions:  
Unless otherwise agreed by the Council, the following conditions will apply to all grants and donations: 

1. The grant or donation must be used for the purpose for which the application was made.   
2. If the organisation/group is unable to use the grant or donation for the stated purpose, all 

monies must be returned to the Parish Council.  
3. All awards must be properly accounted for and, if requested by the Clerk, evidence of 

expenditure must be provided. If the Council is not satisfied with the arrangements, the 
grant/donation must be refunded to the Council without undue delay. 

  
Applications:  
Applications should be made in writing to the Clerk, giving details of the charitable organisation or voluntary 
group, full details of the request and how a grant or donation would benefit local residents, and confirming 
acceptance of the above grant or donation conditions.  
 
Applications will be considered at the next meeting after the application has been received. 
 
 
Successful applications:  
A grant award must only be used for the purpose stated on the application. If the organisation is unable to 
use the money, or any part of it, for the purpose stated, then all monies, or unexpended part of such 
monies, must be returned to the Parish Council. 
 
The Parish Council may request proof of expenditure and reserve the right to call for accounts from specific 
organisations requesting a grant. The Parish Council may request a report from the applicant on the 
benefits achieved as a result of the grant. 
 
Grants must be spent within 1 year of award. Any unspent monies left after this time must be 
returned. 
 
Recognition of the grant from Owslebury Parish Council must be made in any publicity. 
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Aims of the Councils Grant Policy  
Owslebury Parish Council provides grant funding to support the following aims: 
 

�x To enable local people to participate in voluntary groups and activities. 
�x �7�R���K�H�O�S���W�K�H���S�D�U�L�V�K�H�V�¶���Y�R�O�X�Q�W�D�U�\���J�U�R�X�S�V���W�R���L�P�S�U�R�Y�H���W�K�H�L�U���H�I�I�H�F�W�L�Y�H�Q�H�V�V�� 
�x To ensure the provision of services, needed by the residents, via the voluntary sector. 
�x To support organisations which meet the needs of people experiencing social and economic 

difficulties. 
�x To ensure that there is equality of access and opportunity for all parishioners of Owslebury to the 

services it provides and funds. 
�x To improve or enhance the local environment. 
�x To give local people a role in spending Parish funds and achieving value for money. 
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Grant Application Form  
 
Please complete this form and attach the relevant information and send to: 
Owslebury Parish Council, PO BOX 783, Winchester, Hampshire, SO23 3RD 
Or email: owsleburyparishcouncil@gmail.com 
 
Name and Address of Organisation 
 
 
 
 

 

Name and Position of Contact 
 
 

 

Contact Details including Email address and 
Telephone Number 
 

 

Is your organisation a voluntary organisation Yes / No 
Is your organisation a Registered Charity? If 
yes, please provide your Charity Number. 

Yes / No 

Does your organisation work SOLELY for the 
benefit of the people of Owslebury? 
�‡���,�I���\�H�V�����K�R�Z���P�D�Q�\��Owslebury residents benefit on 
a regular basis from your organisation? 
�‡���,�I���Q�R�����S�O�H�D�V�H���V�S�H�F�L�I�\���W�K�H���J�H�R�J�U�D�S�K�L�F�D�O���D�U�H�D 
that you provide for, and the number of people in 
Owslebury that regularly benefit from your 
organisation. 
�‡���3�O�H�D�V�H���S�U�R�Y�L�G�H���D�Q�\���D�G�G�L�W�L�R�Q�D�O���H�Y�L�G�H�Q�F�H���W�R 
support your application to allow your application to 
be considered and to avoid any delays 

 

Amount of Grant Requested £ 
For what purpose or project is the grant 
requested? 

 
 
 
 
 
 
 

What is the total cost of the Project £ 
Have any grants been requested from other 
sources for this project? 

 

If yes, what is the amount of other grants? £ 
When are the funds required?  
Please provide the bank account number and 
sort code so that approved funds can be 
transferred 

Account No 
Sort Code 

 
 
I have read and understand the Owslebury Parish Councils Grants Policy and if a grant is awarded the 
organisation agrees to abide by the conditions outlined. 
 
Signed................................................................Date................................................................ 

mailto:owsleburyparishcouncil@gmail.com
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1. Introduction  

1.1  The Council accumulates a vast amount of information and data during the course of 
its everyday activities. This includes data generated internally in addition to 
information obtained from individuals and external organisations. This information is 
recorded in various different types of document.  

1.2  Records created and maintained by the Council are an important asset and as such 
measures need to be undertaken to safeguard this information. Properly managed 
records provide authentic and reliable evidence �R�I���W�K�H���&�R�X�Q�F�L�O�¶�V���W�U�D�Q�V�D�F�W�L�R�Q�V���D�Q�G���D�U�H��
necessary to ensure it can demonstrate accountability.  

1.3  �'�R�F�X�P�H�Q�W�V���P�D�\���E�H���U�H�W�D�L�Q�H�G���L�Q���H�L�W�K�H�U���µ�K�D�U�G�¶���S�D�S�H�U���I�R�U�P���R�U���L�Q���H�O�H�F�W�U�R�Q�L�F���I�R�U�P�V�����)�R�U���W�K�H��
�S�X�U�S�R�V�H���R�I���W�K�L�V���S�R�O�L�F�\�����µ�G�R�F�X�P�H�Q�W�¶���D�Q�G���µ�U�H�F�R�U�G�¶���U�H�I�H�U�V���W�R���E�R�W�K���K�D�U�G���F�R�Sy and electronic 
records.  

1.4  It is imperative that documents are retained for an adequate period of time. If 
documents are destroyed prematurely the Council and individual officers concerned 
could face prosecution for not complying with legislation and it could cause 
operational difficulties, reputational damage and difficulty in defending any claim 
brought against the Council.  

1.5  In contrast to the above the Council should not retain documents longer than is 
necessary. Timely disposal should be undertaken to ensure compliance with the 
General Data Protection Regulations so that personal information is not retained 
longer than necessary. This will also ensure the most efficient use of limited storage 
space.  

2.  Scope and Objectives of the Policy  

2.1  The aim of this document is to provide a working framework to determine which 
documents are: 

�x Retained - and for how long; or  
�x Disposed of - and if so by what method.  

 
2.2  There are some records that do not need to be kept at all or that are routinely 

destroyed in the course of business. This usually applies to information that is 
duplicated, unimportant or only of a short-term value. Unimportant records of 
information include:  

 
�x �µ�:�L�W�K���F�R�P�S�O�L�P�H�Q�W�V�¶���V�O�L�S�V���� 
�x Catalogues and trade journals.  
�x Non-acceptance of invitations.  
�x Trivial electronic mail messages that are not related to Council business.  
�x Requests for information such as maps, plans or advertising material.  
�x Out of date distribution lists.  
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2.3  Duplicated and superseded material such as stationery, manuals, drafts, forms, 
address books and reference copies of annual reports may be destroyed.  

 
2.4  Records should not be destroyed if the information can be used as evidence to prove 

that something has happened. If destroyed the disposal needs to be disposed of 
under the General Data Protection Regulations.  

 
3.  Roles and Responsibilities for Document Retention and Disposal  
 
3.1  Councils are responsible for determining whether to retain or dispose of documents 

and should undertake a review of documentation at least on an annual basis to 
ensure that any unnecessary documentation being held is disposed of under the 
General Data Protection Regulations.  

 
3.2  Councils should ensure that all employees are aware of the retention/disposal 

schedule.  
 
4.  Document Retention Protocol  
 
4.1  Councils should have in place an adequate system for documenting the activities of 

their service. This system should take into account the legislative and regulatory 
environments to which they work.  

 
4.2  Records of each activity should be complete and accurate enough to allow 

employees and their successors to undertake appropriate actions in the context of 
their responsibilities to:  

 
�x Facilitate an audit or examination of the business by anyone so authorised.  
�x Protect the legal and other rights of the Council, its clients and any other persons 

affected by its actions.  
�x Verify individual consent to record, manage and record disposal of their personal 

data.  
�x Provide authenticity of the records so that the evidence derived from them is shown 

to be credible and authoritative.  
 
4.3  To facilitate this the following principles should be adopted:  
 

�x Records created and maintained should be arranged in a record-keeping system that 
will enable quick and easy retrieval of information under the General Data Protection 
Regulations  

�x Documents that are no longer required for operational purposes but need retaining 
should be placed at the records office.  

 
4.4  The retention schedules in Appendix 1: List of Documents for Retention or Disposal 

provide guidance on the recommended minimum retention periods for specific 
classes of documents and records. These schedules have been compiled from 
recommended best practice from the Public Records Office, the Records 
Management Society of Great Britain and in accordance with relevant legislation.  

 
4.5  Whenever there is a possibility of litigation, the records and information that are likely 

to be affected should not be amended or disposed of until the threat of litigation has 
been removed.  
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5.  Document Disposal Protocol  
 
5.1  Documents should only be disposed of if reviewed in accordance with the following:  
 

�x Is retention required to fulfil statutory or other regulatory requirements?  
�x Is retention required to meet the operational needs of the service?  
�x Is retention required to evidence events in the case of a dispute?  
�x Is retention required because the document or record is of historic interest or intrinsic 

value?  
 
5.2  When documents are scheduled for disposal the method of disposal should be 

appropriate to the nature and sensitivity of the documents concerned. A record of the 
disposal will be kept to comply with the General Data Protection Regulations.  

 
5.3  Documents can be disposed of by any of the following methods:  
 

�x Non-confidential records: place in wastepaper bin for disposal.  
�x Confidential records or records giving personal information: shred documents.  
�x Deletion of computer records.  
�x Transmission of records to an external body such as the County Records Office  

 
5.4  The following principles should be followed when disposing of records:  
 

�x All records containing personal or confidential information should be destroyed at the 
end of the retention period. Failure to do so could lead to the Council being 
prosecuted under the General Data Protection Regulations.  

�x The Freedom of Information Act or cause reputational damage.  
�x Where computer records are deleted steps should be taken to ensure that data is 

�µ�Y�L�U�W�X�D�O�O�\���L�P�S�R�V�V�L�E�O�H���W�R���U�H�W�U�L�H�Y�H�¶���D�V���D�G�Y�L�V�H�G���E�\���W�K�H���,�Q�I�R�U�P�D�W�L�R�Q���&�R�P�P�L�V�Vioner.  
�x Where documents are of historical interest it may be appropriate that they are 

transmitted to the County Records office.  
�x Back-up copies of documents should also be destroyed (including electronic or 

photographed documents unless specific provisions exist for their disposal).  
 
5.5 Records should be maintained of appropriate disposals. These records should 

contain the following information:  
 

�x The name of the document destroyed.  
�x The date the document was destroyed.  
�x The method of disposal.  

 
6.  Data Protection Act 1998 - Obligation to Dispose of Certain Data  
 
6.1  �7�K�H���'�D�W�D���3�U�R�W�H�F�W�L�R�Q���$�F�W���������������µ�)�L�I�W�K���3�U�L�Q�F�L�S�O�H�¶�����U�H�T�X�L�U�H�V���W�K�D�W���S�H�U�V�R�Q�D�O���L�Q�I�R�U�P�D�W�L�R�Q��

must not be retained longer than is necessary for the purpose for which it was 
originally obtained. Section 1 of the Data Protection Act defines personal information 
as 

 
Data that relates to a living individual who can be identified:  
a) from the data, or  
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b) from those data and other information, which is in the possession of, or is likely to 
come into the possession of the data controller.  
 
It includes any expression of opinion about the individual and any indication of the 
intentions of the Council or other person in respect of the individual.  

 
6.2  The Data Protection Act provides an exemption for information about identifiable 

living individuals that is held for research, statistical or historical purposes to be held 
indefinitely provided that the specific requirements are met.  

 
6.3  Councils are responsible for ensuring that they comply with the principles of the 

General Data Protection Regulations namely:  
 

�x Personal data is processed fairly and lawfully and, in particular, shall not be 
processed unless specific conditions are met.  

�x Personal data shall only be obtained for specific purposes and processed in a 
compatible manner.  

�x Personal data shall be adequate, relevant, but not excessive.  
�x Personal data shall be accurate and up to date.  
�x Personal data shall not be kept for longer than is necessary.  
�x Personal data shall be processed in accordance with the rights of the data subject.  
�x Personal data shall be kept secure.  

 
6.4  External storage providers or archivists that are holding Council documents must 

also comply with the above principles of the General Data Protection Regulations.  
 
7.  Scanning of Documents  
 
7.1 In general once a document has been scanned on to a document image system the 

original becomes redundant. There is no specific legislation covering the format for 
which local government records are retained following electronic storage, except for 
those prescribed by HM Revenue and Customs.  

 
7.2  As a general rule hard copies of scanned documents should be retained for three 

months after scanning.  
 
7.3  Original documents required for VAT and tax purposes should be retained for six 

years unless a shorter period has been agreed with HM Revenue and Customs.  
 
8.  Review of Document Retention  
 
8.1  It is planned to review, update and where appropriate amend this document on a 

regular basis (at least every three years in accordance with the Code of Practice on 
the Management of Records issued by the Lord Chancellor).  

 
8.2  This document has been compiled from various sources of recommended best 

practice and with reference to the following documents and publications:  
 

�x Local Council Administration, Charles Arnold-Baker, 10th edition, Chapter 11  
�x NALC LTN 40 - �/�R�F�D�O���&�R�X�Q�F�L�O�V�¶���'�R�F�X�P�H�Q�W�V���D�Q�G���5�H�F�R�U�G�V�����-�D�Q�X�D�U�\������������ 
�x NALC LTN 37 - Freedom of Information, July 2009  
�x �/�R�U�G���&�K�D�Q�F�H�O�O�R�U�¶�V���&�R�G�H���R�I���3�U�D�F�W�L�F�H���R�Q���W�K�H���0�D�Q�D�J�H�P�H�Q�W���R�I���5�H�F�R�U�G�V���L�V�V�X�H�G���X�Q�G�H�U��

Section 46 of the Freedom of Information Act 2000  
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9.  List of Documents  
 
9.1  �7�K�H���I�X�O�O���O�L�V�W���R�I���W�K�H���&�R�X�Q�F�L�O�¶�V���G�R�F�X�P�H�Q�W�V���D�Q�G���W�K�H���Srocedures for the retention or 

disposal can be found in Appendix 1: List of Documents for Retention and Disposal.  
This is updated regularly in accordance with any changes to legal requirements. 



DOCUMENT MINIMUM RETENTION PERIOD REASON DISPOSAL

Accident/ Incident Reports 20 Years Potential Claims
Confidential waste. A list will be kept of those documents disposed of 
to meet the GDPR requirements

Agendas 5 Years Management Confidential waste
Annual Return & Audited Accounts Indefinate Audit requirement N/A

Bank Statements including Deposit/ Savings AccountsLast completed audit year Audit  Confidential waste
Councillors Declarations of Office 4 Years or until they vacate office - Which ever is earlierOperational Confidential waste
Information from Other Bodies e.g circulars Retained as long as they are useful and relevant Bin
Insurance Policies While Valid Management Bin
Investments Indefinate Audit/ Management N/A
Local Historical Information Indefinate - To be kept for the benefit of the Parish N/A
Magazines and Journals Retained as long as they are useful and relevant Bin

Minutes Indefinate Archive

Original signed paper copies of all Council minutes must be kept 
indefinately in safe storage. At regular intervals of not more than 5 
years they must be archived and deposited with the Higher Authority.

Paid Invoices 6 Years VAT Confidential Waste
Personnel Files - Annual Leave/ Sick Leave 2 Years Operational Confidential Waste
Personnel Files - (Training records, Apprasials, 
contract of employment) 6 Years after termination of employments Operational Confidential Waste
Policy Documents Until there is no longer an administrative requirement Operational Confidential Waste
Routine Correspondance and Emails 1 Year Management
Quotations and Tenders 6 Years & 12 years on contractor as a deed Limitation Act 1980 (as ammended) Confidential Waste
Receipts and Payments Accounts Indefinate Archive N/A

Recruitment Data 6 Months after recruitment finalised
Sex Descrimination Act, Race Relations Act, 
Disability Act, Employment Equality RegulationConfidential Waste

Risk Assessments
Once superseded by a new risk assessment or once 
inactive Operational Bin

TimeSheets
Last completed audit year
3 Years

Audit (Requirement)
Personal Injury (Best Practise) Bin

Title Deeds, Leases, Agrrements, Contracts Indefinate Audit/ Management N/A
Play Park Equipment Inspection Reports 21 Years
VAT Records 6 Years VAT Confidential Waste
Wages, PAYE and NI Records 12 Years Superannuation (Pensions) Confidential Waste

RECORD KEEPING
To ensure that records are easily accessible it is 
necessary to comply with the following: A list of files 
stored in cabinets will be kept, Electronic files will be 
saved unsing relevant file names

The Electronic files will be backed up on a external hard 
drive and are stored in the Cloud Management

Documentation on longer required will be disposed of, ensuring any 
confidential documents are destroyed as confidential waste.  A lisit will 
be kept of those documents disposed of to meet the requirements of 
GDPR

Owslebury Parish Council Appendix 1: List of Documents for Retention or Disposal



General Correspondance

Unless it relates to specific categories outlined in the 
policy, records should be kept for as long as they are 
needed for reference or accountability purposes, to 
comply with regulatory requirements or to protect legal 
and other rights and interests. Management

Bin (Shred confidential waste) A list will be kept of those documents 
disposed of to meet the requirements of GDPR

Correspondance relating to staff

If relating to Audit, see relevant section above.
Should be kept securely and personal data in relations to 
staff should not be kept longer than is necessary for the 
purpose it was held. Likely time limits for tribunal claims 
between 3-6 months.
Recommended this period be 3 Years.

After an employment relationship has ended, a 
Council may need to retain and access staff 
records for former staff for the purpose of 
giving references, payment of tax, national 
insurance and pensions and in respect of any 
related legal claims made against the Council.

Confidential Waste.  A list will be kept of those documents disposed of 
to meet the requirements of GDPR

PLANNING PAPERS
Councils response to planning applications and all 
associated documents where planning is granted.

At least until completion of development - major/ 
contentious developments only Management Bin

Councils response to planning applications and all 
assosicated documents where planning is refused

At least until the period within which an appeal can be 
made has expired Management Bin

Local Development Plans Retained as long as in force Reference Bin
Local Plans Retained as long as in force Reference Bin
Town/ Neighbourhood Plans Indefinate Historical purpose N/A
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