KNOWSLEY TOWN COUNCIL

Bob Whiley Community Centre, Shop Road
Knowsley Village, Merseyside L34 OHD
Tel: 0151 548 4545
Email: jane.thomas@knowsley.gov.uk

Dated this Day of 11" September 2025

To the Members of the Finance and General Purposes
| Committee

YOU ARE HEREBY SUMMONED TO ATTEND a meeting of

the Finance and General Purposes Committee, to be held on Wednesday

17t September 2025, in the Community Pavilion, Pool Hey, Stockbridge

Village, Committee Room, commencing at 5.00 p.m.

Committee Members
Cllr D Baum, Cllr M Burke, Cllr B Donnelly,

Cllir ) Donnelly (Chairperson) Clir L O’Keeffe,
Cllr N Joseph (Vice-Chair), Cllr L Tomlinson.

_jane Thomas
Clerk of the Council

AGENDA

1. APOLOGIES

2. D RATION INTE T

In accordance with Standing Orders 1.19.1,1.19.2, members are
invited to indicate any interests they may have in relation to items on the

agenda for the meeting.



3. ANNOUNCEMENTS FROM THE CHAIRPERSON

To RECEIVE announcements from the Chairperson of the Committee. -
Information Only

4. ANNOUNCEMEN ROMT LERK O ECOUNC

To RECEIVE announcements from the Clerk of the Council - Information
Only

5. LITTLEWOODS OF STOCKBRIDGE

To CONSIDER a verbal report from the Chair of the Committee regarding recent
incidents of vandalism to benches within the Littlewoods Woodland area.
(No papers attached)

6. FINANCIAL MATTERS (APRIL TO JUNE 2025)

To CONSIDER the payments and receipts as well as the budget analysis for the
period April to June 2025 as presented by the Responsible Financial Officer.
Pages1-5

7. REVIE LOCK BOOKINGS - WSL WN COUNCIL FA IE

To CONSIDER block booking applications received from community groups
for the use of Town Council facilities. Pages 6 -15

8. CONCESSION LOW

To CONSIDER AND APPROVE draft Concession Policy and Application Form. Pages
16-25

9. RISKASS MENT 2025/2026

To CONSIDER AND APPROVE a report from the Clerk of the Council.
Pages 26 - 34

10. REVIEW O WSLEY TOWN COUNCIL’S HEALTH AND SAF
POLICY (2025/2026)

To CONSIDER AND APPROVE the Town Council’s Health and Safety
Policy as presented by the Clerk of the Council. Pages 35 -43

11. AREVIEW OF THE EFFECTIVENESS OF THE SYSTEMS OF INTERNAL
FINANCIAL CONTROLS (2025/26)

To CONSIDER AND APPROVE the review of the effectiveness of the Town
Council’s System of Internal Financial Controls (2025/26). Pages 44 — 47



Item 6

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Finance and General Purposes
Committee

Meeting: 17 September 2025
Report of the Clerk of the Council and Responsible Financial Officer

FINANCIAL MATTERS
APRIL TO JUNE 2025

1. PURPOSE OF REPORT

Members are requested to review the receipts and payments, together with the
budget analysis for the period April to June 2025, as detailed in appendix 1.

2. RECOMMENDATIONS FOR MEMBERS

2.1 To consider the income and expenditure for the period April to June 2025, as
outlined in appendix 1, and to make any necessary resolutions.

3. REPORT

a)  Appendix 1 provides details of the Income/payments and budget analysis for
members to consideration.

b) Torecommend to Full Council that it be formally approved.

Jane Thomas - Clerk of the Council and Responsible Financial Officer

P1



Appendix 1

*aunf g Aely uayel syuawihed syluow om] :esedg uado asueualUlE PUNOID
20UBME||Y S1aquUB|y : SBIAIaS o13eIo0Wa(]
Ggogaunt
"BUISSO1(] WOO0Y- 1UaAT 101K : SB0|AIaS Dl3RIDoWa(]
DIV I/OTYN :suonduosgng jenuuy
Mmoys lemol4 Aaismouy diysiosuods :piy uelg/suoneuoq

§20¢ Rel
'LT0Z-SZ0T 10} 911sqam 1o} safieys SunsoH :suoisinoid ayjsqam 7 woddng tayndwon

*S8)s Ino uj padeid ojsnwl 1an0a 01 (A181908 YBIY Bujwiiopad) SH :sesuaol

qm SpIy LeJeS- §300g AIOWB|, :S3UBAT

syuawied Juswasueyua puadaam joj fed yoeq

S,183B124B0 9Y1 889pNIoU }I Se jensn ueyl 1aysiy si nolhed s yiuow siy) :sison Suiyerg
§gozdy

SANTdS a3SYIHONI

p2

6E'901L'EC3 ¥£°¢90°LL3| BO'PSE'0E3| 6L'TLO'WBLI| 18°€ZL'LL3| 00°961'GSZ3 SIvioL
00°000'83 00°03 00°000°83 EESEEENREIENED)

80'8LE'EF 8E'80L23 VSIELS VLS 9p'9ey'S3 00'000'023 aoeds uad(Q 90UBUBIU|R|Y PUNOIS
00°00E3 00°810°23 00°00€3 0078LETS| xx SUOISIAOID BYSgaM / Loddng Ja3ndwo)

0S'ELLS 0S’ELLS 0S'ELLE 056083 0S'0VE3 00°0SL'L3 53UN022Y / 110iked afes
GO'6L3 SLBLF GL'8LT SPeves| .§5°953 00°00E3 sagley)iueg
00’00E3 00'03 00°00EF ysep Aned

000023 -00°03 00°'0023 SUOII0WOld )Iouno)

00°093 00°03 007093 Leaip sdueIqUIBLLSY

'00°00%3 00°03 -00°0073 Add / suuoiun Helig

00°0SE3 100’03 00'0SE3 ageall

00°000'£L3 00103 00°'000°LF suonoea

£0'8/9°83 00°08L3 £6°BEL'ST £0°858'83 00°LBS L3 880IAl8g Jneloowsaqg
0070083 00°03 00°0053 swdinb3 aa1Q 7 Buipying

0E'6L63 04'08BE3 0€'6L63 00'00E°L3 S§95UL0IT

00°EGL'E3 00°LLLS 00°EG.L'E3 00'VZB'ES Hoddng yH

YL 0L2' L3 00°G6e3 SEV9L3 L°G6E LS 00°090'23 suonduiosqng jenuuy

LyLe3 ES'VELS Ly 123 009613 AnendsoH
SE°LET Se'Le3 0E'SVET 0L'7S3 00°00¥3 sasuoydeia] 8)|1qo
06°2ELS P0"2ELS y0°2EL3 2O'BTE L3 86'96EF 00°GZL L3 jsuleu| 7 sauoydela)
00°0093 00'000°G3 00°0093 00'009'G3 PIY 1uBRI9/suoneuoq

96°6E3 #0°096°E3 96'6E3 00°000'%3 981ILUIWIOY Juang

00°0023 00°03 00°0023 BUISNISADPY /110dBY 1BNULY

LL9LLS 9L°601L3 6L7LL3 vLLOB'L3 92’8623 00°00L‘23 laidooojoydy Alauoneisy Sunuid
00°000°E3 00'03 00°000°'E3 Bujurel] / eousiajuon

00°'000°E3 00°03 00°000'E3 8884 |BUOISS3)01d

00°02E3 009163 00°'02E3 00'9gT'L3 1BUIBIXT / |BUIBIU| JoNpNY

S1'€09'93 §5°9093 Si'E09'93 00°0LZ'L3 pauiquo) sdueinsu|

99'819°0TF 02°'8e5°0L3| 15'Z89°0Z3| €9°042'2ZL3| L£6e8'L¥3| 000LL'vOL3 §1500 uleig
aunr Aew Wdy AONYIVE aasn 13sang NOILVHLSINIWAY ‘L L33HS

uopessiuiwpy 9z0e-s20z
193ys 138png




Appendix 1

e i ——

06'Zvv3| OV TEV 13| VL ZSL CI| 96 V€6 0¢3| 50 Leotd| O0ZiTces SIV.10L

663 10°5L2F 6673 00°00€F aseyaingd uawdinby

0007 0003 00'0F uawdinb3 sual3AH Suisesan

00'00€EF 00'0F 00’'00EF dueuaulely uawdinbg

00°993 0003 007993 |043U0)) 31s8d

00°009°T3 00°03 00'009°T3 sdleday /1s3) |vd [B21303|3

00°009°TF 00°0F 00°009'TF sileday / aoueuajurely Sunesy

S8'8vF 69°87F 6C'€9F LT'VZ8F EB'09TF 00’5863 uoidafjo] asnyay

00°'S6¥F| 00'SOTEF| 00'SevF 00'009°€3F Sdueuauiely / siteday

0T'87F S0°'197 T¥'S3 E'SCET 99°vLF 00°00¢3 s|leaie|n Bujues|)

98°0¢F 98'0¢F 98'0¢F 'esy3 897797 00°STS3F [EIUSY aul] wue|y

UPRIMG wane|as) wrely'alld a0ejdas pue 0T'S8v3| 00°0L£3| 066113 016583 00°050°C3 Anoag
Ajddng - wuejy Japnau) jo Surioyuopy - - - = ——— —

g 9dUBUBIUIRI [BNULY : AYINIDS 00°SPEF| 00'SPEF| 0L '9YEF| OE'ETZ'ET 0L'9€0°T3 00°0S¢ 3 S9jey ssauisng

570z Rep 00'9eLF 00°0F 00°9¢€L3 00°9ELF Junsa) lajep) [enuuy

"Wa1sAg adl4 Jo Suiojuoly 00°0¢93 00°03 00°0293 9deIaMas/salel Ja1ep,

g BdUBUIIUIEA [ENULY : A}INdag 87'02.3| 7S'6CC'eF 8V'0TLF 00'0S6'EF I TRIRETE]

S20T [dy 0L°0LYF 0E'6CLEF 0L°0LVF 00°00Z ‘vF sep

SAN3dS a3svaUONI aunr Aemn Idy| SONYIYE assn L3ao5ang SULNID ASTIHM 808 "2 La3HS

anua) Asjiym qog

920Z-520¢ 193ys 128png

P3



Appendix 1

¥8'ZSE'SF

€€'€50'2F| PE'60L'TF| 67 8990¢3 TSSIr 63 0078623 S1v10L
00°0SEF ‘00°03| 00°0SE7F juawd|nb3 suai3AH Suisea
66'vC3F T0'SZ8F 66'7CF 00°0587F aseyaund juswdinbg
00°000'TF 00°0F 00°000'TF 3dueusyulel wawdinb3
00793 0003 00't93 |osu0) 3534
aous sy Eus>ma5%mwﬂ=p=.uwm.nmww 00°009°'T3 0007 00°009'TF sileday /1531 1Vd [E911199]3
’ 00°000'23 0003 00°000'ZF sljeday / asueusjuiey Bunesy
uaaq aney p|noys JUNoLEe 1934102 3y} - - - : -
(16143 U} UBE sem JuawAeq TIRPIA3RT €6'08F 19593 E€£'T9F £1°8993F L8'L0TF 00°9/83 uolpaj|o) asnyay
€707 SURf 809F| 00°0S€F 76°E¥9'T3 80'95E7F 00°000'€3 sJueuaqulel / siieday
“|[eY Utel uoijiAeq - 6T'8F| v0'6L3F ot's3F LE[OEF £9'763 00°00%3 sjeuaien Suiues|)
1odau |es3dnusT SouUBUSIUIE / SAleday 98'0¢3 98°0¢F 98°07F i LEET 85°797 00°00¢F [elUaYy sul wuely
‘Judy g 00°0L3 00'0LEF| 00°090°T3F 0001173 00'00S'T3 Aunoss
yale uayel luawAed sypuow om| (SEH 00'TTSF O0O0'TTSF SL'STSF| ST TV SLLES'TI 00°'00.'S3 sajey ssauisng
G0z Aein 00'9€LF 0003 00°9€L3 00°9€L3 gunsay JeepM |ENUUY
*wa3sAs 2414 Sulioyuo|n 00°TS/3 0003 00'TS/3 adelamas/saled J91B\\
'8 UBIUIRIA [BNULY : AIndag 6L'0£9'VF 6L'0€83F- 6L°0£9'73 00°008°€3 AYpuna|a
520z |ndv 78'920'13 8T'0EL'S3 78'970'13 00°£5.'93F , sep
SANIdS A3SVIUONI aunr Aem| padv| 3onNvIva assn 13oand NOINIAYd ALINNINNOD'S 133HS

uohlaed fjjunwiwion

9Z02-520¢ 199Ys 1e8png

P4



Appendix 1

STTY9'?3| SLESS'TI| 69°6EL TVET TE'095CTF| 69 VEG'STET 00'S617'8SEF s|el0L

00°0F 00'03 00'0F spunjay

i7" SEBTI P GER'TI P SER'TT 0003 LVA

00°0S63- 00°0F 00'0S63 spunyay /isaiaju| yuegq

0S'LSS'TF| SL PSPPI GL'9EV'TF| 00 TGS 23- 00'67t7' 3| 00'000°213 uoljined

SL'E80'TF 00663 0S°2Z63| SL¥68'S3- STUSOT'e3 00'000'83 211ua) Asjiym qog

00°'0F 0003 00°03F|- ulwupy

00°'SPS'LEET 00'03| 00°'SYS LEET 00'SPS LEET 1dadaug

aunr Aew I1adly 1Ispun/iano Lo pajewlnss ANNIATN " L33HS
anuanay

9¢02-520¢ 128ys188png

P5



Item 7/

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Finance and General Purposes Committee

Meeting: 17" September 2025

1.

1.1

1.2

2.1
2.2
2.3
2.4

3.1

3.2

Report of the Clerk of the Council and Responsible Financial Officer

BLOCK BOOKIN PLICATIONS OCTOBER 2025 - 31 MARCH 6

PURPOSE OF REPORT

in accordance with the Town Council’s Standing Orders, the Finance and General
Purposes Committee has delegated authority to consider and determine all
applications for block bookings of Town Coungcil facilities.

Members are asked to consider the renewal of all existing block bookings for the period
October 2025 to March 2026. All current block bookers have expressed a desire 10

continue their bookings.

in addition, a new application has been received from LivvHousing, who wish to hire
the facilities on a regular basis during the same period. Members are asked to
consider this application alongside the renewals and to make appropriate resolutions.

REC MMENb TIONS

Members are asked to:

Review the block booking schedute detailed in Appendix 2.

Make appropriate resolutions regarding each existing application.
Review new booking application Appendix 3.

Make appropriate resolutions regarding application.

REPORT

Appendix 2 sets out a comprehensive schedule of existing block booking applications
received from local community organisations for the use of Town Council facilities
during the period October 2025 to March2026.

In addition, a new application has been received from Livwhousing, who are seeking to
hire the facilities on a regular basis. Details of this application are provided in

Appendix 3.

Members are asked to consider both the renewal of existing block bookings and the
new application, and to make appropriate resolutions regarding the allocation and use
of Town Council facilities during the specified period.

jane Thomas - Clerk of the Council and Responsible Financial Officer
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Appendix 3

Harrison, Louise

== i = e = i)
From: Hall, Abigail <Abigail.Hall@livwhousinggroup.com>
Sent: 14 August 2025 16:48
To: Harrison, Louise
Cc: McKeown, James
Subject: Re: RE INVOICE 42 ONEA/517

EXTERNAL EMAIL - This email was sent by a person from outside your organization. Exercise caution when clicking links,
opening attachments or taking further action, before validating its authenticity.

A

I

Secured by Check Point

=

Hi Louise,

Please can we book the following dates:

Wednesday 24th September, 10am—12pm
Wednesday 8th October, 10am-12pm
Wednesday 22nd October, 10am—12pm
Wednesday 5th November, 10am - 12pm
Wednesday 19th November, 10am-12pm
Wednesday 3rd December, 10am-12pm

Wednesday 17th December, 10am—12pm

I've cc'd James in to keep him in the loop =

Many thanks,
Abby

Abigail Hall

Community Activities Co-ordinator

Livv Housing Group, Lakeview, Kings Business Park, L34 1PJ

0151 290 7068 // abigail.hall@livvhousinggroup.com // www.livvhousingdroup.com

From: Harrison, Louise <Louise.Harrison@knowsley.gov.uk>
Sent: Thursday, August 14, 2025 10:08 AM

To: Hall, Abigail <Abigail.Hall@livvhousinggroup.com>
Subject: RE: RE INVOICE 42 ONEA/517

Hi Abby

1 P10



KNOWSLEY TOWN COUNCIL
BOOKING FORM
PERIOD ENDING 30th SEPTEMBER 2025

YOUR ORGANISATION

NAME OF ORGANISATION: Livv Housing Group
CONTACT DETAILS:

Name: Abigail Hall

Position: Community Activities Co-ordinator

Address: Livv Housing Group, Kings Business Park, Lakeview, Prescot

Post Code: L34 1PJ

Telephone: 0151 290 7068 Email Address: abigail.hali@livvhousingeroup.com

BRIEF OUTLINE OF THE AIMS AND OBJECTIVES OF YOUR ORGANISATION &
NUMBER OF ATTENDEES:

There are approx. 50 Livv Housing Group, Inspired Living customers living local to
the Bob Whiley Community Centre. Livv Housing Advisor surgeries will enable our
customers to get to know their Housing Advisor and have a point of contact for
guidance around their tenancy. Our customers can access general advice about adhering
to tenancy conditions through Housing Advisors. As this is a drop-in session, we expect
no more than 25 customers on a staggered basis over the duration of the time slot.

) | BOOKING DATES REQUESTED

DAY TIME DATES VENUE
(Please tick) (Detail) (all inclusive dates) (Please tick)
MON [ ] oo BT Ul BWCC [v]
TUES [ ] oo 30N July....ooeeiinen,

Wed [v] 10am—12pm ............. 13" August ............. Pavilion [ ]
Thurs [ ] oo 27" August ...............

Fii 1] seonsmemuesesmmems 10" September........ Pool Hey Field [ ]
Sat [ ] s e

Sun [] esrsssssammms

P11




[ VENUE REQUESTED ]
Bob Whiley Community Centre Community Pavilion
Room 1 [v] Main Hall [1]
Room 2 (with mirrors) [ ] Community Room 1 ]
Community Room 2 [ ]

Committee Room [ ]

ANY ADDITIONAL INFORMATION: We require enough room for a table and chairs
for the Housing Advisor, and if possible, a bigger table and some chairs on the other
side of the room for our customers to sit and have refreshments while waiting to be

seen.

FEES/DONATIONS/ENTRANCE MONEY ]

DOES THIS BOOKING INVOLVE THE PASSING OF FEES/DONATIONS OR
ENTRANCE MONEY TO THE INSTRUCTOR OR ORGANISER? NO

IF YES, GIVE DETAILS OF SUCH FEES/DONATIONSIENTRANCE MONEY:

DOES YOUR ORGANISATION INVOLVE THE PHYSICAL ACTIVITY OF
PARTICIPANTS? NO

(IF YES, THE APPROPRIATE INSURANCE COVER WILL BE REQUIRED)

INSURANCE DETAILS |

DOES YOUR ORGANISATION HAVE ANY INSURANCE? YES

If yes, please state type of insurance (e.g. public liability, personal etc)

Have attached the document.

If yes, the following documents must accompany your application:

[]
[]

Policy Certificate
Policy Statement

THE INSURANCE DOCUMENTS MUST RELATE TO THE ORGANISATION
NAMED ON PAGE 3

ORGANISATIONS MUST SIGN THE INSURANCE DISCLAMER FORM ON PAGE

P12
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P13

HIRE OF TOWN COUNCIL PREMISES
INSURANCE DISCLAIMER

I, Abigail Hall, being the person responsible for hiring the premises on
behalf of Livv Housing Group, certify that the organisation shall indemnify the

Town Council against any injury which may be incurred by or be done or
happen to any person(s) during the hiring arising from neglect or default of the

hirer.

The organisation will indemnify the Town Council against all costs, claims

and proceedings and demands arising from the “hirers” act, neglect, or default.

The organisation shall not use the hired premises in such a manner as to

cause any increased risk of injury, fire or invalidate any policy of insurance.

NAME: Abigail Hall
ORGANISATION: Livv Housing Group

SIGNED A.HALL DATED 08.07.2025




Appendix

[ CHILDREN AND VULNERABLE ADULTS H

The applicant of any projects or activities involving children and young people
must provide evidence that current DBS ‘clearance’ is held by the individuals
supervising the project / activity

DOES YOUR ORGANISATION’S ACTIVITIES OR MEMBERSHIP INVOLVE
CHILDREN (UPTO THE AGE OF 18 YEARS) OR VULNERABLE ADULTS?

NO — the group as a whole are not classed as ‘vulnerable’, but there may be individuals who
attend who may have vulnerabilities (all front-facing staff have a DBS check). I have attached

our Safeguarding Policy.

IF YES, DO YOU HAVE A CHILD AND VULNERABLE ADULT SAFEGUARDING
POLICY?

IF YES, PLEASE GIVE DETAILS:

IF YOUR ORGANISATION’S ACTIVITIES OR MEMBERSHIP INVOLVES
CHILDREN (UPTO THE AGE OF 18 YEARS) OR VULNERABLE ADULTS,
PLEASE SUPPLY FULL CONTACT DETAILS OF ALL
INSTRUCTORS/SUPERVISORS THAT WILL BE INVOLVED WITH THIS
BOOKING.

(PLEASE SEE THE CHILDREN AND VULNERABLE ADULTS
INSTRUCTOR/SUPERVISOR REGISTER)

CHILDREN AND VULNERABLE ADULTS _
INSTRUCTOR/SUPERVISOR REGISTER
NAME OF ORGANISATION:

INSTRUCTOR(S)/SUPERVISOR(S)

P14




Appendix R

P15

DBS: Yes/ No
POBITION Giiiiniisnsineonnnmmonns neomenss s smammssis s s s s i e s s s e s

ADDREBS .ococcocnmmmuiansniosmistsasts s summs Ibnains s 5o tysns soons aassns sy s oo essn st i

DBS: Yes/ No

POSITION ...oooiiniiiiiiii et e e e

DBS: Yes /No
POSITION . coiif, 808 B et sl iiisvese el d s, "8

ADDRESS B8 S0 o i ooearennnmnnsiosngrobarsesenssonsihdecossss OB 0 o ooinsnsscnnson

AT LEAST ONE OF THE ABOVE-NAMED MUST ALWAYS BE IN
ATTENDANCE AT ALL OUR BOOKED SESSIONS.

DECLARATION

I declare that I have read and understand the conditions of hire of Council premises and
facilities and agree to abide by them.

I accept full responsibility for all payment of fees owed to the Council in respect of this
booking.

I accept full responsibility for ensuring that the Fire/Health & Safety instructions are
fully complied with.

I confirm that I have read and understand Knowsley Town Council’s Privacy
Policy and consent to the information contained within this form being held

by the Town Council.

Signed ALHALL
Print Name: Abigail Hall
Group/Organisation: Livv Housing Group

Date: 08.07.2025




Item 8

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Finance and General Purposes
Committee

Meeting: 17" September 2025

Report of the Clerk of the Council and Responsible Financial Officer

3.1

4.1

CONCESSION FOLLOW UP

PURPOSE OF REPORT

To present a draft concession application form and policy for the hire of Town Council
facilities, following the Committee's decision on 18th June to explore the devetopment

of such a policy for voluntary and not-for-profit groups.

RECOMMENDATIONS

Members are recommended {o:

Decide whether to adopt Option 1 (align with existing pricing structure) or

a)
Option 2 (committee-determined concessions) for determining concession

levels.
b) Agree suggested wording (or amended wording)} for Option 2 if chosen
outlined in para 4.4.

c) Approve, with or without amendments, the draft concession policy

(appendix 4).
d) Agree the draft concession application form for use by eligible organisations

(appendix 5).

BACKGROUND

At the Finance and General Purposes Committee meeting on 18th June, Members con-
sidered correspondence from a local facility user group requesting the introduction of a

formal concession policy for facility hire. Members:

e Noted the contents of the correspondence received.
Agreed in principle to develop a concession policy for voluntary and not-for-

profit groups.
Requested the Clerk to draft a proposed concession policy considering fi-

nancial implications, eligibility criteria, and community needs.

REPORT

A draft concession policy has been prepared for consideration. This report sets cut two
options for determining concession levels and incudes a proposed concession applica-

tion form for approval (appendix 4 & 5).

P16
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4.2. Option 1- Align with the Existing Pricing Structure

4.3.

4.4,

The Town Council currently operates three pricing groups for facility hire:

a) Group 1: Local Residents and non-profit community groups - £9 (lowest

rate).
b} Group 2: Groups who charge users to attend sessions - £15 (e.g., dance

classes, fithess groups).
¢) Group 3: Statutory organisations and businesses - £30 (standard commer-

cial rate).

Under Option 1, concession applications would be assessed against the exisiing fee
structure. Approved concessions would adjust an applicant’s rate within this frame-
work. For example:

a) Group 2 applicant (user-charging) could receive a concession to be

charged at the Group 1 rate.
b) Group 3 applicant (statutory organisation) would not normally qualify
unless exceptional community benefit is demonstrated.

This approach provides clarity and consistency by using a familiar structure and main-
taining transparency for hirers.

Option 2: Committee-Determined Concessions {Case-by-Case)

Option 2 proposes that afl concession applications will be considered by the Finance
and General Purposes Committee on a case-by-case basis. Applicants would complete
the concession application form, but the final level of concession {e.g., 25%, 50%, or
another amount) would be decided based on:

a) Evidence of community benefit.
b) Financial sustainability of the applicant.
¢} Impacton Councilincome.

This option offers flexibility, allowing concessions to be tailored to specific community
needs or emerging circumstances.

Suggested Policy Wording for Option 2
“The level of concession granted will be determined by the Finance and General Pur-

poses Committee when considering each application, taking into account eligibility
criteria, evidence of community benefit, and financial implications.”

Jane Thomas

Clerk of the Council of the Councit and Responsible Financial Officer
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CONCESSION
POLICY
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Appendix 4

1. Introduction

The Town Council is committed to supporting community-based, voluntary, and not-
for-profit organisations that contribute positively to the wellbeing of residents. This
policy establishes a framework for considering and awarding concessions on facility
hire charges.

2. Objectives

» Encourage community participation and social inclusion.
» Supportlocal voluntary and charitable groups delivering measurable community

benefit.
» Provide a transparent, fair, and financially sustainable system for awarding

concessions.

3. Eligibility Criteria

Concessions may be available to organisations that:

» Arevoluntary, charitable, or not-for-profit in nature.

» Deliver activities that benefit residents within the parish.

« Demonstrate good governance and financial accountability (e.g., constitution,
recent accounts).

Concessions will not normally be available to:
o Private individuals for personal events (e.g., parties or weddings).
» Commercial or profit-making enterprises, except where exceptional community

benefit is demonstrated.

4. Determining Concession Levels

The Town Council has two approaches for determining concessions:
Option 1 - Align with Existing Pricing Structure
Facility hire charges currently operate under three pricing groups:

e Group 1: Local residents and non-profit com munity groups - £9 (lowest rate)
» Group 2: Groups charging users to attend sessions {e.g., dance or fitness

groups) -£15
» Group 3: Statutory organisations and businesses - £30 (standard commercial
rate)

Under this option, concessions may adjust an applicant’s rate within this framework
(e.g., a Group 2 applicant may pay the Group 1 rate if eligible).
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Option 2 - Committee-Determined Concessions {Case-by-Case)

Under this option, the Finance & General Purposes Committee will decide concession
levels based on each application, considering:

e Evidence of community benefit.
« Financial sustainability of the applicant.
« Impact on Councilincome.

Suggested wording for Option 2:

“The level of concession granted will be determined by the Finance & General Purposes
Committee when considering each application, taking into account eligibility criteria,
evidence of community benefit, and financial implications.”

(Members will determine which approach to adopt when approving this policy.)

5. Application Process

« Applications must be made using the Concession Application Form {appendix
b).

« Supporting evidence of eligibility (e.g., constitution, accounts) must be provided.

. The Clerk will review applications and refer them to the Finance and General
Purposes Committee for decision.

6. Monitoring and Review

. Concessions are awarded for a maximum of 12 months and must be reapplied

for annually.

. The Council reserves the right to amend or withdraw concessions where misuse
is identified, or financial constraints require change.

«+ This policy will be reviewed every three years or earlier if needed.
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Concession Application Form

Facility Hire
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Appendix 5

Guidance Notes for Applicants

. Eligibility Check - Ensure your organisation meets the criteria set out in Section 3

before completing the form.

. Supporting Documents - Inciude your constitution, most recent accounts, and any

evidence demonstrating community benefit (e.g., testimonials, participation-

numbers).

. Completing the Form - Answer all questions clearly, providing detail on your

activities, who benefits, and how often you plan to use the facility.

. Concession Request Details - Indicate Level of concession requested (if known)

and Reason for requesting concession.

. Submission -~ Send the completed form and documents to the Town Council office.

Etectronic submissions are preferred, but paper copies are accepted.

. Decision Process — Applications are reviewed by the Town Clerk and considered at

the next available Finance and General Purposes Committee meeting. You will be

notified in writing of the outcome.

. Reapplication — Concessions are valid for 12 months. Organisations must reapply

annually to continue receiving support.
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Section 1: Qrganisation Details

» Organisation Name:
+ Registered Charity Number (if applicable):
« Main Contact Name:
« Position in Organisation:
¢ Address:

+ Telephone: : Email:

Section 2: Organisation Status

Please selgct one:

provide details where applicable: -

a)

b}

c}

d)

f)

g)

h)

Registered Charity - organisation registered with the Charity Commission

(please provide charity number)

Voluntary / Community Group - informatl or constituted group run by volunteers

(e.g., local clubs, associations)

Not-for Profit Organisation —incorporated body such as a Community Interest
Company or social enterprise

Youth Group —~organisations working specifically with young people {e.g.,
Scouts, youth sports teams)

Educational Organisation — non-commercial educational body (e.g., schootl,
college project)

Statutory Organisation - government-funded public body (e.g., NHS, local

authority department)

Business / Commercial Organisation - profit-making business or private

company

Other (please specify):
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Section 3: Activity / Event Details

« Description of Activity or Event:

Appendix5

« How does your activity benefit the tocal community?

+ Frequency of Hire: One-off / Weekly / Monthly / Other (please specify):

s Facility Required:

s Preferred Dates/Times:

Section 4: Concession Reguest

» Level of concession requested {if known):

« Reason for requesting

concession:
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Section 3: Supporting Documents

Please attach the following:

+ Copy of constitution or governing document

. Most recent set of accounts or financial statement

. Evidence of community benefit (e.g., testimonials, attendance figures, community
partnerships)

Section 6: Declaration

1 confirm that the information provided is accurate and that the organisation will comply
with the terms and conditions of hire and concession policy of the Town Council.

Name:

Position:

Signature:

Date:

Section 7: For Office Use Only

« Date received:

« Officer review completed: Yes/ No
« Committee meeting date:
 Decision: Approved / Declined
« Concession awarded:
« Review date:

P25






Item 9

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Town Council

Meeting: 17" September 2025

1.

2.

3.1.

3.2,

3.3

3.4.

Report of the Clerk of the Council and Responsible Financiat Officer
RISK ASSESSMENT

PURPQSE OF REPORT

The purpose of this report is to present for Members’ consideration and approval thé
risk assessment undertaken pursuant to the requirements of The Accounts and Audit
Regulations 2015 (Annual Governance Assessment - Assertion 5).

RECOMMENDATIONS

Members are asked to:

a) Notethereport.

b) Confirm that an assessment of risks has been carried out and that the
appropriate steps have been taken to manage those tisks, inctuding the
introduction of internal controls and/or external insurance where
required’.

c) Approve the tables (appendix &) report.

REPORT

Risk management is an essential feature of good management and applies to all
aspects of the Council’s business.

There is an Audit requirement under the Accounts and Audit {(England) Regulations 2015
5.3 1o establish and maintain a systematic strategy, framework and process for manag-
ing risk. Risks and their control are collated ina Risk Register. Implementing the strategy
involves identifying, analysing/prioritising, managing, and monitoring risks.

Assertion 5 of the Annuat Governance and Accountability Return {AGAR) retates to Risk
Management and requires the Town Council to confirm that it has ‘carried out an
assessment of the risks facing this smaller authority and took appropriate steps to
manage those risks, including the introduction of internal controls and/or external

insurance where required’.

In assessing and managing the risks posed to the Town Council and in particutar the
control measures that can be put in place to eliminate or reduce the impact of such
risks, the control measures fall into one of three categories:
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a) manage risk by insurance
b} manage risk by working with others
¢) manage risk through self-management / internal controls.

3.5. Tables retating to each of the three categories listed above which outlines the
potential risk, existing control measures, any actions required and internal audit
insurance {appendix 6.)

3.6. The role of the Town Council’s Internal Auditor is crucial in this process inthat itis
their role to confirm Assertion 5 as outlined in para 3.3. above,

3.7. Members are therefore recommended to confirm that an assessment of risks has
been carried out and that the appropriate steps have heen taken to manage those

risks, including the introduction of internal controls and/or external insurance where
required’ and thereby approve the tables attached at {(appendix 6} of the report.

Jane Thomas - Clerk of the Council and Responsible Financial Officer
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Item 10

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Finance and General Purposes
Committee

Meeting: 17" September 2025

Report of the Clerk of the Council and Responsible Financial Officer

HEALTH & SAFETY POLICY

1. PURPOSE OF REPORT

1.1 The purpose of this reportisto review Knowsley Town Council’s Heatth and
Safety Policy {2025/2026)

1.2 Members are recommended to:

a) Notethe report,
b) Approve Health and Safety Policy

2. REPORY

2.1 To comply with the Health and Safety At Work Act 1974, Knowsley Town
Council has a duty to ensure that it has in place a Health and Safety Potlicy,
outlining the Town Council’s Health and Safety procedures. The Health and
Safety Policy should be reviewed on an annual basis.

2.3 Appendix 7 provides a copy of the Town Council’s Health and Safety Policy
for members’ consideration.

2.4. Once approved, the document will be posted on the Town Councit
website and reviewed in September 2026. -

Jane Thomas
Clerk of the Council of the Council and Responsible Financial Officer
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HEALTH AND SAFETY POLICY

Health and Safety at Work Act 1974

This is the Health and Safety
Policy Statement

of

KNOWSLEY TOWN COUNCIL

Reviewed at the Finance and General Purposes Committee Meeting
held on 16 July 2024
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10.

11.

12.

KNOWSLEY TOWN COUNCIL

HEALTH AND SAFETY POLICY

CONTENTS
introduction
Responsibilities of Employees
Specific Responsibilities
Communications and Training for Employees
Consuitation with Employees
Accident and Near Miss Reporting Procedures
Risk Assessment
Young Persons/Work Experience Placements
Specific Arrangements and Procedures
First Aid Arrangements
Hazardous Substances

Conclusion



1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

CLERK'S SIGNATURE:

1. INTRODUCTION

Qur policy is to provide and maintain safe and healthy working conditions
for all our employees, providing appropriate tools, equipment, operational
processes and safe systems of work covering all our acfivities.

Our management accepts the responsibility for applying the above and for
providing information, instruction and training at all times and for the
duration necessary to achieve this purpose.

Other people may be affected by our activities, i.e. visitors, neighbours,
contractors etc, and our management accept the responsibility to provide
appropriate levels of safety for them.

We will provide suitable facilities and/or make the necessary arrangements
for the welfare of all our employees at work.

Where risks to safety and health need to be 'assessed' under a specific
duty or Regulation, we will ensure that an 'assessment' will be carried out
and that all actions shown to be necessary will be implemented.

Should any of our activities endanger the health of any employee, such
activities will be monitored and where necessary, arrangements for health

surveillance made.

We will provide suitable information regarding the safety or safe use of
our services and/or products.

We plan to minimise the risks created by work activities, products and
services, organise ourselves in a way that secures involvement and
participation at all levels and measure performance against our
pre-determined standards.

_ Our commitment to this Policy will assist us to develop a positive health

and safety culture throughout all areas and activities.
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2. RESPONSIBILITIES OF EMPLOYEES

All our employees must:

21 Comply with this Health and Safety Policy.

2.2 Fully observe the Safety Rules.

2.3 Report any safety hazard within their work area or malfunction of any item
of plant or equipment to management (plant malfunction includes lack of
fuel in the equipment).

2.4 Fully conform to all written or verbal instructions given to them to ensure
their personal safety and the safety of others.

2.5 Dress sensibly and safely for their particular working environment or
occupation.

2.6 Conduct themselves in an orderly manner in the workplace and refrain from
any form of horseplay.

2.7 Use all safety equipment and/or protective clothing as may be provided.

2.8 Avoid any improvisations of any form, which could create an unnecessary
risk to their personal safety and the safety of others.

2.9 Maintain all equipment in good condition and report any defects to
management when they occur.

2.10 Report all incidents to management whether injury is sustained or not.

2.11 Attend as requested any training course designed to further the needs of
health and safety.

2.12 Observe all laid down procedures concerning processes, material and
substances used.

213 Observe the fire evacuation procedure and the position of all fire

equipment and exit routes.



3.1

3.2

3.3

4.1

4.2

5.1

5.2

5.3

3, SPECIFIC RESPONSIBILITIES

Overall and final responsibility for health and safety is that of:

L Knowsley Town Council ]

Day-to-day responsibility for ensuring this responsibility is put into practice
is delegated to:

] Jane Thomas { Clerk of the Council) B

To ensure health and safety standards are maintained/improved, the
following people have responsibility in the following areas:

. NAME RESPONSIBILITY

John Smith BWCC/Community Pavilion
John Boyd BWCC/Community Pavilion
Keith Giles BWCC/ Community Pavilion
Dorothy Hollinghurst BWGCC/Community Pavilion
Louise Harrison _ BWCC/Community Pavilion

4. COMMUNICATIONS AND TRAINING FOR EMPLOYEES

All employees shall receive the necessary training, instruction and
information as appropriate, to enable them to carry out their job role in
compliance with Health and Safety legislation and Best Practice.

This will include regular staff updates as well as formal safety training.
Records of any training provided will be held on file.

5. CONSULTATION WITH EMPLOYEES

All employees of Knowsley Town Council are fully consulted on all matters
which affect the Health, Safety and Welfare whilst in work.

In addition to format health and safety training, regular staff updates are
provided to employees which may cover changes in legislation, introduction
of new work processes, systems of work and/or new work equipment.
Written information, i.e., leaflets, guidance information etc is also provided.

When undertaking Risk Assessments or producing Method Statements,
employees who are affected are consulted throughout the process.
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6.1

6.2

6.3

6.4

7.1

7.2

6. ACCIDENT AND NEAR MISS REPORTING PROCEDURES

Knowsley Town Council takes it responsibilities under health and safety
legislation very seriously. As such, all necessary steps will be taken to
eliminate or reduce the risk of accidents or a near miss occurring in the
workplace as much as is reasonably practicable.

However, were accidents or near misses occur, then Knowsley Town
Council will ensure its own 'in house' accident reporting procedure is
followed.

Knowsley Town Council accident reporting procedure is summarised
as follows:

Any accident, which is reportable to the Health and Safety Executive

as required by the RIDDOR Regulations (Reporting of Injuries, Diseased
and Dangerous Occurrence Regulations), will be fully investigated by
Knowsley Town Council.

* Accidents, which result in a Fatality or Major Injury, as defined
by the RIDDOR regulations will be investigated immediately.

o Accidents, which result in any persons, including members of
the public requiring hospital treatment will be investigated
within 24 hours.

» Any accident, which results in any employee of Knowsley Town
Council, a Sub-Contractor or the Client being absent from work
for 3 days or more, will be investigated within 3 working days.

Knowsley Town Council will ensure the necessary reporting procedures
as required by the RIDDOR regulations are followed at all times.

7. RISK ASSESSMENT

ldentification of hazards, assessment of the risk and the establishment and
enforcement of control measures, are the cornerstones of effective Risk
Management.

Control measures are defined in the form of written safe working
procedures, method statements and safety plans and relayed to the
persons at risk by fine management, through formal information channels,
instruction and training.



8.1

8.2

8.3

9.1

9.2

9.3

8.4

9.5

9.6

9.7

8. YOUNG PERSONS/WORK EXPERIENCE PLACMENTS

( EAPERICNG I 17 e

The management of Health and Safety at Work Regulations 1999 define a
young person as someone under the age of 18,

Knowsley Town Council shall ensure that young people are protected
against any risks to their health and safety at work, which are due to their
inexperience, immaturity, and lack of awareness of risks. As such, a

risk assessment will be carried out. The resuits of the risk assessment
will identity work activities, etc involving risks or harm to young people.

All young persons employed by Knowsley Town Council will be given a
full induction prior to being aliowed on site. At this induction the safety
rules will be fully explained, including emergency procedures, fire
procedures, location of first aid box, first aid subplies and the accident
book. Also, at this induction any specific risks associated with this site
i e, working at height, use of work equipment etc, will be fully

explained along with the appropriate controls, which are in place and
which should be always followed.

9. SPECIFIC ARRANGEMENTS AND PROCEDURES

FIRE

All employees will receive instruction and training in the procedures to
be followed in the event of fire.

A copy of the fire procedure notice, which is displayed throughout the
premises, is known within this manual.

All employees shali be given suitable instruction in basic fire

© prevention measures.

As part of the fire arrangements, persons have been nominated who are
responsible for the fire safety planningffire precautions, evacuation drills,
fire appliance checks, fire alarm tests, recording keeping etc.

The person responsible for
fire arrangements is Duty Caretaker

Alarms are tested every: Month

Extinguishers are tested by: Chubb Fire Ltd
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10.1

10.2

10.4

- 10.5

111

12.1

12.2

10. FIRST AID ARRANGEMENTS

We recognise the varied statutory requirements covering the provision of
first aid personnel, equipment, and records, displayed throughout the
premises are notices which detail the following:

QUALIFIED FIRST AIDER(S)

NAME(S): John Boyd, John Smith, Keith Giles.

FIRST AID KIT

First Aid Kits Locations: Community Pavilion
Bob Whiley Community Centre

DEFIBRILLATORS

Defibrillators Locations: Community Pavilion
Bob Whiley Community Centre

- 11. HAZARDOUS SUBSTANCES

The handling, storage, and use of flammable or other hazardous
substances must follow the manufacturer's instructions. They must not
be stored with combustible materials. The Control of Substances
Hazardous to Health, known as COSHH reguiations requires recognition
of hazards and assessment of risk to be reported annually by suitably
frained personnel.

12. CONCLUSION

A high standard of Health and Safety at Work can only be maintained
when everyone is conscious of the work conditions at all times. Good
housekeeping, a sensible attitude, and prompt attention to the little things
prevent unwanted occurrences and minimise risk.

This Health and Safety Policy will be reviewed annually,



Item 11

KNOWSLEY TOWN COUNCIL

To: The Chairperson and Members of the Town Council
Meeting: 17" September 2025
Report of the Clerk of the Council and Responsible Financial Officer

REVIEW OF THE EFFECTIVENESS OF INTERNAL FINANCIAL CONTROLS

1. PURPOSE OF REPORT

The purpose of this report is to present for Members’ approval the Review of the effec-
tiveness of the Internal Financiat Controls as required by Regulation 6 of the Accounts
and Audit Regulations 2015 (Annuat Governance Assessment - Assertion (2) as detailed
appendix 8.

2. RECOMMENDATIONS
Members are asked to:

a) Note the report,

by  Toformally approve the review of lnternéi Financial Controls as detailed in
appendix 8 to this report.

3. REPORT

3.1. All smaller authorities are required by Regulation 6 of the Accounts and Audit
Regutations 2015 to ‘conduct a review of the effectiveness of the systemn of internal
control®

3.2. Under legistation, the Town Council must ensure that it has a sound system of
internal financial controt which:

a) facilitates the effective exercise of its functions and the achievement of its
aims and objectives. ‘

b) ensuresthatthe financial and operational management of the authority is
effective; and includes effective arrangements for the management of risk.

3.3. The effective arrangement for the management of risks is covered elsewhere onthe
agenda of this meeting, this report reviews the Internal Financial Controls.

3.4. Details of the review which has been carried out focussed on the following areas
(appendix 8):
» Standing Orders and Financial Regulations
«  Payment of AcCounts
= Banking arrangements

=« Employment
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® VAT
= Fixed assets and equipment
*» |oansand Ling Term liabilities.

3.5.  Accordingly, Members are recommended to consider and approve the réview as
detailed in appendix 8 1o this report.

Jane Thomas - Clerk of the Council and Responsible Financial Officer
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Using guidance from the Town Cou
Accountability in Locat Councils in Englan
the National Association of Local Councils and the So

Appendix 8

KNOWSLEY TOWN COUNCIL
A REVIEW OF THE EFFECTIVENESS OF INTERNAL FINANCIAL CONTROLS

nci's external auditors and Governance and
d and Wales — A Practitioner’s Guide {published by
ciety of Local Council Clerks), the review

of the effectiveness of internal financial control is tabulated below.

AGS ASSERTION

TOWN COUNCIL POLICY

INTERNAL  CONTROLS

Standing Orders

Standing Orders identify the
general rules of business
applicable fo the Town Council.

Standing Orders are reviewed on
an annual basis and amended
when and if necessary and
distributed to all members

Finangcial
Regulations

Financial Regulations include
general rules of business
application to the Town Council
relating to:

L ]

Annual Estimates
Receipts and Payments
Budgetary Control
Accounts and Audit
Banking

Payment of Accounts
Salaries and Wages
Loans and Investments

Financial Regulations are
reviewed on an annual basis and
amended when and if necessary
and distributed to all members.

The Annual Precept must be
prepared by the Clerk of the
Council and approved by the Town
Council before the end of February
prior to the start of new financial
year.

Arrangements for the internal audit
of the Town Council’s accounting
systems must be made by the Clerk
of the Council.

An official order by email or letter
shall be issued for work, goods, or
services. Copies of the order shall
be maintained and attached to all
invoices.

For contracts exceeding £5,000 for
the supply of goods, works or
services, the Clerk of the Councii
must obtain three tenders /
quotations from three different
companies

Accounts for
Payment

All receipts and payments to be
kept up to date in fine with
financial standing orders and
current legislation

Receipts and payments are kept up
to date and a monthly bank
reconciliation is produced and
recorded and a quarterly budget
statement and bank reconciliation
is presented to members.

All payments require verification
and all cheques and withdrawals
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Appendix 8

from the Councils bankers required
two sighatures.

Expenditure by the Clerk of the
Council is subject to a limit of
£2,560. The Clerk of the Council
shall be responsible to produce the

1 Annual Statement of Accounts for

approval by the Town Council.

The Clerk of the Council shall be
responsible for the submission of
the Annual Return to the External
Auditor.

Banking
Arrangements

Banking arrangements to be
approved by the Town Council
and carried out by the Clerk of
the Council according to
financial regulations

All monies must be paid into the
Councils bank account promptly
and entered in the cash book and a
receipt issued.

Employment

Wages/Salary scales are set by

the Town Council. Conditions of

employment are set by the Town
Council.

All employment policies are
determined by the Town Coungcil
and were completely revised
during 2023/24.

All payments of wages and salaries
to employees must be made
promptly.

All staff are issued with Contracts
of Employment.

Accurate records of
wages/salaries.

National Insurance, Tax and
Pension Contributions must be
kept for all employees.

The payment of Contributions to
HMRC and the Pension Fund must
be calculated and paid on or before
the prescribed date.

All employment policies are
reviewed as agreed by the Council.

VAT

All payments and receipts must
show VAT value and HMRC to
be notified accordingly

All receipts and payments show a
separate column for VAT. The Clerk
of the Council is responsible for the
quarterly VAT returns to HMIRC and
ensures that they are made within
the prescribed dates.

Fixed Assets and
Equipment

Aregister of assets and
equipment must be kept in
accordance with financial
regulations

The Asset register is reviewed
annually by the Clerk of the Council
and reported to the Council.




