
 

 
 

 

 

 

NEINOT 

 

 

Via email  

 

Our ref: SDNP/21/00247/COU 

Direct Line: 01243 534734 

Please ask for: Michael Coates-Evans 

Date: 25th July 2024 

 

Dear Sir/Madam, 

 

TOWN AND COUNTRY PLANNING ACT 1990   
APPEAL UNDER S174 

 

 

Planning Inspectorate Reference: APP/L3815/C/23/33289 

 

SDNPA Reference:  SDNP/21/00247/COU 

 

Name of Appellant(s): Adrian C M Burrows 

 

Subject of Appeal:  Appeal against SE/4 

 

Appeal Start date:   25th July 2024 

 

 

Site at: The Rubbing House, Town Lane, Singleton, Chichester, West Sussex, PO18 0SP   

 

 

An appeal has been lodged against the Enforcement Notice served, details shown above. 

 

The enforcement notice that is the subject of appeal was issued on 26th July 2023 for the following 

reasons:  

 

It appears to the Council that the above breach of planning control has occurred within the last ten 

years.  

 

The Land is situated in the South Downs National Park. The SDNPA has the following statutory purposes 

and socio-economic responsibilities, as specified in the Environment Act 1995. 

1. To conserve and enhance the natural beauty, wildlife, and cultural heritage of the area. 

2. To promote opportunities for the understanding and enjoyment of the special qualities 

of the Park by the public. 

  

Working in partnership with other Local Authorities and other organisations, it is also the duty of the 

SDNPA to seek to foster the economic and social well-being of the local communities within the National 

Park. 

 

The material change of use of the Land from forestry to a recreational use, including the stationing of 

container buildings, a water bowser, motor vehicles, horse trailer, barrels, storage tanks, garden furniture, 

fire pit, mobile toilets and  coffee van  has resulted in an adverse material impact upon the tranquillity of 

the area, the intrinsic quality of the Dark Night Skies and fails to contribute to the restoration and 

enhancement of existing habitats. In addition, the use taking place is far more assertive in the landscape, 

and so does not conserve and enhance the amenity value and tranquillity of views from the surrounding 

area including important public rights of way. 



 

 

 

The development conflicts with South Downs Local Plan 2014-2033 policies SD1, SD2, SD4, SD6, SD7, 

SD8, SD9, SD10 and SD20, the National Planning Policy Framework and the first purpose for the 

designation of the South Downs National Park.   

 

The Council does not consider that planning permission should be granted, because planning conditions 

could not overcome these objections to the development. 

 

The enforcement notice requires the following steps to be taken: 

 

i) Cease the recreational amenity and storage use of the Land; 

 

ii) Remove the timber clad water bowser, the timber clad container buildings, the coffee van, motor 

vehicles, garden furniture, barrels, fire pit, party tent shelter, mobile toilet unit and horse trailer from 

the Land; 

 

iii) Breakup the areas of hardstanding in the approximate location shown on the Plan and remove the 

resulting debris from the Land;  

 

iv) Dismantle the brick gate pillars in the approximate location shown on the Plan and remove the resulting 

debris from the Land; 

 

v)  Remove the field gate in the approximate location shown on the Plan from the Land; 

 

vi) On completion of (iv) and (v) above, close off the two access points by planting a line native hedgerow 

plants: and 

 

vii) Using the materials formed into a bund in the approximate location shown on the Plan, recontour the 

Land to match the existing contours of the adjoining land and reseed the area affected with grass. 

 

 

 

The appellant has appealed against the notice on the following grounds: 

 

Ground (a) – that planning permission should be granted for what is alleged in the notice. 

Ground (f) – the steps required to comply with the requirements of the notice are excessive and lesser 

steps would overcome the objections. 

 

 It has been agreed by the Department of Levelling Up, Housing and Communities Planning Inspectorate 

that the appeal will be dealt with by way of a hearing.  I will confirm the hearing date in due course. 

This may be subject to review at a later date. 

 

The hearing procedure is designed to allow for discussions of the essential elements of an appeal in a 

less formal and more relaxed atmosphere than at a public inquiry.  To this end the venue for the hearing 

will be informal and the Inspector and the parties will if possible, sit round the same table.  

 

The procedure to be followed is set out in the Town and Country Planning (Enforcement) (Hearings 

Procedure) (England) Rules 2002. 

 

Your representations to the National Park at the time the breach was being investigated have been 

copied to the Department of Levelling Up, Housing and Communites Planning Inspectorate.  If you wish 

to elaborate, or modify/withdraw your previous comments, you can do so on the Inspectorate Website 

at https://acp.planninginspectorate.gov.uk/ 

 

The Planning Inspectorate is trialling a new appeals service to improve the digital services they offer. If 

you are looking for an appeal submitted after 7th August 2019, please use the beta service option.   The 

unique seven-digit reference number will begin with ‘4’ if it is on this service. For all other case types 

https://acp.planninginspectorate.gov.uk/


 

 

please use the current service. 

 

If you do not have access to the internet, you can send your comments to the Planning Inspectorate at 

the address overleaf.  

 

All representations must be received by 5th September 2024. Any representations submitted 

after the deadline will not usually be considered and will be returned.  The Planning Inspectorate does 

not acknowledge representations. All representations must quote the appeal reference. 

 

Please note that any representations you submit to the Planning Inspectorate will be copied to the 

appellant and this local planning authority and will be considered by the Inspector when determining the 

appeal.  If you submit comments and then subsequently wish to withdraw them, you should make this 

request to the Planning Inspectorate by the date above.   

Please also note that the Planning Inspectorate will not acknowledge receipt of your representations. 

 

The appeal documents are available for inspection at Chichester District Council, East Pallant House,  

East Pallant, Chichester, West Sussex, PO19 1TY   

Tel: 01243 785166      Email: dcplanning@chichester.gov.uk. The National Park's statement should also 

be available but please check before coming to the office if you particularly wish to see any appeal 

documentation.  Please do not delay sending your own representations if the statement is not available.  

A copy of the appellant's grounds of appeal is available during normal office hours or through the 

National Park’s website.  

 

You can get a copy of one of the Planning Inspectorate’s “Guide to taking part in enforcement appeals” 

booklets free of charge at: https://www.gov.uk/appeal-enforcement-notice.  

 

 

When made, the decision will be published on the web site. If you wish to be advised of the outcome of 

the decision, you must write to the Planning Inspectorate and request that they notify you of the 

decision. 

 

Yours faithfully 

 

Planning Support Team 

Chichester District Council  

For and on behalf of South Downs National Park Authority 

 

 

 

 

https://www.gov.uk/appeal-enforcement-notice


 

 

COMMUNICATING WITH THE INSPECTORATE 

 

 

Your representations should be sent to: The Planning Inspectorate 

FAO - Rebecca Gray 

3C Hawk Temple Quay House 2 The Square Bristol 

 BS1 6PN 

 

 

Or by email to: Teame5@PlanningInspectorate.gov.uk 

 

 

To be received not later than:      5th September 2024  

 

 

 

  
  

 

 

 



WEST DEAN PARISH COUNCIL 
 

WEST DEAN BURIAL GROUND (NEW CEMETERY) 
 

FEES AND REGULATIONS 
 

A. West Dean Parish Residents 
The fees set out below in column “A” apply :- 
(i) where the person to be interred or the person to whom right of burial is granted, is or was, 

within a period of five years, immediately before his/her death, an inhabitant or 
parishioner of the Parish of West Dean.   

(ii) In the case of a still-born child, where one of the parents is or was, within the period of five 
years before the time of interment, such an inhabitant or parishioner.     

(iii) In the case where the interment of the body or cremated remains of a person whose 
husband or wife has already been interred in the burial ground was at the time of 
interment such an inhabitant or parishioner.   

 
B. Non residents 

In all other cases the fees set out below in column “B” will be incurred  
 

Interments 
(for any interment of the body of) 

A B 

A still born child, or for the body of a child whose 
age at death did not exceed 16 years 

Free Free 

A person whose age at death exceeded 16 years £200.00 £400.00 

For any interment of an urn containing cremated 
remains 

£200.00 £400.00 

 

Exclusive Rights of Burial in Earthen Graves A B 

For the exclusive right of burial for the period of 
75 years from the date of purchase in an earthen 
grave (9ft x 3ft) 

£400.00 £800.00 

For the exclusive right of burial of cremated 
remains in an earthen grave (2ft x 2ft) 

£200.00 £400.00 

 

Monuments, Gravestones and Inscriptions A B 

For the right to erect or place on a grave in 
respect of which the exclusive right of burial has 
been granted (to include two inscriptions) 

£200.00 £200.00 

For the right to erect or place on a grave in 
respect of which NO exclusive right of burial has 
been granted an additional fee will be charged to 
give exclusive right of burial (to include two 
inscriptions) 

£200.00 £200.00 

A vase not exceeding 15 inch (60cms) in height 
(not fee where a vase is part of the headstone) 

£80.00 £80.00 

 
 
Please note fees quoted do not include digging costs and removal of spoil.  Digging must be arranged via a 
funeral director employing an insured grave digger.  80% of the spoil must be removed from site by the 
grave digger and disposed of appropriately.   

 
 



 

WEST DEAN PARISH COUNCIL 
 

CEMETERY RULES AND REGULATIONS 
 
 
1. No funerals may be performed on Sundays, Christmas Day or Good Friday. 
 
2. No jars or bottles shall be placed upon the graves. 

 
3. No inscription of any kind can be placed in the Cemetery without the approval of West Dean 

Parish Council. 
 

4. Kerbs or headstones removed from the grave in which an additional member of the family is to 
be buried, must be replaced as soon as possible. 

 
5. All gravestones, monuments, headstones and kerbs, once erected, shall be kept in good repair 

to comply with current Heath and Safety legislation, at the expense of the next of kin*.  
 

*Please ensure that up-to-date contact details are lodged with the Clerk. The Parish Council 
reserves the right to take emergency measures to comply with Health and Safety legislation. 

 
6. Dogs must be kept on leads at all times in the Cemetery. 

 
7. Scattering of ashes is permitted in any part of the Cemetery. 

 
 
  

BY ORDER OF THE PARISH COUNCIL 
 
 
 
 
 
 

Clerk to West Dean Parish Council 

Address: C/o West Dean College, West Dean, Chichester, PO18 0QZ 

Email: westdeanpc@yahoo.com 

Tel: 07596884847 

 
 

 
 
 
 
 
 
 
 

 



West Dean Parish Council 2024/25: Budget monitoring report

1. Profit and loss budget v actuals

Barclays 2023-24 2024-25 2024-25

YTD YTD Budget % of Budget Varience £

Income

Precept £13,891.50 £8,678.50 £17,357.00 50.0% -£5,213.00

Cemetery £400.00 £0.00 £0.00 -£400.00

Grants/Earmarked Reserves £59,106.56 £1,612.98 £0.00 -£57,493.58

Misc. income £66.00 £15.00 £0.00 -£51.00

VAT reimbursed £1,434.52 £7,901.69 £0.00 £6,467.17

Total income: £74,898.58 £18,208.17 £17,357.00 104.9%

Expenditure

Subs, S137 & S142 £144.35 £140.90 £140.90 100.0% -£3.45

Cemetery £2,600.00 £1,850.00 £3,000.00 61.7% -£750.00

Capital schemes £0.00 £0.00 £1,000.00 0.0% £0.00

Services £1,814.84 £931.48 £1,450.00 64.2% -£883.36

Communications £2,209.54 £1,027.30 £2,080.00 49.4% -£1,182.24

Administration £2,269.42 £563.38 £2,086.00 27.0% -£1,706.04

Employment £6,539.92 £3,013.80 £7,600.00 39.7% -£3,526.12

Grants/Emarked Reserves £39,070.24 £933.32 £0.00 0.0% -£38,136.92

VAT to claim on expenditure £8,604.85 £829.29 £0.00 0.0% -£7,775.56

Total expenditure: £63,253.16 £9,289.47 £17,356.90 53.5%

Income over expenditure £11,645.42 8,918.70 0.10

Barclays 2023-24 2024-25

Balance forward (Bfwd) £28,412.51 £40,057.93

Income £74,898.58 £18,208.17

Expenditure -£63,253.16 -£9,289.47

Carry forward (Cfwd) £40,057.93 £48,976.63

Santander 2023-24 2024-25

Balance forward (Brwd) £6,216.01 £6,279.19

Income £63.18 £27.48

Expenditure £0.00 £0.00

Carry forward (Cfwd) £6,279.19 £6,306.67

Total cash in both accounts £46,337.12 £55,283.30

2. Earmarked reserves

Bfwd Income Expenditure Transfers Cfwd

General reserve £6,300.80 £16,622.67 -£9,289.47 £13,634.00

Village gateways/speeding/cemetry £20,000.00 £0.00 -£933.32 £0.00 £19,066.68

WSCC Operation Watershed 2023 £0.00 £0.00 £0.00 £0.00 £0.00

WSCC Operation Watershed 2024 £20,036.32 £0.00 £0.00 £0.00 £20,036.32

 SDNPA CIL 2024/25 £0.00 £1,612.98 £0.00 £0.00 £1,612.98
 Total earmarked reserves £40,036.32 £1,612.98 -£933.32 £0.00 £40,715.98

 Final balances £46,337.12 £18,235.65 -£9,289.47 £0.00 £55,283.30



 
Blenheim House
1-2 Bridge Street
Guildford
Surrey
GU1 4RY

 
Tel: 01483 462 860

 
www.ajg.com/uk

Page 1 Arthur J. Gallagher Insurance Brokers Limited is authorised and 
regulated by the Financial Conduct Authority. Registered Office: 
Spectrum Building, 55, Blythswood Street, Glasgow, G2 7AT. 
Registered in Scotland. Company Number: SC108909. 

Private & Confidential

Ms Clare Kennett
West Dean Parish Council
53 Skylark Avenue
Emsworth
Emsworth
Sussex
PO10 7GB
United Kingdom

15th August 2024

Dear Ms Kennett,

Insurance Policy: AJG Community Schemes
Client Name: West Dean Parish Council
Client Reference Number: 2216522
Policy Number: 8307978
Effective Date: 01/10/2024
Blenheim House
1-2 Bridge Street
Guildford
Surrey
GU1 4RY01483 462 860www.ajg.com/uk

Your insurance policy is due for renewal shortly and we have pleasure in enclosing your renewal 
quotation(s) and documentation. These have been based on your requirements which you disclosed 
to us previously or in our recent renewal discussions. Our understanding of your requirements are 
shown in the enclosed documentation.

There are a number of documents enclosed and it is important that you review each of them. Within 
this letter we have summarised what we consider to be the most important points to assist you. We 
have directed you to those documents, or parts of documents, which you must read carefully. 

Your renewal premium(s) for the forthcoming year are detailed as follows:-

Policy Insurer Premium
Insurance 
Premium 
Tax

Administration 
Fee(s) Total Due

AJG Community 
Schemes 

Hiscox Insurance 
Company Limited £506.25 £60.75 £50.00 £617.00

Total £506.25 £60.75 £50.00 £617.00

Long Term Agreement Option

In order to ensure rate stability, West Dean Parish Council may choose to set up a 3 year binding 
Long Term Agreement (LTA) with Hiscox Insurance Company Limited, at an LTA premium of 
£617.00. This means West Dean Parish Council will commit to keep their policy with Hiscox Insurance 
Company Limited for the period of the LTA, which will expire 3 years from the original inception date.

In return Hiscox Insurance Company Limited agrees not to increase the annual insurance premium, 
except for the following reasons:

• When there are changes to the material facts concerning your policy.
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• Policy changes where the sums insured for assets covered against loss or damage are 
increased or decreased. 

• The annual inflationary increase (index linking) applied to the sums insured for the assets 
covered against loss or damage. 

• The imposition by the Government of a higher rate of Insurance Premium Tax (IPT). 

Any changes to terms or conditions other than those stated, for example, the imposition by the Insurer 
of a higher rate resultant from the claims ratio exceeding the percentage detailed in the LTA 
endorsement wording shown in the schedule enclosed, releases West Dean Parish Council from the 
Long Term Agreement and as your broker we will seek alternative quotations from the market on your 
behalf.

For further information please see the LTA wording contained within the attached Schedule of 
Insurance.

AJG Community Schemes 

Your Requirements and Our Recommendations 
We have assessed the information about the circumstances that you have provided to us to help us to 
identify your requirements and make recommendation(s). We have based our understanding of your 
requirements on this information.

Our Recommendation(s)

We recommend that this policy is placed with Hiscox Insurance Company Limited based upon your 
requirements to purchase a Local Council Insurance policy and the price, extent of cover and policy 
benefits provided by the insurer. 

Our recommendation is based on your requirements to have a Local Council Insurance policy for 
West Dean Parish Council to the levels of cover we have discussed which is summarised in the 
attached quotation schedule and statement of fact.

• We have recommended that your cover is placed with the insurer(s) named within your 
schedule. 

• We believe the cover(s) provided is the most suitable from the insurers that we have 
approached and based on the information you have provided.

• Please ensure you read your documentation pack carefully to confirm that the cover meets 
your requirements, paying particular attention to exclusions, warranties, conditions, excesses 
and limits.

If you require any changes to be made or information corrected, please contact us as soon as 
possible, as failure to do so could mean that your insurance is voided, or may lead to the insurer not 
paying all or part of your claim.

Please see the attached cover comparison which details a summary of the core covers automatically 
included with all Gallagher Insurance policies. In addition to these our insurer panel can provide 
enhanced levels of protection and additional covers where appropriate.

We would draw your attention to your Duty of Fair Presentation obligations, along with the 
importance of checking that you have adequate sums insured. Full details can be found in the 
Important Information section.
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Market Selection
For this type of insurance, Gallagher has entered in to an agreement with a single insurer, who 
provides this policy. 
 
This agreement allows us to rate the premium and issue the policy documentation on their behalf. 
Under such an agreement, we are acting as agent of the insurer.

Significant Terms, Conditions, Warranties, Exclusions and Subjectivities
Your policy documents will record what is insured and against what Insured Perils (risks) apply, 
along with details of any Warranties which sets out those things which you must make sure happen 
or have in place at all times. Your cover may be subject to Exclusions and Endorsements, which set 
out additional Policy Terms which are particularly important. Please also consider any Conditions 
with which you have to comply in order for your cover to be valid and for you to make a claim.

It is important that you read and make sure that you understand the full extent of the cover 
that is provided by your insurance policy. The policy wording should be read in conjunction with 
your policy schedule. Please read these carefully as they may have an impact on the validity of your 
cover and/or your ability to make recovery for any claims made. 

If there are any areas of the policy which you are concerned about or do not understand, or where 
you are unable to comply, then please contact us to discuss in further detail. It may be possible, albeit 
at higher cost, to obtain wider or less restrictive cover.

The attached insurer schedule details the following endorsements applicable to your policy.

• Contents - Endorsement - Minimum security condition - 240.3

• Contents - Endorsement - Addition of cover (Travel expenses) - 6226.0

• Contents - Endorsement - Removal of cover: cyber claims and losses - 6729.1

• Contents - Endorsement - Floating amount insured (Contents) - 6349.1

• Business Interruption - Endorsement - Amended definition: income - 6820.0

• Business Interruption - Endorsement - Floating amount insured (Business interruption) - 
6350.1

• Contents Away from Premises - Endorsement - Contents temporarily elsewhere - 65.00

• Crisis Management - Endorsement - Crisis containment provider: Hill Knowlton - 9003.0

• Employers' Liability - Endorsement - Employers Liability Tracing Office (ELTO) - mandatory 
information required - 3121.0

• Employers' Liability - Endorsement - Confirmation of cover: cyber claims - 6734.0

• Legal Expenses - Endorsement - Commercial legal protection (charities) - 524.0

• Officials and Trustees - Endorsement - Prior and pending litigation date - 705.4

• Officials and Trustees - Endorsement - Amendment of cover: cyber claims (DO) - 3215.0
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• Officials and Trustees - Endorsement - Amendment of cover: breach of professional duty 
(DO) - 3216.0

• Personal Accident - Endorsement - Amendment of cover: cyber claims and losses - 6752.0

• Public Liability - Endorsement - Firework and bonfire condition endorsement - 6080.0

• Public Liability - Endorsement - Removal of cover: cyber claims - 6735.0

• AJG Community Schemes - Endorsement - Floating amount insured (Buildings) - 6351.0

• AJG Community Schemes - Endorsement - Additional definitions: cyber - 6727.0

• AJG Community Schemes - Endorsement - Commercial assistance & legal advice helpline - 
603.1

• AJG Community Schemes - Endorsement - Long Term Agreement - 999.0

Key changes to your policy from renewal

Hiscox have made some important changes to your policy and documents. In respect of the policy 
sections Buildings, Contents, Property Away From The Premises and Business interruption, please 
note the Communicable Disease exclusion which has been added to the policy. For Business 
interruption, this restricts the types of diseases covered to Specified Diseases. In light of the current 
Covid -19 threat, note that this is not a Specified Disease.

Index linking is currently calculated at the rate shown in the attached Hiscox Insurance Company 
Limited schedule. Please contact a member of our team, should you not wish to index link your sums 
insured.

Policy Documents
It is important that you check through your policy documentation. Please read all documents carefully, 
paying particular attention to the limits, endorsements and exclusions. If any information is 
incorrect, please contact us immediately.

Payment Options
Our standard payment terms are payment on or before your policy inception or renewal date. This 
ensures we receive your funds in time to settle our Insurer accounts where there are strict 
requirements.

You can pay by the following options:-

• Cheque payable to Arthur J Gallagher Insurance Brokers Ltd - Please add your client 
reference  number onto the back of the cheque.

• Direct Debit with Insurers (if available)
• Bank Transfer (BACS) - Gallagher will provide our bank details upon instruction to proceed

Next Steps
In order to renew the policy for West Dean Parish Council you must;

1. Check the attached documents and inform us if anything needs changing
2. Check the cover still meets the needs of West Dean Parish Council 
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3. Confirm that the policy for West Dean Parish Council should be renewed via 
communityrenewals@ajg.com or telephone us on 01483 462860 before 1st October 2024 

4. It is essential that you confirm the insurer name, and whether you want to enter into a 
Long Term Agreement (whether the policy is for a 1 or 3 year term). 

5. Pay for your policy by the renewal date 1st October 2024

If you have any questions relating to your insurance arrangements, please do not hesitate to contact 
us. We look forward to receiving your renewal confirmation by the renewal date. Failure to 
provide your instructions could result in your policy and cover lapsing. 

Should you need any assistance or wish to review our recommendation in anyway, please do contact 
the Community Team at Gallagher Insurance on 01483 462860 or via community@ajg.com.

Yours sincerely,

The Community Team
Tel: 01483 462860
Email: community@ajg.com

mailto:communityrenewals@ajg.com
mailto:community@ajg.com
mailto:community@ajg.com
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Enclosures Action Required by You 

Statement of Fact(s) Information you have provided to us and on which your 
policy is based. Please review and advise us of any 
changes required.

Policy Schedule(s) Please review and advise us immediately if there are any 
terms you are unable to comply with or do not understand.

Policy Summary(s)) Notice to 
Policyholder/Summary of Changes

An overview of the proposed cover including limits. Please 
read in conjunction with your policy and advise us 
immediately if there are any terms you are unable to 
comply with or do not understand.

Our Invoice Please note payment terms.

Important Information Please read and retain.

Our Terms of Business Please read and retain.

Our Service & Remuneration
The table below indicates 'how we are paid for our services'. Further information is available in our 
Initial Disclosure Document that can be located further on in this letter.

Policy Cover Broker Fee Commission Admin Fee

AJG Community Schemes   
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Important Information
Please read this section carefully as it contains important terms and may require you to take 
action.

1. Sums Insured and Under-Insurance (Average)

Please ensure you are insured for the full value of risk in accordance with the policy terms and 
conditions. We strongly recommend that you obtain professional valuations for reinstatement 
purposes of buildings, machinery and plant at regular intervals. Sums insured and limits of 
indemnity should be kept under review throughout the period of insurance. 

It is important that you are NOT under-insured.  Make sure you have insured your buildings for 
the full rebuilding cost including allowances for architects costs and site clearance, and your 
contents for their full replacement value as new items.

You must notify us if the full replacement value of your contents or full rebuilding cost of your 
buildings exceeds the amount shown on your schedule.

The insurer will only be able to settle claims at the percentage you are actually insured for.  
For example, if the value of your contents shown on your schedule only represents 70% of 
the full replacement value then the insurer will not pay more than 70% of your claim.

2. Duty of Fair Presentation

When you answer questions or agree with assumptions during the quotation process, you must 
disclose material facts or circumstances about the risk(s) you want to insure. A material fact or 
circumstance is something that would influence the judgement of an insurer in deciding whether 
or not to insure the risk.

This is known as a ‘duty of fair presentation’ and includes disclosing the following:

• Information that you, your firm’s senior management, or anyone responsible for 
arranging your insurance knows, or should know in relation to your business; and 

• Information that would be revealed by a reasonable search of information available to 
you or by making enquiries, and could include information held within your business or 
by someone else (such as your insurance broker).

• Remember that if you fail to meet this duty, it could mean that the policy is void, or that 
the insurer is not liable to pay all or part of your claim(s). 

The following examples provided are in addition to the main wording above and are to be used 
where appropriate:

Examples of material facts or circumstances include the following (please note these have been 
provided as examples only and the list is not exhaustive):

• Being declared bankrupt, participating in an Individual Voluntary Arrangement (IVA) or 
protected deed of trust in Scotland or making a compromise arrangement with creditors.

• Other policies in place covering the same risk.
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• Previous claims or incidents which may have led to a claim but for which you did not 
actually submit a claim.

• Any caution, charge or conviction of a criminal offence for you or any director/business 
partner/trustee

• Any motoring convictions or disqualification by any director/business partner/trustee or 
any driver of a company vehicle in respect of a motor insurance application

• The organisation, directors, partners or trustees having been prosecuted or received a 
prohibition or improvement notice for failure to comply with any Health and Safety, 
Welfare or Environmental Protection legislation

• Being declined cover by other insurers or having special terms imposed

• Changes to your business activities

• Changes to the Police response to alarm signals. 

Please remember that if any of your details, material facts or circumstances change during the 
policy period, you must always notify us immediately.

3. Policy Terms, Conditions and Exclusions  

Insurers may impose warranties and/or restrictive endorsements and where any of your 
policies are subject to a warranty, compliance is an absolute requirement at all times.

In addition to warranties (or in some instances, in place of) policies may contain "conditions 
precedent to liability". Failure to comply with a condition precedent may mean that the insurer 
will not be liable for any loss.

Please pay particular attention to any warranties and/or restrictive endorsements as failure to 
fully comply with any warranty/endorsement terms could suspend or invalidate the policy 
cover.

Similarly, policies also contain general conditions that apply to all policyholders; for example, 
‘Notification of Claims’ and alteration in risk. You should familiarise yourself and comply with 
all conditions. 

Full details of any warranties, terms, conditions and exclusions are contained within your 
policy wording and schedule. For your protection, it is essential that you read your 
policies carefully to ensure you are familiar with all of the terms, warranties, 
conditions and exclusions.

If at any time you are unable to comply with a warranty, condition precedent to liability, or any 
other policy terms, conditions, exclusions or insurers’ requirements, please let us know 
immediately as the requirements imposed will continue to apply until insurers have accepted 
that you are compliant with policy terms and confirmed cover.

If you have any queries or questions regarding the policy term, conditions or exclusions 
please contact us immediately.
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4. Administration Fees

Where we charge an administration fee in respect of the operational cost of setting up, 
administering or cancelling your policy, e.g. postage, stationery and licensing fees. The 
administration fee is not subject to Insurance Premium Tax and is separate to any other 
broker fee charged and/or commission earned for our services. 

Activity

Annual 
premium 

under 
£4,500

Annual 
premium 

over £4,500

Annual 
premium 

over 
£20,000

New Business and Renewal 
administration fee £50 £75 £0

5. Basis of our services

We act on a ‘non-advised’ basis which means that we will offer you information about the 
significant features, benefits, limitations and exclusions of a particular insurance policy(ies),
 but it is for you to decide by assessing the features, benefits and conditions which of these 
best suits your requirements.  When acting on a ‘non-advised’ basis, we act as Agent of the 
Insurer (that is to say, we represent the insurer).
 

6. Short Form Privacy Notice

We are the data controller of any personal data you provide to us. We collect and process 
personal data in order to offer and provide insurance services and policies and to process 
claims. Personal data is also used for business purposes such as fraud prevention and 
detection, financial management, to generate risk modelling, conduct analytics including to 
advise, improve and develop our products and services and to comply with our legal and 
regulatory obligations. This may involve sharing information with, and obtaining information 
from, our group companies and third parties such as (re)insurers, other brokers, loss 
adjusters, credit reference agencies, service providers, professional advisors, our regulators 
or fraud prevention agencies. 

We may record telephone calls to help us to monitor and improve the service we provide as 
well as for regulatory purposes. 

Please see our Privacy Notice for further information on how your personal data is used, 
shared, disclosed and retained, your rights in relation to your personal data and how to 
contact our Data Protection Officer. Our Privacy Notice can be found at 
https://www.ajg.com/uk/privacy-policy/

From time to time we may make important updates to our Privacy Notice and these may in 
turn affect the way we use and handle your data. Please ensure you review our Privacy 
Notice periodically to ensure you are aware of any changes. 

If you are entering into this agreement in the course of your business, or as a charity, for 
charitable purposes and providing information on other individuals to us, for example your 
employees and/or any other party that would be covered under the insurance policy we may 
be placing or services we may provide to you, you shall ensure that individuals whose 

https://www.ajg.com/uk/privacy-policy/
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personal data you are providing to us have been provided with fair processing notices that 
are sufficient in scope and purpose, and that you have obtained all appropriate consents, 
where required, or are otherwise authorised, to transfer the personal data to us and enable 
us to use the personal data and process the personal data for the purposes of this 
agreement and as set forth in our Privacy Notice. You must not share personal data with us 
that is not necessary for us to offer, provide or administer our services to you.

7. Fraud Awareness

To help prevent fraud - before requesting your bank details to provide you with a refund by 
phone, we will always validate with you information that we hold on file; information that only 
you would know.  This information could include your address or specific policy details. 
Any refund we provide will only be for one of three reasons: 

1) overpaid funds
2) a reduction in your cover
3) cancellation 

Arthur J. Gallagher Insurance Brokers Limited will never request sensitive information, such 
as, passwords, usernames or a mother’s maiden name. 

If you receive a phone call and are unsure it is from us, you can always call us to verify we are 
who we say we are. Please call your usual contact, or call us on the telephone number shown 
within this document.  

8. Employers Liability Insurance – What you need to know

Employers’ Liability Insurance

Since 1st October 2008 Employers are allowed to display their employers’ liability certificate 
in an electronic format, so long as it remains accessible by all employees.

Although the law no longer requires you to retain certificates, we strongly recommend that 
you continue to do so. We believe that it is in your own interest to retain copies. Where no 
records can be found, you will be responsible for payment of any claim, particularly in relation 
to so-called ‘long-tail’ industrial diseases such as deafness and asbestosis.

9. Making a Claim

Step 1 Reporting a claim
• You will need to notify us as soon as possible after an incident, either by telephone on 

02382 547123 or by email to communityclaims@ajg.com.
• Alternatively out of hours in an emergency, you may also contact your insurer direct You 

will find your insurer’s claims line number within your policy document, as well as 
highlighted within your renewal pack.

• Delay in notifying your insurer of an incident or a claim can potentially prejudice your/your 
insurer’s position and can cause difficulty with acceptance of your claim, either in part or in 
full.

• In the event of injury and/or damage to another party or their property, it is important that 
no admission of liability is made, as this may also prejudice your/your insurer’s position. 
Any third party claim or correspondence should be immediately passed to your insurers, 
unanswered.
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• Appropriate steps should be taken to minimise any further loss or damage, where 
possible. Please ensure to retain itemised invoices for any emergency works completed 
and take photos of the damage where possible

• When notifying a claim, it is important that you have the following key information 
available, which will help identify you and assist with data protection protocols, thereby 
reducing any potential delays in providing you with initial advice:

➢ Policyholder’s name
➢ Policyholder’s address and postcode
➢ Policy number

• In order for us to give you the most accurate advice and guidance on the notification call, 
there are some key pieces of information that we will need to know:

➢ What happened? When? Where?
➢ What is the extent of the loss, damage, injury? Consider physical and financial/trading 

impacts.
➢ What is the impact to you as the policyholder?
➢ What is being done to help prevent further loss, damage or injury?
➢ Who is the best person for insurers to liaise with, what is their relationship with the 

policyholder and what are their contact details?

It’s understood that some of the information may only be indicative at the outset, but the more 
accurate the information provided, the more likely the advice given will meet your needs and 
also assist with the progress of your claim.
• Your insurer will advise of next steps, allocate a claims reference number and also provide 

detail as to who will be your contact throughout the claim.
• Where the services of other parties may be required, insurers will provide details as to who 

this will be and the services that they will provide.
• Examples include – loss adjuster on large or complex claims, Solicitors/Investigators on 

Liability issues or claims, Engineers/Approved Repairers on Motor claims insurers should 
also discuss and agree with you the best method and frequency of updates/next contact.

Step 2 Claims Handling & Investigation
• In order to evaluate and progress any claim, insurers more often than not will require 

additional supporting documentation from you.
• Insurers should clearly articulate what they require from you and the reasons why. 

Typically this will be estimates or invoices and anything that may help them evaluate your 
claim against the policy coverage that you have in place.

• Delays and/or omissions can in some circumstances lead to issues with acceptance of a 
claim in part or in full. It is therefore important that you reply to any requests and supply 
the information required at your earliest opportunity, in order to assist with progressing 
your claim.

• Should you not understand or wish to query any request from your insurer or their agent, it 
is recommended that you call them at the earliest opportunity to discuss and seek clarity 
from them.

• Insurers will look to agree with you what the next steps may be relating to any repair, 
replacement, defence, or interim actions required.

• Interim payments can sometimes be agreed, particularly on large claims or where the 
claim creates cash-flow issues. Where appropriate you should ask insurers whether this is 
a possibility.

Step 3 Conclusion/Resolution of Claim
• Once insurers have received sufficient supporting documentation and assessed them 

against the policy coverage in place, we will advise you regarding what a resolution of your 
claim may look like.
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• Payments to be made (in part or in full) should be clearly explained by insurers, including 
their calculation.

• If for any reason the claim will not be met (in part or in full), insurers should clearly explain 
the reason why and provide evidence, where appropriate.

• Excess – Any settlement agreed will be subject to the deduction of the applicable policy 
excess. This can be verified by referring to your policy documents.

• VAT – If the policyholder is VAT registered or able to recover VAT for the costs claimed 
under their insurance policy, in the majority of situations the policyholder will be 
responsible for the VAT element of any invoice relating to the claim. This can include the 
VAT element of suppliers appointed by the insurer, such as solicitors costs.

Exceptions - Assistance and Complaints
• Escalations and complaints regarding services provided by the insurer should, in the 

first instance, be directed to the appropriate insurers as soon as the issue arises or is 
identified.

• Each insurer will have a formal escalation and complaint protocol in place, the details 
of which will be contained within your policy wording, which should give you suitable 
guidance.

• If however you encounter any difficulties identifying the appropriate process and/or 
insurer contact details, you can contact our Claims Team on 02382 547123 or email 
communityclaims@ajg.com, to assist you with ensuring that your issue or complaint 
reaches the appropriate insurer contact.

Examples of where we may be able to assist include:
• If you are having difficulty making contact with your insurer.
• Your insurers are unable to trace your policy.
• You require additional clarification regarding the claims process.
• Your insurers are failing to provide you with the appropriate level of service.

../../../../PVS_UserData/lmunroe/AppData/Local/Temp/1/AppData/Local/Temp/cosmith/AppData/Local/Temp/1/ACT_20230309102920972_OE9KCZGH/communityclaims@ajg.com
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West Dean Parish Council
53 Skylark Avenue
Emsworth
Emsworth
PO10 7GB

IF PAYING BY DIRECT BANK 
TRANSFER PLEASE CHECK 
BANK DETAILS BELOW AS 

THEY MAY HAVE CHANGED 
SINCE YOUR LAST INVOICE 

 

Pro-Forma Invoice
  Client Ref: 2216522
  Policy Ref: 136603100
  Invoice Date: 15 August 2024

 

Amounts (£) Cost (£)
AJG Community Schemes Hiscox Insurance Company Limited

Contract No.: 8307978
Term: 01/10/24 - 30/09/25

Premium 506.25
Insurance Premium Tax 60.75
Total Fees 50.00

617.00

    
TOTAL 617.00

Payment due on or before effective date.

If you would like to pay by credit/debit card please contact us on . 
Payments by direct bank transfer should be made to the following account, using reference - 2216522. 

Bank: Lloyds Bank Plc
Account Name: AJGIBL GBP CLIENT NST ACCOUNT
Account Number: 19511668
Sort Code: 30-80-12
Swift BIC: LOYDGB21F09
IBAN Number: GB30 LOYD 3080 1219 5116 68
COMMENTS :

FOR BANK TRANSFER PLEASE QUOTE REFERENCE ON YOUR PAYMENT AND EMAIL 
REMITTANCE DETAILS TO UK.Glasgow.AJGIBL.Remittances_@ajg.com
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Scope and application

This agreement, together with any separate written agreement between 
you and Arthur J. Gallagher Insurance Brokers Limited (‘AJGIBL’), sets 
out the terms on which we agree to act for you when we are instructed to 
provide services by you.

In this agreement ‘we’, ‘us’ and ‘our’ means AJGIBL. References to 
‘insurers’ include insurers, underwriters, managing agents or, where 
applicable, reinsurers with whom we place business. As appropriate, 
references to ‘insurance’ or ‘insured’ include reinsurance and reinsured 
respectively. Additionally, any reference to ‘policy’ shall mean an 
insurance or reinsurance policy, as appropriate.

It is important that you read this agreement carefully as it contains details 
of our statutory and regulatory responsibilities and your contractual 
obligations, on which we intend to rely. If there is anything you do not 
understand in this agreement you should inform us otherwise we will 
assume you are providing your informed consent to this agreement.
We specifically draw your attention to the following sections:

a) What do we do?
b) How are we paid for our services?
c) How do we handle your money?
d) Your obligations
e) Conflicts of interest
f) Complaints
g) Limitation of Liability

Where your business is operated through an incorporated company, trust, 
limited liability partnership or partnership, we are entitled to assume that 
the recipient of this agreement has obtained authorisation or is entitled to 
consent to these terms on your behalf.
If you are a company or other body corporate, unless otherwise expressly 
stated in any separate written agreement between you and AJGIBL, you 
agree to and accept the terms of this agreement on your own behalf and 
on behalf of each of your group companies (where those group 
companies are receiving the benefit of our services). You will ensure that 
each of your group companies will act on the basis that it is a party to and 
bound by the agreement. All references in this agreement to ‘you’ and 
‘your’ mean you and each of your group companies.

If you have instructed another insurance broker to deal with us on your 
behalf, we will assume unless told otherwise that the broker has full 
authority to agree the terms of this agreement with us and to deal with us 
on your behalf as your agent in relation to all matters covered by this 
agreement
This agreement replaces any terms of business agreement that we may 
have previously agreed with you. If you have a separate service level 
agreement in place with us then the terms of that agreement must be 
read together with this agreement. In the event of a conflict, the terms of 
your service level agreement will take precedence over this agreement.
We may change the terms of this agreement from time to time. This may 
be:

a) to reflect changes in our services or in market practice
b) to reflect legal or regulatory developments, or
c) to improve the clarity of this agreement.

We will tell you if we have materially changed these terms for any of 
these reasons and, in any event we will inform you of such changes 
before your policy is due to renew.
This agreement replaces any terms of business agreement that we 
may have previously agreed with you. If you have a separate 
service level agreement in place with us then the terms of that 
agreement must be read together with this agreement. In the event 
of a conflict, the terms of your service level agreement will take 
precedence over this agreement.
We may change the terms of this agreement from time to time. This 
may be:

d) to reflect changes in our services or in market practice
e) to reflect legal or regulatory developments, or
f) to improve the clarity of this agreement.

We will tell you if we have materially changed these terms for any of 
these reasons and, in any event we will inform you of such changes 
before your policy is due to renew.
We may also change the terms of this agreement for other reasons, 
but if we do, we will notify you in advance and you will have the right 
to terminate this agreement within 30 days of such notification.

Who are we?

AJGIBL is a company incorporated and registered in Scotland with 
company number SC108909 whose registered office is at Spectrum 
Building, 55 Blythswood Street, Glasgow, G2 7AT. You can find out 
more about us at www.ajg.com/uk/.

We are an insurance intermediary, risk management and consulting 
firm authorised and regulated by the Financial Conduct Authority 
(‘FCA’). Our FCA firm reference number is 311786. We are 
permitted by the FCA to act as a general insurance intermediary, to 
arrange credit and collect payments. You can check these details by 
visiting the FCA’s website (www. fca.org.uk/register) or by contacting 
the FCA on 0800 111 6768 (+44 20 7066 1000 from overseas).

What do we do?

As an insurance intermediary, we usually act for you. We offer 
access to general insurance products and services provided by a 
wide range of UK and international insurers, including Lloyd’s.
Our services include advising you on your insurance needs, 
arranging insurance policies with insurers in order to meet those 
needs, provide associated risk management services and any other 
insurance related services. We will also help you to make changes 
to your insurance policy if required and will remind you when your 
policy is due for renewal as appropriate. Unless your policy states 
otherwise, or we agree, we will provide you with assistance in 
submitting a claim and with obtaining reimbursement from insurers.

In certain circumstances, we may act for your insurer, for example, 
where we have delegated underwriting authority and/or claims 
settlement authority, or where we have entered into a managing 
general agency agreement with one or more insurers. In cases 
where we are acting on behalf of the insurer, we will be acting as 
their agent. Please see the section headed Conflicts of interest for 
more information about how we manage these arrangements.
We cannot arrange insurance for you until we have received 
complete instructions from you. Your insurance cover is not in place 
until we have confirmed it to you in writing or we have issued 
evidence of cover. Where we receive your instruction or a firm order 
after normal office hours, placement of your insurance will be  
subject to further confirmation by us as soon as reasonably possible 
the following business day.

Arthur J. Gallagher Insurance Brokers Limited is authorised and regulated by the Financial Conduct Authority. Registered Office: Spectrum Building, 55 Blythswood 
Street, Glasgow, G2 7AT. Registered in Scotland. Company Number: SC108909. www.ajg.com/uk/.
©2020 Arthur J. Gallagher & Co. All rights reserved 

http://www.ajg.com/uk/
http://www/
http://www.ajg.com/uk/
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We do not offer advice in relation to tax, accounting, regulatory or 
legal matters (including sanctions) and you should take separate 
advice as you consider necessary regarding such matters.

Additionally, when we are appointed to service insurance policies 
other than at their inception or renewal and which were originally 
arranged via another party, we shall not be liable during the 
current insurance period for any loss arising from any errors or 
omissions or gaps in your insurance cover or advice not supplied 
by us. Should you have any concerns in respect of a policy, which 
has been transferred to us, or if you require an immediate review 
of your insurance arrangements, you must notify us immediately. 
Otherwise we shall review your insurance arrangements and 
advise accordingly as each policy falls due for renewal.

Which insurers do we use?
In finding an insurance solution that meets your demands and 
needs, we may either conduct a market analysis of potential 
insurers, or we may only consider a specific product from a single 
insurer, or products from a panel of insurers. In certain 
circumstances we may act for the insurers, or use services of other 
of our group companies - please see the "Conflicts of Interest" 
section.
We use publicly available information, including information 
produced by credit rating agencies, to identify insurers with whom 
we will consider placing your business. We do not guarantee the 
financial status of any insurer. You may require us to use an 
insurer that we would not ordinarily recommend due to their credit 
rating. In the event of an insurer experiencing financial difficulties, 
you may still have a liability to pay any outstanding premium and 
we are not responsible for any shortfall in amounts due to you in 
respect of any claims.

We are available to discuss with you any concerns you have with 
the insurer you have chosen for your insurance policy(ies).

How are we paid for our services?
Payment  in respect a service that we provide to you in respect of 
any single contract of insurance may be made up of one or more 
of the following:

a fee  paid by you; details of this, or the basis of calculation, will be 
declared to you in advance of this being incurred;
brokerage/commission, which is a percentage of the total annual 
insurance premium paid by you and given to us by the insurers 
with whom we place your business; and
administration charges, in addition to any    insurance premiums, 
for administration of your policy, including amending and 
cancelling any policy: these apply on most placements (even 
where a) and / or b) apply), and details of these charges, will be 
provided to you in advance of them being incurred.

Please note that where we have not agreed a fee (a) payable by 
you in respect of any contract of insurance, our remuneration will 
be by way of commission (b). There may be instances where we 
have agreed a fee (a) with you, and for subsequent, additional 
policies, we also earn a commission. You will know when we agree 
the fee (a), which policies this applies to.

If we charge you a fee (a) in relation to any contract of insurance, 
and either also receive commission payments in respect of that 
contract of insurance, or will do so in relation to any subsequent 
contracts, then we will inform you of that fact prior to the fee being 
incurred.
Please note that for commission (b), we do not intend to earn 
commission from the taxation element of any insurance premium 
tax.
We may receive additional payments such as a profit share or 
profit commission from insurers, for instance, from insurers 
payable under a delegated underwriting authority or other facility or 
individual

contract in recognition of overall profitability. We may also earn 
income from arranging premium finance.

We may also earn income from insurers or other sources in other 
ways. For example, we may receive income from insurers for 
ancillary services provided solely on their behalf.

Upon request, we will be pleased to provide details of any income 
we are due or have received as a result of placing your business.
Unless we specifically agree otherwise, brokerage/commission and 
fees are earned when we arrange an insurance policy for you, or in 
the case of any other service when we commence providing that 
service to you.

However in respect of any payment made to us this will only be 
recognised as payment for the service when we have reconciled 
your payment. We will be entitled to retain all fees and brokerage in 
respect of the full period of contract(s) of insurance arranged by us 
including in circumstances where your policy has been terminated 
and your insurers have returned pro- rated net premium. Consistent 
with long established market practice, we will deduct our brokerage 
and other commissions from the premium once received.

If you decide to terminate our appointment in relation to policies we 
have placed on your behalf and where, (i) the policy or policies have 
not expired, and (ii) premium is due on the policy or those policies, 
we are entitled to any brokerage/commission originally due on the 
policy or policies and you will ensure the broker subsequently 
appointed to administrate the policy or policies agrees and accepts 
to collect the brokerage/commission and remit to us in good time.

How do we maintain your privacy?

We are the data controller of any personal data you provide to us. 
We collect and process personal data in order to offer and provide 
insurance services and policies and to process claims. Personal 
data is also used for business purposes such as fraud prevention 
and detection, financial management, to generate risk modelling, 
conduct analytics including to advise, improve and develop our 
products and services and to comply with our legal and regulatory 
obligations. This may involve sharing information with, and obtaining 
information from, our group companies and third parties such as 
(re)insurers, other brokers, loss adjusters, credit reference agencies, 
service providers, professional advisors, our regulators or fraud 
prevention agencies.

We may record telephone calls to help us to monitor and improve 
the service we provide as well as for regulatory purposes. 

Please see our Privacy Notice for further information on how your 
personal data is used, shared, disclosed and retained, your rights in 
relation to your personal data and how to contact our Data 
Protection Officer. Our Privacy Notice can be found at 
https://www.ajg.https://www.ajg.com/uk/privacy-policy/ From time to 
time we may make important updates to our Privacy Notice and 
these may in turn affect the way we use and handle your data. 
Please ensure you review our Privacy Notice periodically to ensure 
you are aware of any changes.

If you are entering into this agreement in the course of your 
business, or as a charity, for charitable purposes and providing 
information on other individuals to us, for example your employees 
and/or any other party that would be covered under the insurance 
policy we may be placing or services we may provide to you, you 
shall ensure that individuals whose personal data you are providing 
to us have been provided with fair processing notices that are 
sufficient in scope and purpose, and that you have obtained all 
appropriate consents, where required, or are otherwise authorised, 
to transfer the personal data to us and enable us to use the personal 
data and process the personal data for the purposes of this 
agreement and as set forth in our Privacy Notice. You must not 
share personal data with us that is not necessary for us to offer, 
provide or administer our services to you.

https://www.ajg.com/uk/privacy-policy/
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Confidential information

During the course of this agreement we shall both provide the 
other with information (other than personal information) and each 
party will treat information received from the other relating to this 
Agreement as confidential and will not disclose it to any other 
person not entitled to receive such information except as may be 
necessary to fulfil their respective obligations in relation to this 
agreement and except as may be required by applicable law or 
regulatory authority.   For the avoidance of doubt, and always 
observing the requirement to ensure your information is held in a 
confidential manner, we shall be entitled to disclose such 
information relating to you (where necessary) to perform our 
obligations under this agreement, to insurers or reinsurers, 
actuaries, auditors, professional agents, advisers or other parties 
that we may require in order to provide our service to you. This 
section will not apply to information which was rightfully in the 
possession of a party prior to this agreement or which is already 
public knowledge/ becomes so at a future date (otherwise than as 
a result of a breach of this section) or which is trivial or obvious.

How do we handle your money?

In our role as an intermediary between you and your insurers we 
may hold money:

– paid by you to be passed on to insurers
– paid to us by your insurers, to be passed on to you
– paid by you to us for our services, but which we have not yet 

reconciled.

For your protection, the way that we handle your money is 
designed to protect your interests in the event of our financial 
failure.

We may take payment from you when your policy next renews 
using payment card information you have shared with us and 
which we will retain. If we intend to do this, we will confirm this to 
you in your renewal invitation prior to your next policy renewal. 
You may opt-out of automatic renewal at any time by contacting 
us.

Insurer Money (money we hold as agent of 
an insurer):

Where we have an agreement with your insurer to hold money as 
their agent, any premiums you pay to us are treated as having 
been received by the insurer as soon as they are received by us. 
Claims payments and/or premium refunds are treated as received 
by you when they are actually paid to you.

Where we receive monies as agent of your insurer, we can only 
deal with that money in accordance with the instructions of the 
insurer. This means that, for example, if you want us to return 
such monies to you, we can only do so with the agreement of the 
insurer.

Client Money (money we hold as your 
agent):

Where we do not have an agreement with your insurer to hold 
money as their agent, we will hold premiums you pay to us as 
your agent. Money we receive from your insurer which is payable 
to you will be your property whilst we hold it.

We may also hold money as your agent where you have paid this 
to us in respect of our fee for a service, until such time as we have 
reconciled the payment against the relevant service.

Money we hold as your agent is referred to as ‘Client Money’.

FCA rules require us to keep Client Money separate from our own 
money. We hold Client Money with an approved bank, segregated in 
a client account subject to a Non-Statutory Trust (‘NST’). The aim of 
the NST is to protect you in the event of our financial failure. If such 
an account is held outside the United Kingdom, it may be subject to 
different laws and regulations, which may mean that the Client 
Money held in that account is not protected to the same extent as it 
would be if it were held in the United Kingdom, or at all. Please tell 
us if you do not wish us to hold any money for you in a particular 
jurisdiction.

We may use Client Money held in the NST on behalf of one client 
(‘Client A’) to pay another client’s premium (‘Client B’) before we 
receive such premium from Client B. We may also make claims 
payments/ premium refunds to other clients before monies are 
received from the insurer. Although there may be occasions when 
we do this, it is not our policy to routinely cross- fund in this way. For 
the avoidance of doubt, we may not use Client Money to pay 
ourselves commissions before we receive the relevant premium 
from you.

We may invest Client Money held in the NST in accordance with 
FCA rules relating to Client Money. If we do invest money in this 
way, we will be responsible for meeting any shortfall in the value 
of the investments at the time of their realisation. Any interest or 
profits earned on Client Money held by us will be retained by us for 
our own use, rather than paid to you.

Holding both insurer and Client Money

We may hold both insurer and Client Money together in the NST. 
When this happens, your interests as our client will continue to be 
protected.

Payment to third parties:

We may transfer Client Money to another person, such as another 
broker or settlement agent, for the purpose of carrying out a 
transaction on your behalf through that person. This may include 
brokers and settlement agents outside the UK. The legal and 
regulatory regime applying to a broker or settlement agent outside 
the UK may be different from that of the UK. This means that, in the 
event of a failure of the broker or settlement agent, this money may 
be treated in a different manner from that which would apply if the 
money were held by a broker or settlement agent in the UK. You 
may notify us if you do not wish us to pass your money to a person 
in a particular jurisdiction.

We may also transfer Client Money to a professional services firm 
such as a loss adjuster, surveyor or valuer unless you instruct us 
otherwise.

Financial Services Compensation Scheme

We are covered by the Financial Services Compensation Scheme 
(‘FSCS’). You may be entitled to compensation from the FSCS if we 
cannot meet our financial obligations to you. This depends on the 
type of insurance contract that we have arranged for you, certain 
eligibility criteria and the circumstances of the claim.

Further details regarding the FSCS are available online at 
www.fscs.org.uk or by calling 0800 678 1100 (+44 20 7741 4100 
from overseas).

Separately, your insurer and/or you may be covered by a different 
compensation scheme.
 

http://www.fscs.org.uk/


.

 

.

 

Your obligations

You will not instruct us to provide services which would cause us, 
nor use our services in any way, to violate applicable laws 
including without limitation bribery, anti-corruption, money 
laundering sanctions, or data protection laws. 

You are required to make a fair presentation of the risk to an 
insurer which discloses every material circumstance which you 
know or ought to know relating to the risk to be insured. This 
includes information known by your senior management and those 
responsible for arranging your insurance as well as information 
which would reasonably have been revealed by a reasonable 
search of information available to you. 

A circumstance is material if it would influence the judgment of a 
prudent insurer in determining whether to provide insurance for 
the risk and, if so, on what terms. Disclosure must be reasonably 
clear and accessible to a prudent insurer. Material representations 
of fact must be substantially correct and material representations 
of expectation/belief must be made in good faith. Failure to comply 
with the duty of fair presentation could mean that your policy of 
insurance is void or that insurers are not liable to pay all or part of 
your claim(s).

The above duty of disclosure is the applicable duty under the laws 
of England, Wales, Scotland and Northern Ireland. You may have 
different obligations if your policy of insurance is subject to a 
different law. As a minimum, we expect you to disclose your 
information in accordance with the duty set out above.

For certain types of insurance covers you may be required to 
complete and sign a proposal form or questionnaire. Take care to 
ensure that the information you provide is complete and accurate. 
Note that if you are aware of anything that you feel may be 
material to the proposed policy of insurance you should disclose it, 
even if there does not appear to be a question on the proposal 
form or questionnaire that covers the particular point. If you are in 
any doubt as to whether information is material, you should 
disclose it.

Anti-bribery, corruption and financial crime

You agree that you will ensure that at all times you comply with all 
laws, statutes and regulations that apply to you relating to anti-
bribery and corruption, including the UK Bribery Act 2010 and (if it 
applies to you or any of  your group companies) the US Foreign 
and Corrupt Practices Act 1977. Accordingly, if you accept gifts or 
hospitality offered to you by us or any of our group of companies, 
we will deem the acceptance to be in accordance with any gifts & 
hospitality policy/ies you may have.

Please be aware that we are required to obtain adequate ‘Know 
Your Client’ information about you. In order to prevent bribery, 
corruption, fraud or other financial crime, we may take further 
steps, including notification to the relevant authorities, carrying out 
status and credit checks using credit reference agencies, and 
other screening background checking as appropriate.

Policies may include clauses on financial and trade sanctions, 
anti-money laundering and export controls, (‘Sanctions’). How you 
comply with Sanctions is specific to your business: you should 
take legal advice where necessary and pay special attention to 
relevant policy clauses. 

To comply with financial crime or Sanctions requirements, we may 
be prohibited from providing broking or risk consulting services, 
including placement and claims handling services; may be required 
to take actions such as freezing the funds in which parties subject to 
Sanctions have an interest; or may make regulatory notifications or 
licence applications as required or appropriate in accordance with 
Sanctions. Your insurers and other third parties we deal with, such 
as financial institutions, may also apply their own policies or 
restrictions.

You acknowledge and agree that we reserve the right to take steps 
to comply with financial crime or Sanctions (and we will not be liable 
to you for this or for similar steps taken by third parties).

You should advise us of all of the countries connected to the 
(re)insurance you require. We reserve the right not to perform 
obligations under this agreement to the extent that this would be 
contrary to our commercial risk appetite or where performance 
would be impracticable including because of bank policies restricting 
the processing of premiums, claims funds or fees related to such 
countries or related parties. 

Please be aware that we are generally restricted from providing 
broking, claims handling or other services that relate to Cuba and 
Iran- including because of significant difficulties in processing 
payments and other commercial and reputational considerations.  

Your premium payment obligations

Insurers require you to pay premium at or before the start date of 
each policy, or as otherwise specified under the policy terms. You 
must pay all monies due in cleared funds in accordance with the 
amounts and on or before the dates specified in our invoice(s). If 
you do not make payment within that period, insurers may cancel 
your policy and may also require that you pay a premium in relation 
to the time that you have been on risk. It is therefore very important 
that you meet all payment dates.

Where you have instructed us to obtain insurance on your behalf, to 
the extent that we are required to meet your premium payment 
obligations, we reserve the right to recover those monies from you.

Use of Premium Finance Companies:

You may be able to pay premium payments by instalments through 
a credit scheme operated by a third party premium finance company 
or insurer. Please note that we can only pay premium to insurers on 
your behalf once we have cleared funds from you or the premium 
finance company.

Please note that we do not recommend any particular credit 
provider. If you wish to pay premium by instalments, we are able to 
introduce you to credit providers (which may include a third party 
premium finance company or an insurer). There may be other credit 
providers (including insurers) able to offer better credit terms than 
those that made available to you by a party we have introduced you 
to.

Where you decide to enter into a credit scheme for the payment of 
premium, you will receive separate terms and conditions from the 
relevant premium finance company or insurer which will govern that 
arrangement. You agree that, in accordance with the terms of any 
such credit scheme or otherwise, we may instruct your insurer to 
cancel your policy if you are in default under the credit scheme and 
that any return premium or other payment due from the insurer may 
be applied to discharge your liability or liability we have assumed on 
your behalf under the credit scheme without further reference to 
you.
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Your policy documents

You will receive written terms and conditions of any insurance 
policy we arrange for you. Please check these documents and 
advise us as soon as reasonably practicable if the terms of the 
cover arranged are not in accordance with your requirements. 
Please pay special attention to the claims notification provisions 
and to any warranties and conditions (including as to the payment 
of premium) as any failure to comply with these terms may 
invalidate your cover.

The documents relating to your insurance will confirm the basis of 
the cover from the relevant insurer(s) and provide their details and 
if applicable, the insurer’s agent. It is therefore important that you 
keep all of your policy documents in a safe place. It is our current 
practice to retain client information for at least six years or such 
other period required under relevant law or regulations.

Making a claim

Your insurance policy will usually require you to notify all claims 
and/or circumstances that may give rise to a claim as soon as 
possible. If you are unsure whether a matter needs to be notified 
please contact us and we will endeavor to assist you.

Where we have agreed to handle claims on your behalf, we will do 
so fairly and promptly. If we receive claims payments for you, we 
will remit them to you as soon as reasonably practicable after 
receipt.

As part of paying your claim, your insurer may require us to 
deduct the value of sums due (such as premiums or instalments 
under a credit scheme) before sending the balance of any claims 
payment to you.

We reserve the right to charge an additional or separate fee 
(based on the nature of the work and duration and agreed with 
you in advance) to negotiate a large or complex claim on your 
behalf.

Conflicts of interest

Circumstances may arise where we have a conflict of interest 
between us (including our managers, employees or agents) or 
another of our group companies and you, or between you and 
another of our clients. We always aim to treat you fairly and avoid 
conflicts of interest. We never deliberately put ourselves in a 
position where our interests, or our duty to another party, prevent 
us from discharging our duty to you.

We may arrange insurance for you through another company in 
the Arthur J. Gallagher group which acts on behalf of one or more 
insurers. An example may include a placement with a separate 
underwriting team within Arthur J. Gallagher Insurance Brokers 
Limited, Pen Underwriting Limited or Arthur J. Gallagher UK 
Limited.

In arranging an insurance solution that meets your demands and 
needs, we will ensure that our duty to you does not conflict with 
the duties that an Arthur J. Gallagher group company owes to the 
insurers that it represents.

We may act as agent of an insurer under a delegated underwriting 
authority and/or delegated claims settlement authority. In these 
instances, where we act as your agent for your insurance needs 
we will always act in your best interests when arranging your 
policy.

As part of paying your claim, your insurer may require us to 

We follow our own conflict management policies and procedures (for 
example, using information barriers). These are designed to prevent 
any conflicts of interest adversely affecting or compromising your 
interests. However, in some cases, where we cannot be reasonably 
confident that we can prevent the risk of damage to your interests, 
we will discuss this with you. If you have any concerns in relation to 
conflicts of interests, please contact us.

Complaints

We value our relationship with you and we welcome feedback on 
the service you receive from us. Please tell us if you are dissatisfied 
with part of our service so that we can improve our products or 
services. Our aim is that you should benefit from a high quality 
service using our experience and breadth of insurance broking 
expertise. We always try to provide a high standard of service but if 
you ever have cause to complain, please do so by contacting your 
usual AJG representative by whatever means is convenient to you.

If you wish to deal with someone wholly independent of the branch 
or division that has been servicing your business, please contact:

Address: Complaints Management Team
Spectrum Building 55 Blythswood Street Glasgow
G2 7AT
Email: commercialcomplaintsuk@ajg.com

We will acknowledge written complaints promptly. Our complaints 
procedure is available on request.

If you feel that we have not been able to resolve the matter to your 
satisfaction, after this process you may have the right (subject to 
eligibility) to refer your complaint to the Financial Ombudsman 
Service; this address is:

The Financial Ombudsman Service Exchange Tower
London E14 9SR

Telephone: 0800 0234 567 (from landline)
Telephone: 0300 123 9 123 (from mobile)

Email:complaint.info@financial-ombudsman.org.uk

Website: http://www.financial-ombudsman.org.uk

Whether or not you make a complaint to us and/or refer your 
complaint to the Financial Ombudsman Service, your right to take 
legal action will not be affected.

Other territories

Other territories may also offer complaints and dispute resolution 
arrangements that we are required to follow where we are held to be 
doing business there.

mailto:commercialcomplaintsuk@ajg.com
mailto:tsuk@ajg.com
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deduct the value of sums due (such as premiums or instalments 
under a credit scheme) before sending the balance of any claims 
payment to you.
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Right of set-off

If you are a business, we may at any time, without notice to you, 
set off any liability of yours to us against any liability of us to you, 
whether either liability is present or future, liquidated or 
unliquidated, and whether or not either liability arises under this 
agreement.

If the liabilities to be set off are expressed in different currencies, 
we may convert either liability at a market rate of exchange for the 
purpose of set-off. Any exercise by us of our rights under this 
clause will not limit or affect any other rights or remedies available 
to us under this agreement or otherwise..

Intellectual property rights

We (or our licensors) will retain all ownership, title, copyright and 
other intellectual property rights in all materials developed, 
designed or created by us before or during the provision of 
services to you including systems, methodologies, software, 
know-how and working papers. We will also retain all ownership, 
title, copyright and other intellectual property rights in all reports, 
written advice or other materials provided by us to you. We grant 
you a royalty - free licence to use those materials, but only for the 
purposes for which they were created under this agreement and 
only for as long as this agreement remains in force.

Termination 

Without prejudice to any rights that have accrued under this 
agreement or any other rights or remedies, either party may 
terminate the services contemplated under this agreement by 
giving not less than 30 days’ notice in writing to the other.

If our appointment as your broker is terminated or not renewed, 
we reserve the right to charge an additional or separate fee, 
agreed with you in advance, for any ongoing services performed 
from the date on which our appointment terminates. The terms of 
this agreement will continue to apply in relation to those ongoing 
services.

Notwithstanding anything else contained in this agreement, we are 
not required to act for you, or to continue to act for you, if we 
reasonably consider that to do so would put us in breach of, or 
would expose us or our affiliates to fines, penalties or sanctions 
under, any laws, regulations or professional rules. In such 
circumstances, we will be entitled to terminate our existing 
relationship with you with immediate effect and will not be 
responsible or liable to you for any direct or indirect loss which you 
or any other party may suffer as a result.

Cancellation of your policy

Your insurance contract may include a cancellation clause. For 
more details, please refer to your insurer’s policy documents. If 
you wish to cancel a policy please let us know. If your policy is 
cancelled, the insurer will determine any return premium in 
relation to policies placed by us.

Please see the section above ‘How are we paid for our services?’ 
in relation to our rights to payment of brokerage/commission and 
fees in the event of policy termination.

Currency conversion

We may have to convert funds to another currency in order to settle 
amounts due to insurers. If a repayment of funds is due to you or is 
requested by you after the currency is converted, then any such 
payment will be made in the currency to which the funds have been 
converted. Any shortfall arising from exchange differences remains 
your liability. If you pay a premium in a different currency or to a 
bank account in a different currency from that requested, we may, at 
our discretion, either return the funds to you or convert the money to 
the required currency. In the latter case, the converted funds will be 
applied against the amount due with any shortfall arising from 
exchange differences remaining your liability.

Severability

The invalidity, illegality or unenforceability of any of the provisions of 
this agreement will not affect the validity, legality or enforceability of 
the remaining provisions in this agreement.

Notices

If notice is given to us under or in connection with this agreement, 
except as expressly provided in this agreement, it must be in writing 
and sent to our registered address. We are entitled to give you a 
notice under or in connection with this agreement at your registered 
address (if a company or limited liability partnership) or at your last 
known address (in any other case).

Third party rights

A person who is not party to this agreement has no right under the 
Contracts (Rights of Third Parties) Act 1999 to enforce or to enjoy 
the benefit of any term contained in this agreement.

Circumstances outside of the parties’ control

Neither party will be in breach of this agreement nor liable for delay 
in performing, or failure to perform, any of its obligations under this 
agreement if such delay or failure results from events, 
circumstances or causes beyond its reasonable control. In that 
event, the affected party will notify the other as soon as reasonably 
practicable

Unexpected acts or events

Neither party will be in breach of this agreement nor liable for delay 
in performing, or failure to perform, any of its obligations under this 
agreement if such delay or failure results from events, 
circumstances or causes beyond its reasonable control. In that 
event, the affected party will notify the other as soon as reasonably 
practicable.

Transfer of this agreement

Neither party can transfer their rights nor obligations under this 
agreement in whole or in part to anyone else, except that:

a) we may transfer all or some of our rights and/or obligations to 
one or more other members of the Arthur J Gallagher group of 
companies; and

b) either party may transfer all or some of our rights and/or 
obligations to someone else with the prior written consent of 
the other party, such consent not to be unreasonably withheld 
or delayed.
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Governing law and jurisdiction

The law of England and Wales will apply to this agreement

The parties irrevocably agree that the courts of England and 
Wales will have the necessary jurisdiction to settle any dispute or 
claim that arises out of or in connection with this agreement or its 
subject matter.

 



1. Payments for approval, 11 September 24 Total Net VAT

BACS Confidential payments Sept 24 482.12 482.12 0.00

BACS Working from home allowance Sept 24 18.00 18.00 0.00

BACS HMRC Sept 24 120.40 15.00 0.00

BACS Chichester Payroll Services Sept 24 15.00 15.00 0.00

BACS Clerk's mileage Sept 24 13.39 13.39 0.00

BACS MS 365 Sept 24 12.36 10.30 2.06

BACS O2 mobile phone Sept 24 22.85 19.04 3.81

684.12 572.85 5.87

2. Payments made since the last meeting, 11 July 24

Total Net VAT

BACS Confidenfial payments Aug 24 482.12 482.12 0.00

BACS Working from home allowance Aug 24 18.00 18.00 0.00

BACS HMRC Aug 24 120.60 120.60 0.00

BACS Chichester Payroll Services Aug 24 15.00 15.00 0.00

BACS MS 365 Aug 24 12.36 10.30 2.06

DD O2 mobile phone Aug 24 22.85 19.04 3.81

BACS K Goacher grass cutting cemetery 900.00 750.00 150.00

DC 8x1st & 8x2nd class stamps 17.60 17.60 0.00

BACS Moore external audit fee 2023/24 378.00 315.00 63.00

BACS Wendy Goacher grass cutting St Andrews 

Church 350.00 350.00 0.00

BACS Jeffs Computers website hosting/email 

accounts /SSL certificate fee 2024/25 110.00 110.00 0.00

DD Information Commission's Office, Data 

Protection Fee 2024/25 35.00 35.00 0.00

2,461.53 2,242.66 218.87

3. Receipts since the last meeting, 11 July 24

BACS Aerial Direct mobile phone discount 

16/08/24 3.00

BACS Aerial Direct mobile phone discount 

17/07/24 3.00

BACS Santander bank interest 01/08/24 5.57

BACS Santander bank interest 01/09/24 5.58

17.15

4. Bank reconciliation 

Barclays  

Balance per statement 31/08/24 £48,976.63

Less outstanding payments £0.00

Add outstanding receipts £0.00

Add petty cash £0.00

Revised bank £48,976.63

Cashbook control

Balance forward 01/04/24 £40,057.93

Add total receipts to date £18,208.17



Less total payments to date £9,289.47

Cashbook at 31/08/24 £48,976.63

Santander

Balance per statement 01/09/24 £6,306.67

Less outstanding payments £0.00

Add outstanding receipts £0.00

Add petty cash £0.00

Revised bank £6,306.67

Cashbook control

Balance forward 01/04/24 £6,279.19

Add total receipts to date £27.48

Less total payments to date £0.00

Cashbook at 01/07/24 £6,306.67

Total in both accounts 55,283.30



Partners: Geoff Norman FCCA, Andy Hancock FCCA, Carolyn Rossiter FCA, Mohamed Mavani FCA, Matthew Grief CTA TEP, Nick Bairstow FCA, April Foster FCCA, John Harvey 
BFP ACA FCCA, Tim Woodgates CTA FCCA, Jen Nixon FCCA MAAT, Michelle Watson FCCA,, Robert Pluck FCCA, Gemma Roger FCA  Associates: Paul Nash FCCA,  Amanda Etty 
FCA, Lorna Bloor FCCA, Hannah Sardeson FCCA. Registered to carry on audit work in the UK and regulated for a range of investment business activities; and licensed to carry out the 
reserved legal activity of non-contentious probate in England and Wales by the Institute of Chartered Accountants in England and Wales. An independent member firm of Moore Global 
Network Limited – members in principal cities throughout the world. This firm is not a partner or agent for any other Moore firm and is a separate partnership with offices in Corby, 
Peterborough and Northampton. 

Our ref: 979/1616346

28 August 2024

Ms C Kennett
West Dean Parish Council
53 Skylark Avenue
Emsworth
West Sussex
PO10 7GB

Dear Ms Kennett

Annual Governance and Accountability Return for the Year ended 31 March 2024

Please find enclosed the signed External Audit Report to accompany your Annual Governance and 
Accountability Return for the year ended 31 March 2024.

We also enclose a note of our charges based on the fixed rate audit fee as set by the Smaller 
Authorities’ Audit Appointments Ltd.

Authorities who have not claimed exemption
Regulation 13 of the Accounts and Audit Regulations 2015 stipulate that Authorities, who are not 
inactive Authorities, must publish the following (including on the Authority’s website):

(a) The audited version(s) of the Statement of Accounts and Annual Governance Statement
(b) The auditor’s certificate and opinion
(c) Any public interest report or other recommendation of the auditor.
(d) A form of Notice of Conclusion of Annual Audit

A template Notice of Conclusion of Audit form is available on our website using the following link 
https://www.moore.co.uk/sectors/public-sector/smaller-authorities.

This notice must also state that an elector may inspect those documents at all reasonable times and 
without payment. The address and times when this inspection may be carried out must also be given.   

Yours sincerely

Moore

Encs.

https://www.moore.co.uk/sectors/public-sector/smaller-authorities



