
CYNGOR CYMUNED LLANTRISANT 
LLANTRISANT COMMUNITY COUNCIL

Parish Office      
Newbridge Road 
Llantrisant    
CF72 8EX      

01443 223796 
office@llantrisant-cc.gov.wales      
Clerk:  Mr G E Hopkins JP BA(Hons) 

Swyddfa’r Plwyf 
Heol Pontnewydd 

Llantrisant 
CF72 8EX 

01443 223796 
office@llantrisant-cc.gov.wales 

Clerc:  Mr G E Hopkins JP BA(Hons) 

Gofalu am y Cymuned / Caring for the Community 
Beddau / Llantrisant / Talbot Green / Tynant 

Wednesday 4th December 2024 

COUNCIL SUMMONS 

TO: ALL MEMBERS OF LLANTRISANT COMMUNITY COUNCIL 

YOU ARE SUMMONED to a meeting of LLANTRISANT COMMUNITY COUNCIL 
to be held at 6.30pm on Tuesday 10th December 2024 at Llys y Cwm, Beddau. 

The Agenda for the meeting is attached.  The meeting will be accessible online pursuant to 
the Local Government and Elections (Wales) Act 2021, and you may connect using the 
following Zoom link: 

https://us06web.zoom.us/j/83109769562 

Meeting ID: 831 0976 9562  

I should be grateful if you would confirm your attendance.  

Yours faithfully, 

MR. G. E. HOPKINS J.P. 

CLERK TO THE COUNCIL 
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CYNGOR CYMUNED LLANTRISANT 

LLANTRISANT COMMUNITY COUNCIL 

THE ORDER OF BUSINESS FOR A MEETING OF  
LLANTRISANT COMMUNITY COUNCIL TO BE HELD ON  
TUESDAY 10TH DECEMBER 2024 AT 6.30PM AT LLYS Y CWM, 
BEDDAU

AGENDA 
Item Page 

1. Apologies for absence
To receive any apologies of absence from Members.

2. Declarations of Interest
To receive disclosures of personal interests from Members in
accordance with the Code of Conduct.

3. Public Representations to the Council
To receive any representations from members of the public at the
discretion of the Chair.

4. Minutes of the Previous Meeting
To approve as a true record the Minutes of the Meeting of
Council held on 12th November 2024, and note the Action Log.

5 to 11 

5. Financial Matters
(i) To receive and approve the accounts for payment for

December 2024;

(ii) To receive and note the income and expenditure
accounts for November 2024.

12 to 14 

15 to 18 

6. Reports from the Finance and General Purposes
Committee
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To note that Minutes of the Finance and General Purposes 
Committee held on Tuesday 26th November 2024; consider the 
recommendations contained therein; and in particular to agree:- 

(i) the virements recommended at Minute
FGP/24-25/07;

(ii) the fees and charges for 2025/2026 recommended at
Minute FGP/24-25/08 (i to iv);

(iii) that the estimates for income and expenditure at
Minute FGP/24-25/10 (v) be adopted as the Budget
for the Council for the financial year 2025/2026;

(iv) that the Precept levied by this Council for 2025/2026
for a Band D equivalent property be £62.00;

(v) that the amended Financial Regulations of the
Council be adopted; and

(vi) that the amended Financial Risk Assessment of the
Council be adopted.

19 to 28 

21 

21 to 22 

22 to 27 

28 

28 

28 

7. Internal Audit Recommendations (Implementation)
To note the Report of the Clerk and agree to the plan for
implementing the four recommendations of the Interim Internal
Audit report 2024/2025.

29 to 67 

8. Reports from the Events and Public Engagement
Committee
To note the Minutes of the Events and Public Engagement
Committee held on Thursday 28th November 2024.

68 to 69 

9. Talbot Green Former Youth Shelter site
To consider a proposal from Cllr David Myles for the replacement
of the former youth shelter in Talbot Green.

70 
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10. Planning and Development Control
To consider any planning applications received by Rhondda Cynon
Taf County Borough Council since the last meeting.

71 

10. Correspondence
To receive any correspondence to the Council, including:-

(i) correspondence from Beddau and Tynant
Community Library thanking the Council for its
assistance in running the Beddau and Tynant
Christmas event.

72 

11. Urgent Items
To consider any matters which the Chair has determined
reasonably to be urgent.

MR. G. E. HOPKINS J.P. 

CLERK TO THE COUNCIL 
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LLANTRISANT COMMUNITY COUNCIL 

MINUTES 
OF THE MEETING OF LLANTRISANT COMMUNITY COUNCIL 

HELD AT 6.30PM ON TUESDAY 12TH NOVEMBER 2024, AT  

LLYS Y CWM, BEDDAU. 

Present 

Cllr David Nicholas (Chair) Cllr Dr Catherine Preston 
Cllr Julie Barton Cllr Adam Robinson 
Cllr Ron Hunt Cllr Ellie Townsend Jones 
Cllr David Myles 

In Attendance 

The Clerk to the Council (Mr. G. E. Hopkins J.P.) 

FC/24-25/80 Apologies for Absence 

Apologies were received from Cllrs David Brown, Anne Callow, Mal Davies, Glynne Holmes, 
Lynne Murdoch, Carys Romney and Paul Thomas. 

FC/24-25/81 Declarations of Interest 

Cllr Adam Robinson wished to declare that a member of staff being discussed under Minute , 
was a personal friend, and would not vote on the matter. 

Cllr Ellie Townsend Jones declared that she was a volunteer with the local branch of the Royal 
British Legion, and did not vote on the matter determined under Minute  

FC/24-25/82 Public Representations to the Council 

No representations were made. 

FC/24-25/83 Minutes of the Previous Meeting 

The Minutes of the Meeting of Council held on 22nd October 2024 were approved as a true 
record, and the Action Log noted, with one correction: 

(i) Cllr Barton had in the previous meeting held on 8th October 2024 that she had
commented on Minute FC/24-25/65, proposing that Cllr Glynne Holmes identify
the officer at Rhondda Cynon Taf who had given him incorrect advice in relation
to the allocation of a grant, contrary to the advice of the Clerk to the Council.
This had not been minuted, and she had wished for it to be done so.  There was
no dissent from those present, who agreed unanimously that this be written in to
the minutes.
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FC/24-25/84 Financial Matters 

(i) The following accounts for payment were agreed to:-

VAT 

BT 29.10.24 Broadband/Landline Bundle (All sites)  £   172.58  s 

Function28 30.10.24 Web and email Provision  £   54.00  z 

Barclaycard 12.11.24 see attached sheet  £   612.52  - 

Tesco Mobile 23.10.24 4 x mobile contracts  £   36.60  z 

Unity Trust 31.10.24 Monthly Charges (sept)  £   13.05  z 

 WGW 12.11.24 Interim Audit  £   449.92  z 

HMRC 12.11.24 NI and Tax ( Oct)  £   3,296.85  z 

Wages 15.10.24 Salaries (Oct)  £    10,793.76  z 

SLCC 12.11.24 Membership SLCC (GH)  £   357.00  z 

Pensions 12.11.24 Pensions (Oct)  £   2,555.22  z 

Royal British Legion 12.11.24 Donation re Poppy Wreaths  £   100.00  o 

RCTCBC 15.11.24 Rates  £   489.00  o 

SSE 25.10.24 Electricity  £   78.16  f 

RCTCBC 15.10.24 Rates  £   214.00  o 

SSE 25.10.24 Electricity  £   46.84  f 

SSE 25.10.24 Gas (sept)  £   67.96  f 

INK signage 12.11.24 new signs  £   953.00 

EDF 12.11.24 Electricity Beddau CC  £   184.98  f 

SSE 01.11.24 Gas (sept)  £   424.77  f 

Welsh Water 04.11.24 April to October water bill  £   88.23  o 

SSE 22.10.24 Electric July to Sept  £   301.44  f 

PJ Saunders 27.11.24 Rent  £   633.00  s 

Groundwork Services 12.11.24 Polycarbonate spar bus shelter  £   150.00  z 

Country Timbers 12.11.24 bit and screws  £   11.92  s 

TradeUK 12.11.24 Screwfix account  £   152.44  s 

SSE 25.10.24 Electric Brynteg  £   69.13  f 

Egan Waste 12.11.24 Skip Tynant  £   300.00  s 

Blachere Illuminations 17.10.24 15 artificial Trees for shops  £   1,992.00  s 

MERTS 12.11.24 First Aid Beddau Fair (2 years)  £   330.00  z 

RCTCBC 12.11.24 Hire for Christmas Motifs (TG)  £   180.00  s 

White Boxes 12.11.24 Print, design, deliver community consultation  £   2,228.00  z 

RCTCBC 12.11.24 Van Lease (sept)  £   58.38  s 

Gallagher 12.11.24 Insurance both vans  £   1,519.06  z 

Gallagher 12.11.24 Breakdown Cover  £   50.00  z 

Radius 14.11.24 Trackers monthly payment  £   24.00  s 

UK Fuels 06.11.24 Diesel  £   81.21  s 

TOTAL  £    29,069.02 

(ii) The Income and Expenditure accounts to the end of October 2024 were noted.
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(iii) It was agreed to give a donation of £100 from the Chair’s Allowance to the Royal
British Legion Poppy Appeal for the two wreaths laid on Remembrance Sunday.

FC/24-25/85 Annual Interim Report of the Internal Auditor 

The Annual Interim Report of the Internal Auditor to the end of Quarter 2 was received and 
noted by the Council, and the following recommendations were agreed to:- 

(i) that the Clerk reviews the Council’s GDPR documentation and ensures that it
reflects current use of IT equipment, and that it also undertakes a Document
Impact Assessment that the assessment should be added to the Council’s Risk
Assessment portfolio, to be reviewed on an annual basis. Such action in this regard
would strengthen the Council’s internal Controls in this area.

(ii) that, on the website the Minutes are published as stand alone documents, under
an appropriate heading for Full Council or Committee and the date of the meeting
to which the Minutes relate.

(iii) that the Council review its IT Security, in particular the use of appropriate
Antivirus, Malware and VPN software;

(iv) to present, on a quarterly basis, the Council’s financial account reconciliation
statements for scrutiny and approval to either Full Council or the Finance & Policy
Committee.

FC/24-25/86 Staffing Matters 

The Report of the Clerk was received and the following recommendations contained therein 
agreed to:- 

(i) that the General Maintenance Manager, pending satisfactory annual appraisals with
the Clerk, could receive an annual incremental rise to a maximum of Spinal
Column Point  (SPC) 17.

(ii) to change the contracted hours of the General Maintenance Manager to annualised
hours, averaging a 37 hour week from 1st April 2025.

(iii) that the General Maintenance Officer be offered remuneration at SCP 8, with the
facility, pending satisfactory annual appraisals to receive an annual increment to a
maximum of SCP 12.

(iv) to note the communication from One Voice Wales: “Local Government Services
Pay Agreement 2024/2025”  detailing the affect of the agreement negotiated by the
National Joint Council for Local Government Services, and agree they be
implemented from 1st April 2024.

FC/24-25/87 Talbot Green Youth Shelter Proposal 

Further to a proposal brought by Cllr Myles, it was agreed in principle that the area which 
had formally been the site of the Talbot Green Youth Shelter be redeveloped as a sitting area 
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with four benches, floral displays and an interpretation board about the history of Talbot 
Green, and agreed that the Clerk bring back costings for such a proposal. 

FC/24-25/88 Planning and Development Control 

(i) The following planning applications received by Rhondda Cynon Taf County
Borough Council since the previous meeting were noted: -

24/1008/TPO Complete removal of mature scrub oak tree on 
boundary between the rear garden of 52 High 
Street and the Town Garage premises. 

52 High Street, Llantrisant, 
CF72 8BR 

24/1044/FUL Change of use from licensed premises to offices 
(A3 to B1) 

Cross Keys Hotel, Llantrisant, 
CF72 8BR 

24/0886/FUL Full planning permission to allow for an 
extension to Unit 2, external alterations to Unit 
2-3, alterations to the customer car park and
associated development

Unit 2B Dream Time Beds, Glamorgan 
Vale Retail Park, Talbot Green, 

CF72 8RP 

24/0462/FUL Change of use to first floor from offices to 2 
bedroom dwelling unit including proposed 
crossover and parking. 

Rhondda Housing Department, 
85 Talbot Road, Talbot Green, 

CF72 8AE 

(ii) With regard to Planning Application 24/1044/FUL, it was agreed unanimously that
the Clerk should write to the Planning Department objecting to the application
on the grounds that the affect of the change of use to offices would bring about
an unacceptable level of additional demand for parking of cars and other vehicles
which could not be accommodated either within the curtilage of the property, nor
in the surrounding highways and the Newbridge Road car park.

Further, the premises was within the conservation area of Llantrisant, and the loss
of the porch of the Cross Keys public house would represent a degradation of the
historic facade of the building on High Street.

FC/24-25/89 Correspondence 

(i) A compilation of thank you acknowledgements received from many of the
organisations which the Council had awarded Community Grants in 2024 was
received and noted with approval.

(ii) Correspondence from the Beddau, Llantrisant and Talbot Green Food Hub was
read out by the Clerk, informing the Council that certain officers of the
organisation would be retiring at Christmas.  The Clerk informed members that
he had sought from the current officers and the Chair the names of the new
officers of the organisation as soon as they were able to supply such information.
Members agreed that this would need to be clear before the consideration of the
process for setting the Council’s budget for 2025/2026.
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There being no further business the meeting was ended at 7.40pm. 

CLLR DAVID NICHOLAS 

CHAIR OF COUNCIL 
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Accounts for the meeting - 10th December  2024 Office Use
VAT

OFFICE

BT 30.11.24 Broadband/Landline Bundle (All sites) 172.58£          s d/d split 101
Function28 31.12.24 Web and email Provision 54.00£            z s/o 4202 101
Barclaycard 10.12.24 see attached sheet 2,214.98£        - bacs split
Tesco Mobile 22.12.24 4 x mobile contracts 36.17£            z d/d 4205 101
Unity Trust 30.11.24 Monthly Charges 22.50£            z d/d 4215 101
PEAC 22.12.24 Copier Lease Qtr 4 348.16£          s
TTS 10.12.24 Copier Paper 67.70£            s bacs 4206 101
STAFFING

HMRC 10.12.24 NI and Tax ( Nov) 4,362.47£        z bacs 4002 102
Wages 15.11.24 Salaries (Nov) 12,304.85£      z bacs 4001 102
Pensions 10.12.24 Pensions (Nov) 3,309.89£        z bacs 4003 102
CAERLAN

RCTCBC 15.12.24 Rates 489.00£          o d/d 4050 201
SSE 06.12.24 Gas 486.31£          f d/d 4061 201
SSE 26.11.24 Electricity (Oct) 95.32£            f d/d 4060 201
LLYS Y CWM

RCTCBC 15.12.24 Rates 214.00£          o d/d 4050 205
Welsh Water 25.11.24 Water May to Nov 507.68£          z d/d 4055 205
SSE 26.11.24 Gas (Oct) 121.19£          f d/d 4061 205
SSE 26.11.24 Electric (Oct) 50.84£            f d/d 4060 205
Chubb 10.12.24 Fire Safety Contract 390.42£          s d/d 4065 205
BEDDAU CC

Initial 10.12.24 Mats, nappy and Sanitary bins(2025) 819.38£          s bacs 4065 203
SSE 27.11.24 Gas (oct) 326.45£          f bacs 4061 203
WORKS DEPOT

PJ Saunders 27.12.24 Rent 633.00£          s s/o 4073 308
OUTSIDE WORK

Braceys 10.12.24 Pallet of rock salt 388.42£          s bacs 4103 310
Country Timbers 10.12.24 Postmix, plywood, timber 51.84£            s bacs 4103 310
Leekes 10.12.24 outside work 24.13£            s bacs 4103 310
TradeUK 10.12.24 Screwfix account 144.10£          s bacs split
ALLOTMENTS

SSE 26.11.24 Electric Brynteg 55.24£            f d/d 4161 305
PROJECTS

JT Jump & Bounce 10.12.24 Christmas Events 300.00£          z bacs 4153 106
RCT Community Win10.12.24 Donation re concert 250.00£          z bacs 4157 106
Masquerade 10.12.24 Stilt Walker, Face Painter 690.00£          z bacs 4153 106
TTS 10.12.24 glue sticks 7.50£  s bacs 4153 106
Clearwell Ltd 10.12.24 School Christmas trees 720.00£          s bacs 4157 106
Gwynfa Camera Club 10.12.24 Photobook for time capsule 182.96£          z bacs 4150 106
TRANSPORT

RCTCBC 10.12.24 Van Lease (Oct) 46.70£            s bacs 4073 301
Radius 16.12.24 Trackers monthly payment 24.00£            s d/d 4071 301
UK Fuels 04.12.24 Diesel 81.21£            s d/d 4070 301

TOTAL 29,992.99£    

account codes
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Llantrisant Community Council 2024-25Date
Time

03/12/2024
13:30

Page 1
Council Detail Report 30/11/2024

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
INCOME

Administration101
53 100 471011 Photocopying 53.1%

3,591 3,500 (91)1110 Interest 102.6%
3,644Subtotal 3,600 (44) 0 0 101.2%

Precept103
207,466 311,199 103,7331101 Precept 66.7%
207,466Subtotal 311,199 103,733 0 0 66.7%

Projects106
258 0 (258)1105 Other income 0.0%
258Subtotal 0 (258) 0 0 0.0%

Caerlan201
5,849 5,500 (349)1000 Hall Hire 106.3%
5,849Subtotal 5,500 (349) 0 0 106.3%

Beddau Community Centre203
9,934 9,000 (934)1000 Hall Hire 110.4%
9,934Subtotal 9,000 (934) 0 0 110.4%

Llys y Cwm205
2,899 4,500 1,6011000 Hall Hire 64.4%
2,899Subtotal 4,500 1,601 0 0 64.4%

Allotments305
0 50 501007 Penygawsi Allotments 0.0%
0 81 811008 Brynteg Allotments 0.0%
0 76 761009 Tynant Allotments 0.0%
0 92 921010 Pencoedcae Allotment 0.0%
0Subtotal 299 299 0 0 0.0%

Outside Work310
0 835 8351012 Footpath Agency Agreement 0.0%
0Subtotal 835 835 0 0 0.0%

TOTAL INCOME 230,050 334,933 104,883 0 0 68.7%
EXPENDITURE

Administration101
843 1,800 957 9574200 Photocopying 46.9%

2,737 2,750 13 134202 Computer Costs 99.5%
0 80 80 804204 Postage 0.0%

673 850 177 1774205 Telephones 79.2%
144 300 156 1564206 Stationery 47.9%
70 100 30 304210 Sundries 70.3%

1,883 1,200 (683) (683)4215 Audit Fees & Bank charges 156.9%
4,530 4,500 (30) (30)4220 General Insurance 100.7%

Continued over page

Page 15 of 72

Page 15 of 72



Llantrisant Community Council 2024-25Date
Time

03/12/2024
13:30

Page 2
Council Detail Report 30/11/2024

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
0 11,240 11,240 11,2404240 Elections 0.0%
0 6,000 6,000 6,0004250 Contingency Fund 0.0%

226 1,509 1,283 1,2834255 Office Equipment 15.0%
11,107Subtotal 30,329 19,222 0 19,222 36.6%

Staffing102
87,448 120,000 32,552 32,5524001 Salaries 72.9%
21,944 35,000 13,056 13,0564002 PAYE & NI Contributions 62.7%
17,129 27,000 9,871 9,8714003 Pension contributions 63.4%

0 500 500 5004010 Occupational Health 0.0%
1,217 4,209 2,992 2,9924015 Training 28.9%
1,476 1,200 (276) (276)4020 Work wear 123.0%

0 300 300 3004025 Staff Expenses 0.0%
129,214Subtotal 188,209 58,995 0 58,995 68.7%

Community Infrastructure Levy104
0 272 272 2724120 CIL Expenditure 0.0%
0Subtotal 272 272 0 272 0.0%

Grants105
7,850 10,000 2,150 2,1504152 Beddau & Tynant Wards 78.5%
2,200 2,500 300 3004154 General Grants 88.0%

11,020 11,000 (20) (20)4156 Talbot Green & Llantrisant 100.2%
21,070Subtotal 23,500 2,430 0 2,430 89.7%

Projects106
102 0 (102) (102)4106 Defibrillators and Supplies 0.0%

2,561 6,500 3,939 3,9394150 Llantrisant Ward 39.4%
0 5,544 5,544 5,5444151 Talbot Green Ward 0.0%

5,370 10,444 5,074 5,0744152 Beddau & Tynant Wards 51.4%
4,931 7,500 2,569 2,5694153 Events/Public Relations 65.8%

0 6,000 6,000 6,0004155 Community Library 0.0%
2,829 12,045 9,216 9,2164157 Christmas 23.5%
3,158 4,000 842 8424158 Floral Displays 78.9%
1,005 5,678 4,673 4,6734159 Charter of Friendship 17.7%
5,000 5,000 0 04167 Food Bank Donations 100.0%

0 1,000 1,000 1,0004168 Llantrisant Guildhall 0.0%
24,956Subtotal 63,711 38,755 0 38,755 39.2%

Councillors107
950 1,465 515 5154225 Chairs Allowances 64.8%

3,437 5,000 1,563 1,5634226 Councillor Allowances 68.7%
2,677 2,700 23 234230 OVW Membership 99.1%

0 1,244 1,244 1,2444231 Councillor Training 0.0%
0 250 250 2504232 Travel & Subsistence 0.0%

7,064Subtotal 10,659 3,595 0 3,595 66.3%
Caerlan201

3,911 5,000 1,089 1,0894050 Rates 78.2%
255 600 345 3454055 Water Charges 42.5%

Continued over page
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Llantrisant Community Council 2024-25Date
Time

03/12/2024
13:30

Page 3
Council Detail Report 30/11/2024

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
578 1,000 422 4224060 Electricity 57.8%

1,351 1,500 149 1494061 Gas 90.1%
175 300 125 1254063 Cleaning Materials 58.3%

2,354 2,300 (54) (54)4065 Maintenance Contracts 102.4%
503 1,800 1,297 1,2974066 Repairs & maintenance 27.9%

9,127Subtotal 12,500 3,373 0 3,373 73.0%
Beddau Community Centre203

1,048 1,500 452 4524060 Electricity 69.8%
2,968 2,000 (968) (968)4061 Gas 148.4%

259 360 101 1014062 Broadband 71.9%
171 300 129 1294063 Cleaning Materials 57.1%
896 800 (96) (96)4065 Maintenance Contracts 112.0%

1,943 2,003 60 604066 Repairs & maintenance 97.0%
7,285Subtotal 6,963 (322) 0 (322) 104.6%

Llys y Cwm205
1,708 2,200 492 4924050 Rates 77.6%

485 750 265 2654055 Water Charges 64.7%
294 1,200 906 9064060 Electricity 24.5%
591 1,500 909 9094061 Gas 39.4%
275 384 109 1094062 Broadband 71.6%
174 300 126 1264063 Cleaning Materials 57.9%

2,000 1,800 (200) (200)4065 Maintenance Contracts 111.1%
900 1,066 166 1664066 Repairs & maintenance 84.4%

6,427Subtotal 9,200 2,773 0 2,773 69.9%
Transport301

768 1,400 632 6324070 Fuel 54.9%
803 1,000 197 1974071 Repairs, Service, MOT 80.3%

0 300 300 3004072 Road Tax 0.0%
260 600 340 3404073 Rent 43.3%

1,599 1,500 (99) (99)4074 Insurance 106.6%
0 9,296 9,296 9,2964090 New Van Fund 0.0%

3,430Subtotal 14,096 10,666 0 10,666 24.3%
Allotments305

32 600 568 5684160 Penygawsi Allotments 5.4%
655 600 (55) (55)4161 Brynteg Allotments 109.1%
490 600 110 1104162 Tynant Allotments 81.7%
500 600 100 1004163 Pencoedcae Allotments 83.3%

1,677Subtotal 2,400 723 0 723 69.9%
Workshop308

601 350 (251) (251)4050 Rates 171.8%
170 400 230 2304055 Water Charges 42.5%
726 700 (26) (26)4060 Electricity 103.7%
211 300 89 894062 Broadband 70.3%
17 300 283 2834066 Repairs & maintenance 5.8%

4,220 7,000 2,780 2,7804073 Rent 60.3%
Continued over page
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Llantrisant Community Council 2024-25Date
Time

03/12/2024
13:30

Page 4
Council Detail Report 30/11/2024

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
506 550 44 444074 Insurance 92.0%
41 100 59 594210 Sundries 40.7%

6,492Subtotal 9,700 3,208 0 3,208 66.9%
Outside Work310

2,031 2,000 (31) (31)4102 Machine Repairs & Spares 101.5%
1,501 3,000 1,499 1,4994103 Outside Work 50.0%
3,796 7,051 3,255 3,2554105 Street Furniture 53.8%

0 3,757 3,757 3,7574110 Outside Equipment 0.0%
7,327Subtotal 15,808 8,481 0 8,481 46.4%

TOTAL EXPENDITURE 235,176 387,347 152,171 0 152,171 60.7%
Total Income

Total Expenditure
Net Income over Expenditure

230,050 334,933 104,883
235,176 387,347 152,171
(5,125) (52,414) (47,289)

68.7%
60.7%152,1710

plus Transfer from EMR 2,356
less Transfer to EMR 0

Movement to/(from) Gen Reserve (2,769) (52,414) (49,645)
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CYNGOR CYMUNED LLANTRISANT 

LLANTRISANT COMMUNITY COUNCIL 
 

MINUTES OF THE MEETING OF THE 

FINANCE AND GENERAL  

PURPOSES COMMITTEE 
HELD AT 6.30PM ON TUESDAY 26TH NOVEMBER 2024 AT LLYS Y CWM, 
BEDDAU 

 

Present 
Cllr Ron Hunt (Chair) Cllr David Nicholas 
Cllr Julie Barton Cllr David Myles 
Cllr Mal Davies Cllr Dr Catherine Preston 
Cllr Paul Thomas Cllr Adam Robinson 

 
 
In Attendance 
 
The Clerk to the Council (Mr Geraint Hopkins JP) 
The Deputy Clerk and Responsible Financial Officer (Mrs Alison Jenkins) 
Cllr Anne Callow (representing Beddau, Llantrisant and Talbot Green Food Hub) 
Mrs Jane Ellis (Beddua, Llantrisant and Talbot Green Food Hub) 
    
 
FGP/24-25/01   Apologies for absence 
 
There were no apologies for absence.  All members of the Committee were present. 
 
 
FGP/24-25/02  Declarations of Interest  
 
Cllrs Julie Barton and Catherine Preston declared that they were volunteers with Beddau and 
Tynant Community Library 
 
Cllr Adam Robinson declared that he was a volunteer with Llantrisant and Talbot Green 
Together. 
 
Cllrs Nicholas and Myles declared that they were allotment holders. 
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FGP/24-25/03 Beddau and Tynant Community Library Annual Report 

A Report of the activities of Beddau and Tynant Community Library, along with a summary 
of their accounts was received and noted in accordance with the agreement with the Library 
reached at Minute FGP/23-24/76. 

Members were pleased to note that 2025 would mark the tenth anniversary of the library 
having been transferred from the local authority into the hands of the voluntary trust, and the 
sixtieth anniversary of the establishment of the library. 

FGP/24-25/04 Support for local food banks 

Information was received from BLT Food Hub, Beddau Welfare and Salem Food bank and 
considered in terms of the budget the Council may wish to set in respect of support for local 
food banks in the financial year 2025/2026. 

Members commented that they felt that the community, and particularly those in need within 
it, would be better served by the various organisations having some time to discuss 
cooperation and partnership. 

Having spoken to their paper, and answered questions particularly on the BLT Food Hub, Cllr Callow, 
and Mrs Ellis left the meeting. 

Members agreed to recommend that £5,000 be included in the budget for 2025/2026 for 
this purpose, but felt that, given that resources were finite, by the time applications came in 
during the next financial year, these organisations should be encouraged to prepare proposals 
on the basis of increased cooperation. 

FGP/24-25/05 Support for Llantrisant Guildhall 

Members agreed in principle to include £1,500 in the budget for 2025/2026 for the Llantrisant 
Guildhall to support the events it puts on throughout the year in the community.  The Clerk 
was authorised to discuss with the Guildhall the terms of the grant, which would include a 
requirement for some prominent recognition of the Council’s support in the publicity 
materials for these events. 

FGP/24-25/06 Section 137 Letter (Expenditure Limit) 

The letter from Welsh Government specifying the Section 137 expenditure limit for 
2025/2026 was noted. 

FGP/24-25/07 Year to Date Accounts 
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The accounts for the year to the end of Quarter 2 were reviewed, and having considered the 
recommendations from the Responsible Financial Officer the following virements were 
agreed to:- 

FROM TO AMOUNT 

4250/101 Contingency 4202/101 Computer Costs £800 

4250/101 Contingency 4205/101 Telephones £300 

4215/101 Audit Fees & Bank Charges 4220/101 General Insurance £30 

4010/102 Recruitment/Occupational Health 4020/102 Work Wear £300 

4050/201 Caerlan Rates 4050/308 Work shop Rates £110 

4050/205 Llys y Cwm Rates 4050/308 Work shop Rates £65 

4074/308 Workshop insurance 4050/308 Work shop Rates £44 

4066/308 Workshop repairs 4050/308 Work shop Rates £32 

TOTAL £1,681 

FGP/24-25/08 Draft Budget and Precept 2025/2026 

The following represents the recommendations the Committee agreed to make to Full 
Council:- 

(i) that the hall hire charges be those in the following table:-

CAERLAN HALL AND LLYS 
Y CWM 

BEDDAU COMMUNITY 
CENTRE 

Recommended £/hour Recommended £/hour 

Standard Rate 
Regular Hirer 

£11.50 £12.50 
£11.50 

Not for Profit 
Rate 

£7.75 N/A 

Party Booking N/A £90 

Block use of 
Meeting Room 
as Food Hub 

N/A £150/ month 

(ii) that the standing charges levied to the four allotments sites committees be those
as follows:-

2024/2025 2025/2026 
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Penygawsi Allotments £50 £51 

Brynteg Allotments £81 £83 

Tynant Allotments £76 £78 

Penycoedcae Allotments £92 £94 

(iii) that the Assets and Operations Committee be asked to review the structure for
fees and charges for allotments in readiness for the following year’s budget
process;

(iv) that charges for photocopying at the Parish Office be as follows:-

A4 A3 
Black and white copies 5p 10p 
Colour 10p 20p 

(v) that the following estimates for income and expenditure be approved as the
Council’s Budget for the financial year 2025/2026:-

ADMINISTRATION Budget Proposed 
2024/25 2025/26 

Photocopying £1,800 £1,800 
Computer Costs £2,750 £3,300 
Postage £80 £50 
Telephones £850 £1,250 
Stationery £300 £300 
Sundries £100 £100 
Audit Fees & Bank charges £1,200 £1,400 
General Insurance £4,500 £4,700 
Elections £3,000 £2,000 
Contingency Fund £6,000 £6,000 
Office Equipment £750 £1,000 
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TOTAL £21,330 £21,900 

COUNCILLORS Budget Proposed 
2024/25 2025/26 

Chair's Allowance £1,000 £1,000 
Renumeration £5,000 £4,500 
OVW £2,700 £2,800 

Councillors Training £1,244 £500 

Travel & Subsistence £250 £250 

TOTAL £10,194 £9,050 

GRANTS Budget Proposed 
2024/25 2025/26 

Llan and Talbot Green £11,000 £11,000 
Beddau & Tynant Wards £10,000 £9,000 
General Grants £2,500 £2,500 
Llantrisant Guildhall £1,500 
BATCL £6,000 £6,000 

TOTAL £29,500 £30,000 

PROJECTS Budget Proposed 
2024/25 2025/26 

Defibirillator Supplies £0 £300 

Llantrisant Ward £3,000 £2,500 
Talbot Green Ward £3,000 £2,500 
Beddau & Tynant Wards £6,000 £5,000 
Events/Public Relations £7,500 £6,000 
Christmas £12,000 £12,000 
Floral Displays £4,000 £4,000 
Charter of Friendship £500 £250 
Community Assistance £5,000 £5,000 
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Beating the Bounds 
earmarked £1,000 £1,000 

TOTAL £42,000 £38,550 

TRANSPORT Budget Proposed 
2024/25 2025/26 

Fuel £1,400 £1,400 

Repairs, Service, MOT £1,000 £1,200 
Road Tax £300 £360 
Van Lease £600 £550 
Van insurance £1,500 £1,700 

New Van Fund £4,000 £4,000 

TOTAL £8,800 £9,210 

ALLOTMENTS Budget Proposed 
2024/25 2025/26 

Penygawsi Allotments £600 £600 

Brynteg Allotments £600 £600 
Tynant Allotments £600 £600 
Penycoedcae Allotments £600 £600 

TOTAL £2,400 £2,400 

OUTSIDE WORK Budget Proposed 
2024/25 2025/26 

Equipment (repairs & spares) £2,000 £2,500 

Outside Work £3,000 £3,000 

Street Furniture £1,500 £2,000 
Large Equipment £1,500 £1,500 
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TOTAL £8,000 £9,000 

WORKS DEPOT Budget Proposed 
2024/25 2025/26 

Rates £350 £1,000 

Water Charges £400 £250 

Electricity £700 £1,500 

Broadband £300 £350 

Repairs & Maintenance £300 £200 

Rent £7,000 £6,500 

Insurance £550 £560 

Sundries £100 £100 

TOTAL £9,700 £10,460 

STAFFING Budget Proposed 
2024/25 2025/26 

Salaries £120,000 £135,000 
PAYE &NI £35,000 £36,000 
Penison Contributions £27,000 £29,000 
Occupational Health/ 
Recruitment £500 £500 
Training £2,000 £1,000 
Work wear £1,200 £1,000 
Staff Expenses £300 £300 

TOTAL £186,000 £202,800 

CAERLAN Budget Proposed 
2024/25 2025/26 

Rates £5,000 £5,400 
Water Charges £600 £600 
Electricity £1,000 £1,100 
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Gas £1,500 £2,500 
Cleaning Materials £300 £300 
Maintenance Contracts £2,300 £3,000 
Repairs & maintenance £1,000 £1,500 

TOTAL £11,700 £14,400 

BEDDAU COMMUNITY Budget Proposed 
2024/25 2025/26 

Electricity £1,500 £2,200 
Gas £2,000 £5,000 
Broadband £360 £450 
Cleaning Materials £300 £300 
Maintenance Contracts £800 £1,200 
Repairs & maintenance £2,000 £2,500 

TOTAL £6,960 £11,650 

LLYS Y CWM Budget Proposed 
2024/25 2025/26 

Rates £2,200 £2,300 

Water Charges £750 £600 
Electricity £1,200 £800 
Gas £1,500 £1,200 
Broadband £384 £450 
Cleaning Materials £300 £300 
Maintenance Contracts £1,800 £1,400 
Repairs & maintenance £1,000 £2,500 

TOTAL £9,134 £9,550 
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Budget Proposed 
2024/25 2025/26 

TOTAL EXPENDITURE £345,718 £368,970 
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(vi) that it be made clear that the proposals for the use of ward project funds be
decisions of the whole council; and

(vii) that the Precept levied by this Council for 2025/2026 for a Band D equivalent
property be £62.00.

FGP/24-25/09 Financial Regulations 

A new set of Financial Regulations, in line with the model supplied by One Voice Wales, was 
reviewed and it was agreed that they be adopted as the Financial Regulations of the 
Council. 

FGP/24-25/10 Financial Risk Assessment 

The recommendation by the internal auditor, ““to present, on a quarterly basis, the Council’s 
financial account reconciliation statements for scrutiny and approval to either Full Council or the 
Finance & Policy Committee, “ was incorporated into the Financial Risk Assessment, and it was 
agreed the revised document be adopted as the Council’s Financial Risk Assessment. 

FGP/24-25/11 Independent Remuneration Panel for Wales 

The Independent Remuneration Panel for Wales’ Report for 2025/2026 was noted by the 
Committee. 

There being no further business, the meeting was closed at 8.15pm. 

CLLR RON HUNT 
COMMITTEE CHAIR 
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LLANTRISANT COMMUNITY COUNCIL 

TUESDAY 10TH DECEMBER 2024 

REPORT OF THE CLERK 

INTERNAL AUDIT RECOMMENDATIONS: 
IMPLEMENTATION PLAN 

1. At the full Council meeting on 12th November 2024, the Council received and noted
the Annual Interim Report of the Internal Auditor.  The audit was concluded as usual
at the end of Quarter 2.

2. The Audit concluded that in all areas there was substantial assurance, which is the
highest level of assurance sought of the Council’s governance and financial procedures.

3. There were four recommendations made by the auditor for improvements.  They
were noted and agreed at Minute FC/24-25/85.

4. This paper informs Members of the measures recommended by the Clerk and the
Responsible Finance Officer to implement the recommendations of the auditor.

5. Council is asked to :-

(i) note the Report; and
(ii) agree to adopt the updated GDPR policy.

6. Recommendation 1

“that the Clerk reviews the Council’s GDPR documentation and ensures that it reflects 
current use of IT equipment, and that it also undertakes a Document Impact Assessment 
that the assessment should be added to the Council’s Risk Assessment portfolio, to be 
reviewed on an annual basis. Such action in this regard would strengthen the Council’s 
internal Controls in this area.” 

7. I have reviewed the Council’s General Data Protection Regulation documentation and
would recommend that Council adopts the suite of policies contained within the
GDPR document at Appendix I to this report.

8. Recommendation 2

Page 29 of 72

Page 29 of 72



“that, on the website the Minutes are published as stand alone documents, under an 
appropriate heading for Full Council or Committee and the date of the meeting to which 
the Minutes relate.  “ 

 
9. The Minutes of all Council meetings are now published separately from the main 

meeting bundles on our website.  The full bundle containing all papers published for 
council meetings (which include the minutes of the previous meetings) is still placed 
on our website as they were before, but now the minutes also appear as stand-alone 
documents. 
 

10. Recommendation 3 
 

“that the Council review its IT Security, in particular the use of appropriate Antivirus, 
Malware and VPN software.” 

 
11. The Council currently uses Norton Anti Virus Software.  I have reviewed our 

subscription to this service and can confirm that we have the following in place:- 
(i) Device Security:  protection against viruses, malware, spyware, ransomware 

and other online threats; 
(ii) Dark web monitoring; 
(iii) Social Media Monitoring for inappropriate or suspicious activity; 
(iv) Restoration support, access to an Identity Restoration Specialist 
(v) Secure VPN 
(vi) Cloud Backup 
(vii) Parental Control 
(viii) Stolen Wallet Assist 

I have sought advice from our IT technicians, AD Computers, who feel the protections 
we have in place are sufficient as far as can be reasonably assured for our purposes.   

 
12. Recommendation 4 

 
“to present, on a quarterly basis, the Council’s financial account reconciliation statements 
for scrutiny and approval to either Full Council or the Finance & Policy Committee. “ 

 
13. This recommendation has been considered by the Finance and General Purposes 

Committee, which has agreed an amended version of the Council’s Financial Risks 
Assessment reflecting the auditor’s recommendation above.  The Committee’s 
recommendation is before the Council this evening in the Minutes of its meeting on 
26th November 2024. 

 
MR. G. E. HOPKINS J.P. 
CLERK TO THE COUNCIL 
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Data Protection Impact Assessment
March 13th-16th 2023

Data Category Data Type Contains 
Personal Data

Sensitivity level (High/Medium/Low)

ASL employees Employment contracts Yes High
Leave/sickness record Yes High
Discipline/Grievance record Yes High
Next of Kin details Yes Low
Accident/Injury record Yes High
Pension details Yes High
PAYE Yes Low
Contact details Yes Medium
Bank details Yes High
Job applications Yes Low
References Yes Low
Staff Appraisals Yes Medium
Performance Plans Yes Medium

Third Parties/ Address details No Low
Customers Email Addresses No Low
Engagement & Quotations No Low
Contact Contract of Engagement No Low

Complaints Yes Medium
Freedom of Information requests Yes High
Subject Access requests Yes High

Third Parties/ Digital or hard copy cashbooks Yes High
Customers Bank Statements Yes High

DATA MAINTAINED BY AUDITING SOLUTIONS

1
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Audit Building Society Statements Yes High
Term Deposit statements No High
Cheque Books Yes High
Electronic payment reports Yes High
VAT reports No Low
Journal reports Yes High
Standing Orders No Low
Financial Regulations No Low
External Auditor's Report No Low
Council & Committee minutes (gen) No Low
Staffing Committee minutes Yes High
Corporate Governance Questionnaire No Low
Purchase Orders No Low
Payment Invoices No Low
Payment & Salary Tester No Low
Grants & Donations No Low
Expense Claim forms No Low
Financial Risk Register No Low
Health & Safety Risk Register No Low
Operations Management Risk Regsiter No Low
Insurance policy/policies No Low
Playground reports - internal No Low
Playground reports - Independent No Low
Budget reports No Low
Precept determination budget No Low
Earmarked Reserve documentation No Low
Reserve Funds reports No Low
Variance reports No Low
Sales Ledger files Yes Medium
Sales Receipts No Low
Paying In Books Yes High
Sales Invoices No Low

2
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Burials Register No Low
Memorials Register Yes Medium
Allotments Register Yes Medium
Lease Agreements Yes Medium
Petty Cash reconciliations No Low
Petty Cash No Low
Petty Cash receipts No Low
Debit/Credit Card statements No Low
Staff establishment list Yes High
Staff contracts Yes High
Staff Pay Award details Yes High
Payroll reports Yes High
HMRC RTI reports Yes High
HMRC Tax Code documents Yes High
Staff Pay Slips Yes High
Time Sheets / Overtime Approval Yes High
Pension Reports Yes High
Asset Register No Low
Loans acquired No Low
Loans issued Yes High
Investments No Low
Bank reconciliations No Low
Building Socieity reconciliations No Low
Investment Fund reconciliations No Low
Annual Analytical Review No Low
S.137 Reports No Low
Annual Return Data No Low
AGAR No Low
IA Programme No Low
Internal Audit Report No Low

3
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Data Protection Impact Assessment
March 13th-16th 2023

LAWFUL BASIS FOR DATA RETENTION
Data Category Data Type Purpose Data Function Legal 

obligation to 
hold data

Legal basis for Data 
retention

Consent or 
prevaling 
legislation

ASL employees Employment contracts HR Legislative Yes Contract Yes
Leave/sickness record HR Legislative Yes Employment Law Legislation
Discipline/Grievance record HR Employment records Yes Employment Law Legislation
Next of Kin details HR Employment records No Contract Yes
Accident/Injury record HR Health & Safety Yes H&S Legislation Legislation
Pension details HR Legislative Yes HMRC Legislation
PAYE HR Legislative Yes HMRC Legislation
Contact details HR Employment records No Contract Yes
Bank details HR Employment records No Contract Yes
Job applications HR Employment records No Contract Yes
References HR Employment records No Contract Yes
Staff Appraisals HR Employment records No Employment Law Legislation
Performance Plans HR Employment records No Employment Law Legislation

Third Parties/ Address details Management Business Operations No Contract Not required
Customers Email Addresses Management Business Operations No Contract Not required

Engagement & Quotations Management Business Operations No Contract Not required
Contact Contract of Engagement Management Business Operations No Contract Not required

Complaints Management Business Operations No Contract Not required
Freedom of Information requests Management Business Operations Yes GDPR EU 2016/679 Not required
Subject Access requests Management Business Operations Yes GDPR EU 2016/679 Not required

Third Parties/ Digital or hard copy cashbooks Audit Accounting Records No Contract LAAA 2017, Reg 5
Customers Bank Statements Audit Accounting Records No Contract LAAA 2017, Reg 5
Audit Building Society Statements Audit Accounting Records No Contract LAAA 2017, Reg 5
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Term Deposit statements Audit Accounting Records No Contract LAAA 2017, Reg 5
Cheque Books Audit Accounting Records No Contract LAAA 2017, Reg 5
Electronic Payment records Audit Accounting Records No Contract LAAA 2017, Reg 5
VAT reports Audit Payments Procedures No Contract LAAA 2017, Reg 5
Journal reports Audit Accounting Records No Contract LAAA 2017, Reg 5
Standing Orders Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Financial Regulations Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
External Auditor's Report Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Council & Committee minutes (gen) Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Staffing Committee minutes Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Corporate Governance Questionnaire Audit Corporate Governance Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Purchase Orders Audit Payments Procedures No Contract LAAA 2017, Reg 5
Payment Invoices Audit Payments Procedures No Contract LAAA 2017, Reg 5
Payment & Salary Tester Audit Payments Procedures No Contract LAAA 2017, Reg 5
Grants & Donations Audit Payments Procedures No Contract LAAA 2017, Reg 5
Expense Claim forms Audit Payments Procedures No Contract LAAA 2017, Reg 5
Financial Risk Register Audit Assessment & Management of Risk Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Health & Safety Risk Register Audit Assessment & Management of Risk Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Operations Management Risk Regsiter Audit Assessment & Management of Risk Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Insurance policy/policies Audit Assessment & Management of Risk Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Playground reports - internal Audit Assessment & Management of Risk No Contract LAAA 2017, Reg 5
Playground reports - Independent Audit Assessment & Management of Risk No Contract LAAA 2017, Reg 5
Budget reports Audit Budget setting & Precept determination No Contract LAAA 2017, Reg 5
Precept determination budget Audit Budget setting & Precept determination Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Earmarked Reserve documentation Audit Budget setting & Precept determination Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Reserve Funds reports Audit Budget setting & Precept determination Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Variance reports Audit Budget setting & Precept determination Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Sales Ledger files Audit Income Control No Contract LAAA 2017, Reg 5
Sales Receipts Audit Income Control No Contract LAAA 2017, Reg 5
Paying In Books Audit Income Control No Contract LAAA 2017, Reg 5
Sales Invoices Audit Income Control No Contract LAAA 2017, Reg 5
Burials Register Audit Income Control No Contract LAAA 2017, Reg 5
Memorials Register Audit Income Control No Contract LAAA 2017, Reg 5
Allotments Register Audit Income Control No Contract LAAA 2017, Reg 5
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Lease Agreements Audit Income Control No Contract LAAA 2017, Reg 5
Petty Cash reconciliations Audit Petthy Cash records & Credit/Debit cards No Contract LAAA 2017, Reg 5
Petty Cash Audit Petthy Cash records & Credit/Debit cards No Contract LAAA 2017, Reg 5
Petty Cash receipts Audit Petthy Cash records & Credit/Debit cards No Contract LAAA 2017, Reg 5
Debit/Credit Card statements Audit Petthy Cash records & Credit/Debit cards No Contract LAAA 2017, Reg 5
Staff establishment list Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Staff contracts Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Staff Pay Award details Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Payroll reports Audit Salaries & Wages No Contract LAAA 2017, Reg 5
HMRC RTI reports Audit Salaries & Wages No Contract LAAA 2017, Reg 5
HMRC Tax Code documents Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Staff Pay Slips Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Time Sheets / Overtime Approval Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Pension Reports Audit Salaries & Wages No Contract LAAA 2017, Reg 5
Asset Register Audit Asset Register(s) Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Loans acquired Audit Investments & Loans Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Loans issued Audit Investments & Loans Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Investments Audit Investments & Loans Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Bank reconciliations Audit Bank Reconciliations Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Building Socieity reconciliations Audit Bank Reconciliations Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Investment Fund reconciliations Audit Bank Reconciliations Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Annual Analytical Review Audit Financial Statements Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
S.137 Reports Audit Financial Statements Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Annual Return Data Audit Financial Statements Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
AGAR Audit Financial Statements Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
IA Programme Audit Business Operations Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
Internal Audit Report Audit Financial Statements Yes LAAA 2017, Reg 5 LAAA 2017, Reg 5
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Data Protection Impact Assessment
10th December 2024

Data Category Data Type Third Parties with which data is shared

Staff Employment contracts External Professional Advisers
Leave/sickness record External Professional Advisers, HMRC
Discipline/Grievance record External Professional Advisers
Next of Kin details Not shared
Accident/Injury record External Professional Advisers
Pension details External Professional Advisers, HMRC
PAYE External Professional Advisers, HMRC
Contact details External Professional Advisers HMRC
Bank details Not shared
Job applications Not shared
References Not shared
Staff Appraisals External Professional Advisers in the event of dispute
Performance Plans External Professional Advisers in the event of dispute

Third Parties/ Address details Public domain
Customers Email Addresses Public domain

Engagement & Quotations Public domain
Contact Contract of Engagement Not shared

Complaints External Professional Advisers
Freedom of Information requests External Professional Advisers in the event of dispute
Subject Access requests External Professional Advisers in the event of dispute

Third Parties/ Digital or hard copy cashbooks Not shared

THIRD PARTY DATA ACCESS
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Customers Bank Statements Not shared
Audit Building Society Statements Not shared

Term Deposit statements Not shared
Cheque Books Not shared
Electronic Payment records Not shared
VAT reports Not shared
Journal reports Not shared
Standing Orders Public domain
Financial Regulations Public domain
External Auditor's Report Public domain
Council & Committee minutes (gen) Public domain
Staffing Committee minutes Not shared
Corporate Governance Questionnaire Public domain
Purchase Orders Not shared
Payment Invoices Not shared
Payment & Salary Tester Not shared
Grants & Donations Not shared
Expense Claim forms Not shared
Financial Risk Register Not shared
Health & Safety Risk Register Not shared
Operations Management Risk Regsiter Not shared
Insurance policy/policies Not shared
Playground reports - internal Not shared
Playground reports - Independent Not shared
Budget reports Not shared
Precept determination budget Not shared
Earmarked Reserve documentation Not shared
Reserve Funds reports Not shared
Variance reports Not shared
Sales Ledger files Not shared
Sales Receipts Not shared
Paying In Books Not shared
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Sales Invoices Not shared
Burials Register Not shared
Memorials Register Not shared
Allotments Register Not shared
Lease Agreements Not shared
Petty Cash reconciliations Not shared
Petty Cash Not shared
Petty Cash receipts Not shared
Debit/Credit Card statements Not shared
Staff establishment list Not shared
Staff contracts Not shared
Staff Pay Award details Not shared
Payroll reports Not shared
HMRC RTI reports Not shared
HMRC Tax Code documents Not shared
Staff Pay Slips Not shared
Time Sheets / Overtime Approval Not shared
Pension Reports Not shared
Asset Register Not shared
Loans acquired Not shared
Loans issued Not shared
Investments Not shared
Bank reconciliations Not shared
Building Socieity reconciliations Not shared
Investment Fund reconciliations Not shared
Annual Analytical Review Not shared
S.137 Reports Not shared
Annual Return Data Not shared
AGAR External Auditor appointed to the customer
Internal Audit Report Not shared
Internal Audit Report Public domain
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Data Protection Impact Assessment
10th December 2024

Data Category Data Type Data custodian Data Review cycle Data Retention period Data Location Data Security

Staff Employment contracts Clerk On appointment Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
Leave/sickness record Clerk As required End of Financial year plus one year Server/Secure filing cabinet Password & lock and key
Discipline/Grievance record Clerk As required Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
Next of Kin details Clerk As required Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
Accident/Injury record Clerk As required Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
Pension details Clerk As required Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
PAYE Clerk monthly Duration of Employment plus 6 years Server/Secure filing cabinet Password & lock and key
Contact details Clerk As required Duration of employment Server/Secure filing cabinet Password & lock and key
Bank details Clerk Upon request Duration of employment Server/Secure filing cabinet Password & lock and key
Job applications Clerk On application Until appointment made Server/Secure filing cabinet Password & lock and key
References Clerk On offer Duration of employment Server/Secure filing cabinet Password & lock and key
Staff Appraisals Clerk Annually Duration of employment Server/Secure filing cabinet Password & lock and key
Performance Plans Clerk As required Duration of employment Server/Secure filing cabinet Password & lock and key

Third Parties/ Address details Clerk As required Duration of Contract Server Password 
Customers Email Addresses Clerk As required Duration of Contract Server Password 

Engagement & Quotations Clerk As required Duration of Contract Server Password 
Contact Contract of Engagement Clerk As required Duration of Contract Server/Secure filing cabinet Password & lock and key

Complaints Clerk As required Duration of Contract Server/Secure filing cabinet Password & lock and key
Freedom of Information requests Clerk As required Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Subject Access requests Data Protection Officer As required Document & Data Retention policy Server/Secure filing cabinet Password & lock and key

Third Parties/ Digital or hard copy cashbooks Assigned employee Audit frequency Document & Data Retention policy Server Password
Customers Bank Statements Assigned employee On appointment Document & Data Retention policy Secure filing cabinet Password & lock and key
Audit Building Society Statements Assigned employee On appointment Document & Data Retention policy Secure filing cabinet Password & lock and key

Term Deposit statements Assigned employee Audit frequency Document & Data Retention policy Secure filing cabinet Password & lock and key
Cheque Books Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Electronic Payment records Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
VAT reports Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Journal reports Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Standing Orders Assigned employee Annually Document & Data Retention policy Server Password
Financial Regulations Assigned employee Annually Document & Data Retention policy Server Password
External Auditor's Report Assigned employee Annually Document & Data Retention policy Server/Secure filing cabinet Password & lock and key

LLANTRISANT COMMUNITY COUNCIL DATA MANAGEMENT
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Council & Committee minutes (gen) Assigned employee Audit frequency Document & Data Retention policy Server Password
Staffing Committee minutes Assigned employee Audit frequency Document & Data Retention policy Server Password
Corporate Governance Questionnaire Assigned employee Annually Document & Data Retention policy Server Password
Purchase Orders Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Payment Invoices Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Payment & Salary Tester Assigned employee Audit frequency Document & Data Retention policy Server Password
Grants & Donations Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Expense Claim forms Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Financial Risk Register Assigned employee Annually Document & Data Retention policy Server Password
Health & Safety Risk Register Assigned employee Annually Document & Data Retention policy Server Password
Operations Management Risk Regsiter Assigned employee Annually Document & Data Retention policy Server Password
Insurance policy/policies Assigned employee Annually Document & Data Retention policy Server Password
Playground reports - internal Assigned employee Annually Document & Data Retention policy Not retained N/A
Playground reports - Independent Assigned employee Annually Document & Data Retention policy Not retained N/A
Budget reports Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Precept determination budget Assigned employee Annually Document & Data Retention policy Server Password
Earmarked Reserve documentation Assigned employee Annually Document & Data Retention policy Server Password
Reserve Funds reports Assigned employee Annually Document & Data Retention policy Server Password
Variance reports Assigned employee Annually Document & Data Retention policy Server password
Sales Ledger files Assigned employee Annually Document & Data Retention policy Not retained N/A
Sales Receipts Assigned employee Annually Document & Data Retention policy Not retained N/A
Paying In Books Assigned employee Annually Document & Data Retention policy Not retained N/A
Sales Invoices Assigned employee Annually Document & Data Retention policy Not retained N/A
Burials Register Assigned employee Annually Document & Data Retention policy Not retained N/A
Memorials Register Assigned employee Annually Document & Data Retention policy Not retained N/A
Allotments Register Assigned employee Annually Document & Data Retention policy Not retained N/A
Lease Agreements Assigned employee Annually Document & Data Retention policy Not retained N/A
Petty Cash reconciliations Assigned employee Annually Document & Data Retention policy Server Password
Petty Cash Assigned employee Annually Document & Data Retention policy Not retained N/A
Petty Cash receipts Assigned employee Annually Document & Data Retention policy Not retained N/A
Debit/Credit Card statements Assigned employee Audit frequency Document & Data Retention policy Not retained N/A
Staff establishment list Assigned employee Annually Document & Data Retention policy Not retained N/A
Staff contracts Assigned employee Annually Document & Data Retention policy Not retained N/A
Staff Pay Award details Assigned employee Annually Document & Data Retention policy Not retained N/A
Payroll reports Assigned employee Annually Document & Data Retention policy Not retained N/A
HMRC RTI reports Assigned employee Annually Document & Data Retention policy Not retained N/A
HMRC Tax Code documents Assigned employee Annually Document & Data Retention policy Not retained N/A
Staff Pay Slips Assigned employee Annually Document & Data Retention policy Not retained N/A
Time Sheets / Overtime Approval Assigned employee Annually Document & Data Retention policy Not retained N/A
Pension Reports Assigned employee Annually Document & Data Retention policy Not retained N/A
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Asset Register Assigned employee Annually Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Loans acquired Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Loans issued Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Investments Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Bank reconciliations Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Building Socieity reconciliations Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Investment Fund reconciliations Assigned employee Audit frequency Document & Data Retention policy Server/Secure filing cabinet Password & lock and key
Annual Analytical Review Clerk Annually Document & Data Retention policy Server Password
S.137 Reports Clerk Annually Document & Data Retention policy Server Password
Annual Return Data Clerk Annually Document & Data Retention policy Server Password
AGAR Clerk Annually Document & Data Retention policy Server Password
Internal Audit Report Clerk Annually Document & Data Retention policy Server Password
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Data Protection Impact Assessment
10-Dec-24

Subject Risk Identified High / Medium / Low Risk Management Control of Risks Review / Assess / Revise Next Review 
date

GDPR Non compliance with GDPR / Damage to 
business reputation / business interruption / 
fine

L
Council has undertaken a full data impact assessment and developed 
policies, procedures and employee training to ensure compliance with 
GDPR

Existing procedures adequate

Data Protection Non compliance with GDPR
L

Council is registered with the ICO and acts on all guidance published as 
soon as it is practicably possible to do so.

Existing procedures adequate

Freedom of Information Non compliance with GDPR / Damage to 
business reputation / business interruption / 
fine

L
Council has a model publication scheme in place.  FoI requests are 
managed by the Data Protection Officer and is aware that such requests 
may require additional time and resources.

Existing procedures adequate

Data Breach Non compliance with GDPR / Damage to 
business reputation / business interruption / 
fine

M

Council is in the process of implementing a server based IS Solution 
using Microsoft Office 365 which will allow Employees to work against 
the files on the Corporate server rather than download them to 
encrypted drives or memory sticks

IS implementation to be completed by 
July 2018.

Data Loss (Electronic) Non compliance with GDPR / Damage to 
business reputation / business interruption / 
fine

L

Council provides all employess with encrypted memory sticks for 
remote working at Client sites and from home offices.  Formal Remote 
Working Policy in place which requires the immediate reporting of any 
Loss of Data

Existing procedures adequate

Data Loss (Paper) Non compliance with GDPR / Damage to 
business reputation / business interruption / 
fine

L

Council has a robust Remote Working Policy in place.  All employees 
receive training about data security and remote working practices and 
are contractually obliged to abide by the Remote Working Policy.

Existing procedures adequate

Data Loss (systems 
failure)

Non compliance with GDPR / Damage to 
business reputation / business interruption

M

Current systems are reliant on individuals to take responsibility for Data 
Security and Back up.  However, Council is in the process of 
implementing a new server based cloud system using Microsoft 365 
where all files will be automatically backed up on to a corporate data 
cloud using Office 365.  The data farm is located in the Republic of 
Ireland and within the EU's list of approved countries.

New procedures and systems in the 
process of implementation.

Data Loss (virus / 
malware attack)

Non compliance with GDPR / Damage to 
business reputation / business interruption

M

Current systems are reliant on individuals to take responsibility for 
Antivirus and Malware software.  However, Council is in the process of 
implementing a new server based cloud system using Microsoft 365 
where all files will be automatically backed up on to a corporate data 
cloud using Office 365.  The data farm is located in the Republic of 
Ireland and within the EU's list of approved countries.

New procedures and systems in the 
process of implementation.

Unauthorised Access 
internal

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

All employees have access ONLY to data pertaining to the Clients that 
have been assigned to them for the purposes of Internal Audit.  The 
Source data is maintained and managed on the Corporate Server which 
is password protected with the company's directors having 
administration rights.  All employee accounts are password protected 
and can be remotely locked if any suspicious activity is detected.

Existing procedures adequate

Unauthorised Access 
external

Non compliance with GDPR / Damage to 
business reputation / business interruption L

Clerk does not public IT interfaces with its servers.  Additionally, it is a 
SME providing a niche service to a limited market, so unlikely to attract 
the attentions of hackers or spamers.

Existing procedures adequate

LLANTRISANT COMMUNITY COUNCIL RISK ANALYSIS
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Inappropriate handling of 
client data

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Clerk provides detailed training to its employees and requires that 
standardised Audit Programmes and data collection tools are used 
during the audit process.  The programmes and supporting files are 
subject to annual review by the management team to ensure 
compliance with all relevant legislation.

Existing procedures adequate. 

Destruction of Council 
employee data

Non compliance with GDPR / Non Compliance 
with employment law / business interruption / 
fine

L

Employee data and documents are retained at Council's Head Office on 
a secure server and in a locked filing cabinet.  The Server is backed up 
on a daily basis.  Upon implementation of the new Council corporate IS 
platform all data will be immediately saved to the secure corporate 
cloud which has several mirrored backups and will be subject to a 
higher level of security.

Existing procedures adequate. 

Freedom of Information 
request handling

Non compliance with the FoI act, GDPR and 
damage to business retputation L

FoI requests are handled by the <<CLERK>> and the Data Protection 
Officer who are both aware of the requirements of FoI requests and the 
time required to properly respond to any such request.

Existing procedures adequate. 

Subject Access request 
handling

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Subject Access requests are handled by the Data Protection Officer with 
oversite of the <<CLERK>>.  Both aware of the requirements of Subject 
Access requests under GDPR and the time required to properly respond 
to any such request.

Existing procedures adequate. 

Complaints handling Potential non compliance with GDPR / Damage 
to business reputation L

Complaints are handled by the <<CLERK>> (Data Protection Officer if 
required).  Both are aware of the time required to properly respond to 
any such request.

Existing procedures adequate. 

Client's Accounts Systems 
Backup

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Client's Accounts systems backups and spreadsheet cashbooks both 
contain details of salary payments which are considered sensitive data.  
Accounts Systems backups and cashbooks are i) only shared with the 
employee responsible for the Client Audit; and, 2) are maintained in a 
password protected format; and 3) only retained until the external 
auditors' reports for the corresponding financial year have been issued 
at which time they are securely deleted.  Policies and procedures are in 
place governing the management of Client data and employees receive 
induction and annual update training.

Existing procedures adequate

Client's Bank/Building 
Society/Funds statements

Potential non compliance with GDPR / Damage 
to business reputation 

L

Bank statements and corresponding documents from similar 
instituations contain details of account numbers, sort codes and IBAN 
numbers which may be used to access the Client's funds contained 
therein.  Copies of the original statements are NOT retained.  
Information concerning opening and closing balances are recrorded in 
the internal Council IA Programme.

Existing procedures adequate. 

Staffing Committee 
meeting minutes

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Staffing Committee meeting minutes may contain details of confidential 
matters such as recruitment, pay awards, grievances and appraisals 
etc., Such data is highly sensitive.  Council auditors are required as a 
function of the Internal Audit process to review such minutes.  Copies 
of confidential minutes are NOT retained. The review of minutes 
recorded on internal form Council 2.2 and the IA programe where all 
confidential matters are anonymised.

Existing procedures adequate. 
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Payroll, PAYE and Pension 
data

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

All payroll related information is highly sensitive.  Council auditors are 
required as a function of the Internal Audit process to review data 
relation to identification of the correct rate of pay, including variable 
hours and PAYE/NIC/Pension and other statutory deductions made by 
the Client.  No original documents are retained by Council and 
anonymised data only collected in internal Form Council 8.2.  Any 
findings are recorded on the Council IA programme and are again 
anonymised.  All Council employees receive induction and update 
training concerning the collection and analysis of this data.

Existing procedures adequate. 

Loans issued Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Loans issued by Clients are often, but not always, issued to members of 
staff.  In such cases, the information is treated as highly sensitive.  
Council auditors are required as a function of the Internal Audit process 
to review data relation to loans issued.  Findings are recorded in 
anonymised format on the Council IA Programme. All Council 
employees receive induction and update training concerning the 
collection and analysis of this data.

Existing procedures adequate. 

Inappropriate/ irrelevant 
Client data retained and 
collected

Potential non compliance with GDPR / Damage 
to business reputation / fine

Council does not maintain original client data for and on behalf of its 
clients.  It only holds the data that has been necessary to collect for the 
purposes of conducting a proper Internal Audit and to allow the 
Internal Audit Report in Annual Governance and Accountability Returns 
for Council's to be completed.  All Audits are conducted using the 
approved Council IA programme for the corresponding financial year.  
The Council IA Programme is reviewed and revised on an annual basis 
and reissued to employees by the managment team prior to audits in 
the corresponding financial year being undertaken.

Existing procedures adequate. 

Client data retained for 
longer than required

Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Council has an approved Document and data retention policy that 
specifies the length of time which all documents and data are retained 
for prior to secure destruction.  An annual audit is conducted in March 
to ensure that this policy is strictly adhered to.

Existing procedures adequate. 

Client data destroyed Potential non compliance with GDPR / Damage 
to business reputation 

L

Council does not maintain original client data for and on behalf of its 
clients.  It only holds the data that has been necessary to collect for the 
purposes of conducting a proper Internal Audit and to allow the 
Internal Audit Report in Annual Governance and Accountability Returns 
for Council's to be completed.  All Audits are conducted using the 
approved Council IA programme for the corresponding financial year.  
The Council IA Programme is reviewed and revised on an annual basis 
and reissued to employees by the managment team prior to audits in 
the corresponding financial year being undertaken.

Existing procedures adequate. 

Data subject consent Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Council is committed to seeking Data Subject Consent to Process all 
data where it is required to do so.  However, Council and its employees, 
acting in the capacity of Internal Auditors to Council's is provided  by 
the Local Audit and Accountability Act 2017, Regulation 5 with a "right 
of access to all documents and files relating to a Council Audit that are 
considered necessary by those conducting the Audit".  As such it does 
not need to seek consent to access or review personal data required by 
the audit process and which is prescribed in the Council IA programme.

Existing procedures adequate. 

Purpose Liitation Potential non compliance with GDPR / Damage 
to business reputation / fine

L
Personal data is only collected for specified, explicit and legitimate 
purposes of Internal Audit as detailed in the Council IA Programme.

Existing procedures adequate. 
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Data Minimisation Potential non compliance with GDPR / Damage 
to business reputation / fine L

Personal data is adequate, relevant and limited only to what is 
necessary in relation to the legitimate purposes of Internal Audit as 
detailed in the Council IA Programme.

Existing procedures adequate. 

Accuracy Potential non compliance with GDPR / Damage 
to business reputation / fine L

Personal data reviewed is current to the financial year of the 
corresponding audit and only utilised for the legitimate purposes of 
Internal Audit as detailed in the Council IA Programme.

Existing procedures adequate. 

Storage Limitation Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Personal data is anonymised and stored in the Council IA Programme 
and supporting files is stored only for the period prescribed in the 
Council Document and Data Retention Policy.  Upon reaching the 
retention limit such data is securely deleted/destroyed.

Existing procedures adequate. 

Integrity & Confidentiality Potential non compliance with GDPR / Damage 
to business reputation / fine L

Personal data is processed only in a manner that ensures appropriate 
security of the Personal Data as prescribed in the Council IA 
Programme.

Existing procedures adequate. 

Accountability Potential non compliance with GDPR / Damage 
to business reputation / fine

L

Council has taken all reasonble steps to comply with the General Data 
Protection Regulation and can demonstrate that it meets the 
requirements of the six Data Protection Principles.  Council has 
appointed a Data Protection Officer to oversee the company's continue 
compliance with GDPR.

Existing procedures adequate. 

Employee responsibilities Potential non compliance with GDPR / Damage 
to business reputation / fine

L

It is a condition of employment in the case of all employees that they 
will abide by the policies and rules of Clerk.  Any breach of this policy 
will be considered a disciplinary offience, and / or the individual being 
held liable in law.

Existing procedures adequate. 
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LLANTRISANT COMMUNITY COUNCIL 7 
V1.0 DECEMBER 2024 

Data Retention Schedule – Client Audit 

Ref No. Function Description Examples of Records Retention Action Notes 
INTERNAL AUDIT 
IA1 Cashbook Review  Retain 

The process of making substantiated 
and structured observations in each 
area of the annual Internal Audit 
process 

PERMANENT 
• Findings of audit testing in each area

of Internal Audit Review are recorded 
in Internal form the Council IA
Programme for the corresponding
financial year

• Auditors observations
substantiated by information
contained within the council’s
accounts system and
supporting documentation

Common practice 

ACCOUNTING RECORDS 
AR1 Cashbook Review  Retain 

The process of examining the method 
by which councils maintain their 
accounting records. 

• Cashbook records for the audit
period.

• Cost Centre and Coding schedule.
• Copy of current Year opening Trial

Balance.
• Copy of Prior Year external audit

report

NB: copies of intermediary Trial Balances, 
journals, etc., shall not be retained unless any 
significant reportable issues are identified 

• Copy of Cashbook(s)
• Copy of external audit

certificate and report

Destroy after 10 
years 

GOVERNANCE & ACCOUNTABILITY 
GA1 The process of examining the conduct 

and operation of councils in relation to 
the proper uses of statutory powers
and delegated authorities. 

• Review of minutes to be completed
using Internal form the Council
Review of Minutes

• Current Standing Orders and
Financial regulations

• Anonymised extracts from
Council minutes in the Annual
Minute Review recorded in
the Council Review of
Minutes.

Destroy after 24 
months 
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• Financial procedures obtained in
electronic format

• the Council Internal form

• the Council

Payments and VAT 
PV1 Payments testing Review  Retain 

The process of examining the 
authenticity and accuracy of payments 
made by the council. 

• Payment testing schedule (electronic
format only): Internal form the
Council

• Tender registration number
on contractsfinder.gov.uk

• the Council

Destroy after 10 
years 

Risk Assessments & Insurance Schedules 
RAI1 Risk Assessments Review  Retain 

The process of examining councils’ 
Financial and Health & Safety Risk 
Management procedures. 

• Financial and Health & Safety Risk
Assessments

• LCRS or other Risk
Register

• Health & Safety Risk
Register

• Playground Risk
Management Policy

Destroy after 10 
years 

RAI2 The process of examining council’s 
Insurance policies and schedules. 

• Insurance schedule for the Financial
Year being audited

• Insurance policy/policies
• Insurance schedule(s)

Destroy after 10 
years 

Budgetary Control & Reserves 

BCR1 Budget setting and analysis of 
reserves  

Review  Retain 

The process of examining the Budget 
setting process and the testing of 
councils’ reserve funds. 

• Year-end budget outturn report
• Annual fund reserve analysis including

movement testing

• Outturn report with headline
data and comment

• Schedule of Reserves
detailing year on year
movement

Common 
Practice 

Review of Sources of Income 

RI1 Income testing Review  Retain 
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LLANTRISANT COMMUNITY COUNCIL 9 
V1.0 DECEMBER 2024 

The process of examining councils’ 
sources of income, ensuring that said 
income is collected and recorded 
appropriately and that fees and charges 
are being correctly reviewed, set and 
billed. 

• Current years fees
• Procedural notes on income

stream(s)
• Outstanding debt
• Nominal ledger balances

• Published fees
• Nominal ledger income

reports
• Schedule of outstanding debts 

Destroy after 24 
months 

RI2 Income Analysis Permanent 
• Copies of anonymised income

streams with all personal details
redacted: Internal Form the Council

• Internal Form the Council

• the Council Internal forms Common practice 

Petty Cash & Bank Cards 
PCB1 Ad hoc expenditure Review  Retain 

The process of examining the 
authenticity and accuracy of councils’ 
cash and credit / debit card payments. 

• Copy of sample petty cash reclaim
indicating balance at time of visit to
be agreed to the physical cash
holding.

• Detail of petty cash holding
• Detail of cash floats (bars, tills etc)
• Detail of procedural documents for

use and settlement of credit / debit
cards.

• Petty Cash statement
• Cash float statement

Destroy after 10 
years 

Staff Salaries and Wages 
SSW1 Payroll analysis Review  Retain 

The process of examining the 
authenticity and accuracy of Salary, 
Wage and Agency payments made by 
or for and on behalf of the council. 

• Schedule identifying staff name, post
held, SCP scale point or approved
annual salary and basic weekly hours

• Variable pay documents
• Salary payment summary for month

examined
• HMRC and Pensions submission for

month examined

• Internal form the Council Destroy after 24 
months 
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Asset Registers 
AR1 Asset Register(s) Review  Retain 

The process of examining the 
authenticity and accuracy of Council’s 
Asset Register(s) 

PERMANENT 
• Asset Register containing headline

detail of acquisitions and disposals to
be reconciled to the previous year’s
Asset register.

• Asset Register Destroy after 24 
months 

Investments and Loans 

IL1 Investments 

The process of examining the 
authenticity and accuracy of Councils’ 
investments, ensuring that the returns 
are being received and accurately 
recorded. 

PERMANENT 
• Schedule of investments held at the

Financial Year-End
• Investment strategy

• Investment statements
confirming YE position only

• Investment strategy/policy

Common 
practice 

IL2 The process of examining the status of 
Loans obtained or let by Council’s. 

PERMANENT 
• Examination of Loans approved or

acquired in the Financial Year under
examination.

• Examination of year-end
liability/exposure

• Signed loan agreements where the
council has issued a loan

• Loan Application &
confirmation of draw down

• Year End balance statements
(Loans acquired / issued)

Common 
Practice 

Bank Reconciliations 

BR1 Bank Reconciliations 

The process of examining and verifying 
the accuracy of the accounting records 
held by Council’s and the agreement of 
Opening and Year End balances. 

• Reconciliations, by account, for each
bank / building society held

• Associated finance organisation
statements for Year End date

• Bank Statement for each Bank
Account as at the 31st March in the
year being audited

• Internal Form the Council
11.2 Bank Reconciliations.

Destroy after 24 
months 
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LLANTRISANT COMMUNITY COUNCIL       11                                     
V1.0 DECEMBER 2024 

  

Statement of Accounts / Annual Return 

SAAR1 Year End statutory information      

  The process of examining the 
authenticity and accuracy of Councils’ 
Annual Accounts ensuring that the 
publish accounts are accurate to the 
fullest extent possible.  

PERMANENT 
• AR Statement of Accounts for year 

being audited 
• Detailed Accounting statements 
• Year End Accruals 
• Stock Check reports 
• Year End Trial Balance 
• Headline finance information in 

Internal form the Council  
• Internal Form the Council Annual 

Return Data 

• Formal Statement of 
Accounts (where prepared) 

• Balance Sheet: I&E or R&P 
accounts 

• Debtors & Creditors YE 
reports 

• Stock Check reports 
• Year End Trial Balance  

 

Common 
practice 
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LLANTRISANT COMMUNITY COUNCIL 12 
V1.0 DECEMBER 2024 

Appendix 3 
E-mail Retention Guidance

1. Introduction
To ensure fair Processing, E-mails will not be retained by the Council for longer than necessary in relation to the purposes for which it was originally retained. 

The length of time for which the Council is required to retain E-mails is set out in the ‘Data Retention Schedule – Client Audit’ above. This takes into account 
the legal and contractual requirements, both minimum and maximum, that influence the retention periods set forth in the schedule.  All E-mails shall be 
deleted or destroyed as soon as possible where it has been confirmed that there is no longer a need to retain them. 

Document Control Information 
Owner LLANTRISANT COMMUNITY COUNCIL 

Version number V1.0 

Original approval date 10TH DECEMBER 2024 

Approved By LLANTRISANT COMMUNITY COUNCIL 

Date of last review 10TH DECEMBER 2024 

Date of next review 2028 
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Llantrisant Community Council 1 V1.0 DEC 2024 

Information Handling protocol 
Llantrisant Community Council’s protocol for the safe and secure handling of information in paper or electronic 
format.

Introduction 
As responsible Data Controllers we must demonstrate that we properly control and restrict access to data to the people who have the correct 
authority to allow them to use it. 

Location/format 
of information  

Highly restricted Restricted Internal use 

Shared file storage 
areas on  
The Council’s data 
storage facility  

Strictly restricted access on a need to
know basis.

Limit number of, and identify, individuals
who have access to folders.

No internal restrictions

Sending email from 
The Council hosted 
account to an 
external account  

Double check recipient(s) are correct.
Auto-forwarding to external account
should be avoided.
Consider secure alternatives to using email
Consider password encryption of file with
strong password: At lease eight alpha
numeric characters including capital
letter(s)

Check recipient(s) are correct.
Auto-forwarding to external account should
be avoided

Check recipient(s) are correct.

P
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Sending email from 
externally provided 
personal account: 
e.g. yahoo.

Avoid: Please be aware that any data in sent
items or your inbox will be stored outside
of The Council secure systems.

Avoid: Please be aware that any data in sent
items or your inbox will be stored outside
of The Council secure systems.

Use organisational email accounts
wherever possible

Paper copies Must be stored in secure environment
e.g. locked cabinet/drawer. Must not be left
unattended in an insecure environment.
Must be disposed of securely (e.g.
confidential shredder).

Should be stored in secure environment e.g.
locked cabinet/drawer.
Should not be left unattended in an insecure
environment.
Should be disposed of securely (e.g.
confidential shredder).

No restrictions

Postal service All information must be sent in a sealed and
taped envelope and marked ‘highly
restricted’ clearly addressed and containing
the sender’s details.
Must be sent via tracked and signed for
mail.

Sealed envelope marked ‘restricted’ with
sender details.
Must be sent via tracked mail.

No restrictions

Fax machine  Only use if recipient has verified security of
receiving machine and is at machine
awaiting receipt.
Double check number.
Use cover sheet.

Only use if recipient has verified security of
receiving machine.

No restrictions

1) Where it is not possible to implement the above protocols, consider whether the restricted information can be redacted or anonymised. If this is not possible,
appropriate security measures should be implemented (for example agents on mobile devices containing personal data and appropriate physical security measures for
paper records).

2) Any potential loss or unauthorised disclosure of personal data and or sensitive personal data must be reported The Council’s Data Protection Officer
clerk@llantrisant-cc.gov.wales  as soon as practicably possible.
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CYNGOR CYMUNED LLANTRISANT 

LLANTRISANT COMMUNITY COUNCIL 

MINUTES OF THE VIRTUAL MEETING OF THE 

EVENTS AND PUBLIC  

ENGAGEMENT COMMITTEE 
HELD ONLINE ON THURSDAY 28TH NOVEMBER 2024 AT 6.30PM 

Present 
Cllr Ellie Townsend Jones (Chair) Cllr Adam Robinson 
Cllr Julie Barton Cllr Dr Catherine Preston 
Cllr David Brown 

In Attendance 
The Clerk to the Council (Mr Geraint Hopkins JP) 
The Deputy Clerk and Responsible Financial Officer (Mrs Alison Jenkins) 

EC/24-25/28 Apologies for absence 

There were apologies for absence from Cllrs David Myles and Carys Romney. 

EC/24-25/29 Declarations of Interest 

Cllrs Julie Barton and Carys Romney declared that they were volunteers with Litter Free 
Beddau and Tynant. 

Cllr Dr Preston declared that she was a volunteer with Beddau and Tynant Community 
Library. 

Cllr Adam Robinson declared that he was a volunteer with Llantrisant and Talbot Green 
Together. 

EC/24-25/30 Minutes of the Previous Meeting 

The Minutes of the meeting of the Events and Public Engagement Committee held on 12th 
September 2024, which had been received by full Council on 8th Ocotber 2024, were 
approved as a true record. 
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EC/24-25/31 Christmas 2024 

The Report of the Clerk detailing the preparations for Christmas events and public activities 
in 2024 was received and noted. 

Members agreed to reflect on the events and public activities in the new year in order to 
inform planning for the following year. 

EC/24-25/32 Date of Next Meeting 

The Committee would next meet in the new year on a date to be determined by the Chair 
in consultation with the Clerk. 

There being no further business the meeting was ended at 7.15pm 

CLLR ELLIE TOWNSEND JONES 
COMMITTEE CHAIR 

Page 69 of 72

Page 69 of 72



LLANTRISANT COMMUNITY COUNCIL 

TUESDAY 10TH DECEMBER 2024 

 

TALBOT GREEN YOUTH SHELTER REPLACEMENT  
 

1. On 12th November 2024 (Minute FC/24-25/87) the Council agreed in principle that 
the area which had formally been the site of the Talbot Green Youth Shelter be 
redeveloped as a sitting area with four benches, floral displays and an interpretation 
board about the history of Talbot Green, and agreed that the Clerk bring back 
costings for such a proposal. 
 

2. Costings have now been sought and the Council are advised of the following costs 
associated with the proposal:- 
 
Four benches at £390 each: £1,560 
Two dual-purpose waste and recycling bins: £938 
Compost to fill planter: £50 
Shade-loving planting scheme: £100 
Green Barnes Interpretation Panel and holder £1,199.62 
Anti-graffiti lamination £75.56 
Delivery: 
 

£103.45 

Estimated total: £3936.63 
 
      

3. The proposal before Council is to authorise the Clerk to spend up to £5,000 on this 
project with 50% of the cost coming from the Talbot Green Project fund, and 50% 
from the Street Furniture fund. 

 
 
 
 
MR. G. E. HOPKINS J.P. 
CLERK TO THE COUNCIL 
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From: Beddau & Tynant Community Library
To: clerk@llantrisant-cc.gov.wales; admin@llantrisant-cc.gov.wales; Jason Akers
Cc: Julie Barton; Catherine Preston
Subject: Christmas Switch On
Date: 02 December 2024 08:24:43

Hi all,
I just wanted to say thank you for all your hard work putting on another wonderful
Christmas light switch on at the library last Friday.  I can't believe that this was the 9th
year that we've done it.
The library wouldn't be what it is today without the support of the Community Council and
believing in us all those years ago. 
Many thanks,
Helen 
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