Policy & Resources Committee – 27th January 2021

WEST END PARISH COUNCIL
MINUTES OF THE POLICY & RESOURCES COMMITTEE MEETING
HELD VIRTUALLY ON WEDNESDAY 27th JANUARY 2021 AT 7:15 P.M.
Present:

Councillors

In attendance:

054/21/PR

B Coles Chair
R MacDonald
S Turl
B Tennent
Mr S Mockford, Parish Clerk
Ms E Davies, Admin Officer

PUBLIC PARTICIPATION
One member of the public present.

055/21/PR

DECLARATIONS OF INTERESTS
Members are invited to declare interests in relation to items of business on the
agenda and the interest recorded under the relevant minute.
No declarations received.

056/21/PR

APOLOGIES
Apologies received from Councillors Goguel, Gomer and Asman. Cllr Price
was absent.

057/21/PR

MINUTES OF THE LAST MEETING
November minutes approved at December’s Full Parish meeting. No meeting
held in December.

058/21/PR

MATTERS ARISING
1.

Moorgreen YoutHouse – CCTV Upgrade:
Committee members asked that we contact the supplier of Quotation 1 to
request the addition of infra light technology to enhance the cameras night
vision capabilities. After speaking with the supplier, ‘night vision’ is
included as standard in the 5MP and 4K bullet cameras. Clerk met with
provider on Monday to discuss the quotation. Concerns were raised
regarding the sudden loss of signal from the cameras to the CCTV monitor.
If committee members agreed to proceed with the installation the provider
will visit the site and test each camera to ensure the wires are still live, at a
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cost of £135 + VAT prior to installation. If there is an issue with the wiring,
to avoid the costly expense of digging up the underground wiring, a solution
is to place the cameras on the exterior of the building. Councillors
expressed concerns on placing cameras on the building as these are easily
tampered with. One solution suggested was to put a camera atop a
scaffolding pole. Should there be any issues with the cabling, this would
be a feasible solution and will be investigated if required.
Breakdown of 3 quotes to upgrade Moorgreen CCTV cameras quote
summary below. All quotes are to replace the existing cameras; supply
recording device, monitor and keyboard and installation costs. All systems
also have the capability of remote viewing through a mobile app.
Quotation 1
5 x 5MB Bullet
Cameras
£1,792.73 +VAT

Quotation 2
Quotation 3
Equipment Monthly
£5,627.00 +VAT
Rental = £55 +VAT (1
+ 71months)

5 x 8MB 4K Bullet
Cameras
£1,859.01 +VAT

5 x HD 1080P 4MP
Bullet Cameras

5 x External Vision
8MP (4K) Bullet
Cameras
5 x Infra led lamps for
improved night vision

Maintenance:
£99 Annually

Monthly Maintenance
& Servicing Costs =
£25 +VAT

Maintenance:
5 year all-inclusive
plan £3,600

New cabling will be
an additional cost
£200 +VAT

Total: £80pm +VAT
(7 yr. lease
agreement)

Total: £9,227 +VAT

Cllr Turl proposed and Cllr Tennent seconded that the Council
proceed with Quotation 1. The Committee agreed unanimously.
2.

Parish Centre: Felt Gully Replacement Quotes are currently being
sourced. Having challenges obtaining further quotes. A third company is
due to visit within the next week.
Quote 1:
• Supply and erect small scaffold tower to access the roof safely
• Strip back first 3 rows of tiles, felt and battens along either side of the
felt gulley, setting aside tiles for reuse
• Remove existing bitumen felt from the entire gulley area and discard
into waste skip
• Inspect existing timbers and report back any defects. Allow a pc sum of
up to £1,500 + vat for replacement timbers if required
• Ensuring timbers are in good condition supply and fit a 3 layer ‘BMI
COPAL’ bitumen felt system with self-adhesive underlay and selfadhesive mineral (flame free)
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• Supply and fit new breathable membrane and new treated battens to the
bottom 3 courses of tiles.
• Reinstate tiles on completion, replacing any breakages where required
For the sum of £5,326 + vat (Plus sum of up to £1,500 + VAT if
replacement timbers are required). Additional cost to use liquid
waterproofing resin, instead of bitumen felt within gulley area - £325 +
vat
Quote 2:
• Replace any rotten boards. Strip bottom course of tiles, clean up and
remove loose felt, remove and replace any rotten boards.
• Prime box gutter, install new felt & refit course of tiles
Labour & Materials £1,150
To Note: £26k of funding is being recommended for approval H.E.W.E.B.
Local Area committee on Monday 25th January for upgrades to the Parish
Centre roof, fire doors and installation of staff car park.
Once a third quotation is received, this will be brought back before this
committee for comparison.
3.

Moorgreen Ward, Councillor Vacancy
Closing date for applications is Friday 19th February. No applications
received to date. Clerk has sent out one application form and invited the
prospective applicant to committee meetings. No further contact.
Currently advertising the vacancy on social media and website and all
Parish notice boards.

059/21/PR

CORRESPONDENCE
1.

Eastleigh Police Partnership Update circulated to all Councillor’s. To
Note.

2.

December’s Crime Prevention Bulletin circulated to all Councillor’s. To
Note.

3.

Third Party Reporting Centre’s (TPRC’s). Email received from PCSO
Steve Hill with initial contact looking at the prospect of setting up TPRC’s
at six beat locations. Hedge End Police has responsibility for the most
suitable areas, and highlighted are parish and town councils.
What is a Third Party Reporting Centre?
It is widely accepted that hate crimes are under-reported across all
strands of policing. Not all victims are comfortable with reporting their
experiences directly to the police. The reasons for this may include the
following:
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Victims find visiting police stations intimidating or daunting
Victims think the police won’t believe them or take them
seriously
•
Individuals are unaware they are victims of hate crimes
•
Victims are not aware of alternative ways to report hate crimes
•
Lack of support to help victims make a report, e.g. interpreters
•
Victims fear being outed in terms of their sexuality or disability
•
•

Third Party Reporting Centres (TPRCs) overcome these barriers by
providing an alternative to directly reporting to the police, without
which a number of hate incidents and crimes would never be reported
or recorded. Commonly known as the 3Rs, TPRCs have three main
functions:
A place to report hate crimes
A place to help record hate crimes
A place to help support, signpost and refer victims of hate
crimes

•
•
•

TPRCs provide an alternative way to report a hate crime, give
confidential advice, help you report it, and support you along the way.
You can remain anonymous if you wish, and you don’t need to have
contact with the police if you don’t want to.
The Committee were asked their thoughts on the Parish Centre being used
as a TPRC. Cllrs were unhappy at the potential use of Parish staff in this
role and associated security risks and responsibilities. Deputy Clerk will
be liaising with the local PCSO on this initiative and will bring more
information to the next meeting of this committee.

060/21/PR

4.

The current EBC Local Area Manager has been promoted and will start
her new role from 1st April. A replacement has been recruited, this person
is currently working as a Principal Planning Officer for EBC. To Note.

5.

Clerk gave information on an EBC initiative to develop an action plan for
town centre recovery from the Covid-19 outbreak. This aims to help
secure the long-term future and viability of local businesses in West End
Village Centre by aligning the Action Plan to West End’s identity and
sense of place. Clerk met with the representative at EBC who is leading
the project. Aim is to make sure there is a constant footfall in village and
town centres and how they get people out and shopping locally. The SLA
needs to be signed by West End Parish Council. EBC only ask for advice
and guidance. No other obligation on our side. The project is entirely
funded by the European Union and Central Government.

CORRESPONDENCE to note (previously circulated to all Councillors)
Nothing new to report.
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061/21/PR

REVIEW OF CHARGES for 2021-2022
Councillors reviewed the charges for the 2021/22 period, for the Parish Centre,
Fire Station, Youthouse, Townhill Farm Community Centre and the Newsletter.
Full details of the increased charges can be found in Appendix 2.
Cllr Coles proposed and Cllr Macdonald seconded that an increase in
charges be approved, as seen in Appendix 2. The Committee agreed
unanimously.

062/21/PR

REVIEW OF FINANCIAL REGULATIONS
An Addendum to section 5.7 agreed in November’s meeting.
circulated to all Councillors for review.

This was

No further updates provided by NALC.
Cllr Turl proposed and Cllr MacDonald seconded that the Financial
Regulations for 2020/21 be approved. The committee agreed unanimously.
The Financial Regulations form an Appendix to these Minutes.
Internal auditor due in 1st and 2nd February.
063/21/PR

PARISH CENTRE
1. Workshop - Nothing new to report.
2. Parish Centre – Update discussed under Matters Arising
3. Car park – Staff car park project – funding to be approved by HEWEB
Local Area Committee. An updated quote will be requested and site visit from
the EBC Grounds Maintenance Team.
4. Café - Café is closed until at least 15th February 2021. Meeting held with
the Café Manager, Clerk and Admin Officer to discuss events for 2021 and a
marketing action plan for the Café. Café Manager has advised we need to
purchase a new Panini machine at a cost of £300 as existing machine is over 5
years old and very well used. Café Manager has also requested the purchase of
a pastie oven for use to keep sausage rolls, pasties, jacket potatoes warm at a
cost of £500. This will help with takeaway orders. Councillors unanimously
agreed to purchase the above items.
Re-launched the Hatch Café Facebook page – 50% increase in Page ‘likes’ since
the middle of December. The Committee were asked their thoughts on changing
the supplier to a local meat producer, with a re-launch: “The Hatch Café is proud
to support local businesses.” The supplier has not yet been approached. This
will be brought up again at the next meeting of this committee. Cllrs also
suggested that a local fruit and vegetable supplier be looked into.
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EBC Health & Safety Executive recently undertook a spot check phone call to
go through café Covid procedures. Cleaning procedures, cleaning, what hand
sanitation in place, what posters and one way system and shielding from staff .
No further action is needed.
Previously agreed to delay refurbishment until next financial year, with quotes
to be obtained. Clerk will ask the new LAM if some of the Parish funds can be
used for the café refurbishment. This will be fed back at the next meeting. Cllrs
also agreed to explore loan options for funds for the café refurbishment.
5. Bookings
• As previously reported – all bookings apart from pre-schools and the
after-school club have been cancelled.
• If current lockdown restrictions are in place until the end of March – this
will impact our budgeted income by approximately £10k.
6. Library
Currently offering a click and collect service only.
064/21/PR

FIRE STATION
The deadline for a decision on the planning application was 7th January,
however we have been notified the Planning Officer (PO) tasked with the
application has left EBC. A new Planning Officer has been assigned and has
requested further information and will be extending the decision date. To Note.
Notice has been given to terminate the cleaning contract at the Parish Centre and
THFCC. End date is 31st March. Clerk sought legal advice through HALC,
regarding the March to July invoices and the charges to the Parish for additional
costs to furlough staff. The solicitor’s advice is to pay the invoices. Cllrs
unanimously agreed to pay the outstanding invoices to the amount of £1,679.81.

065/21/PR

YOUTH FACILITY
Open for the pre-school – after school club currently closed. The Youth Club is
also closed during this period of lockdown. Meeting still to be held with the
Owner of Little Gems, regarding the extension to the boundary of their outside
area.
CCTV Upgrade – discussed under Matters Arising.

066/21/PR

TOWNHILL FARM COMMUNITY CENTRE
General . Nothing new to report.
Noah’s Ark Pre-school did not open until 18.1.21
Townhill Farm Ltd. Nothing new to report.
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067/21/PR

HILLDENE COMMUNITY CENTRE
Nothing to report.

068/20/PR

MONTHLY ACCOUNTS
The Financial Statements and list of payments for December 2020 previously
circulated to Councillors with agenda. The list of payments will form appendix
to minutes.
Expenditure over £500 (excluding salaries/pensions/NI/utility bills/rates etc.)
during December 2020.
£2000
£714.65

Treemenders
Absolute Technology

Various tree works
IT support

Credit card payments: £363.15 Café; £293.21 Parish Centre maintenance;
£178.92 Staff training; £76.50 Rec. maintenance; £65.88 postage; £231.00 Fire
Station; £70.94 Misc.
Councillor MacDonald proposed and Councillor Turl seconded that it be
resolved that the financial statements for December 2020 be approved. The
Committee agreed unanimously.
IT Review
Meeting to be held in the New Year. Cllrs discussed the lending of laptops, as
is done by some other local councils - to councillors who have compatibility
issues with their current equipment and online meeting software. This will be
brought up at the next meeting of the IT committee. The continuing use of
virtual meeting will also be discussed and, if need be, integrated into long term
IT policy.
CIP Review
February’s meeting.
069/21/PR

NEWSLETTER
Cllrs agreed to delay the distribution of the newsletter. The issue date will be
discussed at the March meeting of this committee. Cllr Coles suggested that
the next edition could include an article on Parish initiatives that have taken
place during lockdown. Income from advertisements approximately £500 for
this edition up from £400 from the previous edition. Councillors agreed to have
a mid-year participatory budget review, with the aim that this money be used to
help groups resume their activities after lockdown.
Committee were also asked their thoughts on sending virtual Christmas cards
this year, to save money and be better for the environment. Councillors agreed
that this would be a good way to proceed, with some cards still posted to
7
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recipients who do not have access to the internet. Cllr Macdonald suggested
some useful software for use in the making of cards and associated video
content.
070/21/PR

UPDATE ON COUNCILLOR TRAINING
Clerk is in the process of setting up training folders for all members of staff and
Councillors. Clerk will send a list of courses to all councillors – for them to
indicate which ones they’ve attended and which ones they feel would be of
benefit for them to attend at some point in the future.
Councillor training currently offered by HALC is What You Need To Know –
2 part course.

071/21/PR

DATE OF NEXT MEETING
Wednesday 24th February 2021 at 7:15p.m.
The meeting closed at 20:32p.m.
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Appendix – List of Payments December 2020
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Appendix 2: REVIEW OF CHARGES for 2021-2022 – Parish Centre, Fire Station, YoutHouse, Townhill Farm Community Centre
Parish Centre, Fire Station, YoutHouse
CURRENT CHARGE INC. VAT

AGREED
CHARGES

PERECNTAGE INCREASES

2020/21

0.70%

3.00%

5.00%

2021/22 (Rounded
up)

£16.00

£16.11

£16.48

£16.80

£16.50

£36.00

£36.25

£37.08

£37.80

£37.00

£13.09

£13.39

£13.65

£13.50

£137.96

£141.11

£143.85

£141.00

MAIN HALL
Weekdays
MAIN HALL
Weekends
KITCHEN FACILITIES
(MAIN HALL)

CHURCH

£13.00
If hiring another space @
Parish Centre
£137.00
Per session

CHILDREN’S PARTY

£27.00

£27.19

£27.81

£28.35

£28.00

SPORTS HALL

£15.00

£15.11

£15.45

£15.75

£15.50

BADMINTON
(CONCESSIONARY)

£12.50

£12.59

£12.88

£13.13

£13.00

FIRE STATION - COMMITTEE
ROOM

£12.50

£12.59

£12.88

£13.13

£13.00

FIRE STATION - CFS

£620.00

£624.34

£638.60

£651.00

£638.50
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CURRENT CHARGE INC. VAT

AGREED
CHARGES

PERECNTAGE INCREASES

2020/21

0.70%

3.00%

5.00%

2021/22 (Rounded
up)

YOUTH FACILITY

£12.00

£12.08

£12.36

£12.60

£12.50

CHILDREN’S PARTY

£27.00

£27.19

£27.81

£28.35

£28.00

KIDS CLUB (JIMMY'S)

£8.00

£8.06

£8.24

£8.40

£8.50

LITTLE GEMS

£12.00

£12.08

£12.36

£12.60

£290.00

£292.03

£298.70

£307.66

£12.50

HILLDENE COMMUNITY
CENTRE
WEST END PRE-SCHOOL

£299.00

Townhill Farm Community Centre & Newsletter
CURRENT CHARGES
PER HOUR INC. VAT

PERCENTAGE INCREASE

AGREED CHARGES
2021/22 (ROUND FIGURES)

2020/21

0.70%

3.00%

5.00%

£15.00

£15.11

£15.45

£15.75

£15.50

£30.00

£30.21

£30.90

£31.50

£31.00

£11.00

£11.08

£11.33

£11.55

£11.50

MAIN HALL
Weekdays
MAIN HALL
Weekends
COFFEE LOUNGE
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Weekdays
COFFEE LOUNGE
£15.00

£15.11

£15.45

£15.75

£15.50

£27.00

£27.19

£27.81

£28.35

£28.00

£35.00

£35.25

£36.05

£36.75

£36.00

NOAH’S ARK

£12.00

£12.08

£12.36

£12.60

£12.50

OFFICE & COFFEE
LOUNGE

£575.00

£579.03

£592.25

£603.75

£590.00

BROWNIES,
RAINBOWS &
GUIDES

£11.00

£11.08

£11.33

£11.55

£11.50

LIFE LINK

£19.50

£19.64

£20.09

£20.48

£20.00

Weekends
CHILDREN’S PARTY
Main Hall
CHILDREN’S PARTY
Main Hall & Coffee
Lounge
CONCESSIONARY
RATES

NEWSLETTER

CURRENT CHARGES EXC. VAT

2020/21

AGREED CHARGES
2021/22 (ROUND FIGURES)

PERCENTAGE INCREASE
0.70%

3.00%
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LOCAL BUSINESS
DIRECTORY LISTING

£20.00

£20.14

£20.60

£21.00

£20.50

EIGHTH PAGE
ADVERT

£45.00

£45.32

£46.35

£47.25

£46.50

£151.05

£154.50

£157.50

£155.00

£85.60

£87.55

£89.25

£88.00

£287.00

£293.55

£299.25

£294.00

£161.12

£164.80

£168.00

£165.00

per edition
EIGHTH PAGE
ADVERT

£150.00
for 4 editions

QUARTER PAGE
ADVERT

£85.00
or per edition

QUARTER PAGE
ADVERT

£285.00
for 4 editions

HALF PAGE ADVERT

£160.00
for 1 edition

SPONSORSHIP

FOR FOUR EDITIONS –
INCLUDES QUARTER
PAGE ADVERT AND
HALF PAGE EDITORIAL

Out to Competitive
“Tender” to West
End Traders with
bids in excess of
£550.00
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Appendix 3 – Financial Regulations

WEST END PARISH COUNCIL
FINANCIAL REGULATIONS
Adopted by West End Parish Council on 10th February 2021
1.

GENERAL

1.1

These financial regulations govern the conduct of the financial transactions of the Council
and may only be amended or varied by resolution of the Council. Financial Regulations
are one of the Council’s two governing policy documents providing procedural guidance
for members and officers. Financial regulations must be observed in conjunction with the
Council’s Standing Orders.

1.2.

The Council is responsible in law for ensuring that its financial management is adequate
and effective and that the Council has a sound system of internal control which facilitates
the effective exercise of the Council’s functions, including arrangements for the
management of risk.

1.3.

The Council’s accounting control systems must include measures:
• for the timely production of accounts;
• that provide for the safe and efficient safeguarding of public money;
• to prevent and detect inaccuracy and fraud; and
• identifying the duties of officers.

1.4.

These Financial Regulations demonstrate how the Council meets these responsibilities
and requirements.

1.5.

At least once a year, prior to approving the Annual Governance Statement, the Council
must review the effectiveness of its system of internal control which shall be in
accordance with proper practices. See Appendix A

1.6. Deliberate or willful breach of these Regulations by an employee may give rise to
disciplinary
proceedings.
1.7.

Members of Council are expected to follow the instructions within these Regulations and
not to entice employees to breach them. Failure to follow instructions within these
Regulations brings the office of Councillor into disrepute.

1.8

The Responsible Financial Officer (RFO) for the Parish of West End will be the Clerk to
the Parish Council who under the policy direction of the Council shall be responsible for
the proper administration of the Council's affairs.
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1.9.

The RFO
• acts under the policy direction of the council;
• administers the council's financial affairs in accordance with all Acts, Regulations
and proper practices;
• determines on behalf of the council its accounting records and accounting control
systems;
• ensures the accounting control systems are observed;
• maintains the accounting records of the council up to date in accordance with
proper practices;
• assists the council to secure economy, efficiency and effectiveness in the use of its
resources; and
• produces financial management information as required by the Council.

1.10. The accounting records determined by the RFO shall be sufficient to show and explain
the Council’s transactions and to enable the RFO to ensure that any income and
expenditure account and statement of balances, or record of receipts and payments and
additional information, as the case may be, or management information prepared for the
council from time to time comply with the Accounts and Audit Regulations.
1.11. The accounting records determined by the RFO shall in particular contain:
• entries from day to day of all sums of money received and expended by the council
and the matters to which the income and expenditure or receipts and payments
account relate;
• a record of the assets and liabilities of the council; and
• wherever relevant, a record of the council’s income and expenditure in relation to
claims made, or to be made, for any contribution, grant or subsidy.
1.12. The accounting control systems determined by the RFO shall include:
• procedures to ensure that the financial transactions of the council are recorded as
soon as reasonably practicable and as accurately and reasonably as possible;
• procedures to enable the prevention and detection of inaccuracies and fraud and the
ability to reconstruct any lost records;
• identification of the duties of officers dealing with financial transactions and division
of responsibilities of those officers in relation to significant transactions;
• procedures to ensure that uncollectable amounts, including any bad debts are not
submitted to the council for approval to be written off except with the approval of the
RFO and that the approvals are shown in the accounting records; and
• measures to ensure that risk is properly managed.
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1.13. The Council is not empowered by these Regulations or otherwise to delegate certain
specified decisions. In particular any decision regarding:
• setting the final budget or the precept (council tax requirement);
• approving accounting statements;
• approving an annual governance statement;
• borrowing;
• writing off bad debts;
• declaring eligibility for the General Power of Competence; and
• addressing recommendations in any report from the internal or external auditors,
shall be a matter for the full Council only.
1.14. In addition, the Council must:
• determine and keep under regular review the bank mandate for all Council bank
accounts;
• approve any grant or a single commitment in excess of £5,000; and
• in respect of the annual salary for any employee have regard to recommendations
about annual salaries of employees made by the Personnel Committee in accordance
with its terms of reference.
1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the
regulations’ shall mean the regulations issued under the provisions of section 27 of the
Audit Commission Act 1998, or any superseding legislation, and then in force unless
otherwise specified. In these financial regulations the term ‘proper practice’ or ‘proper
practices’ shall refer to guidance issued in Governance and Accountability for Local
Councils - a Practitioners’ Guide (England) issued by the Joint Practitioners Advisory
Group (JPAG), available from the websites of NALC and the Society for Local Council
Clerks (SLCC).
1.16

In absence of the RFO due to leave, sickness or vacancy, the duties would be carried
out by the Treasurer in conjunction with the Chairman, Vice Chairman, Chairman of
Policy & Resources Committee and the Deputy Clerk, where appropriate.

2.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

2.1

All accounting procedures and financial records of the Council shall be determined by
the RFO as required by the Accounts and Audit Regulations, appropriate guidance
and proper practices.

2.2

Twice per annum – October and at financial year end, a member other than the
Treasurer (or cheque signatory) shall be appointed to verify (by signature) bank
reconciliations (for all Accounts) produced by the RFO. This shall be reported to the
Policy & Resources Committee and subsequently ratified by full Council.
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2.3

The RFO shall be responsible for completing the annual statement of accounts,
annual report, and an related documents of the Council contained in the Annual
Return (as specified in proper practices) as soon as practicable after the end of the
financial year and having certified the accounts shall submit them and report thereon
to the Council within the time scale set by Accounts and Audit Regulations.

2.4

The Council shall ensure that there is an adequate and effective system of internal
audit of its accounting records, and of its system of internal control in accordance
with proper practices. Any officer or member of the Council shall make available such
documents and records as appear to the Council to be necessary for the purpose of
the audit and shall, as directed by the Council, supply the RFO, Internal Auditor, or
External Auditor with such information and explanation as the Council considers
necessary for that purpose.

2.5.

The Internal Auditor shall be appointed by and shall carry out the work in relation to
internal controls required by the Council in accordance with proper practices.

2.6.

The Internal Auditor shall:
• be competent and independent of the financial operations of the Council;
• report to Council in writing, or in person, on a regular basis with a minimum of one
annual written report during each financial year;
• to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and
• has no involvement in the financial decision making, management or control of the
Council

2.7.

Internal or External Auditors may not under any circumstances:
• perform any operational duties for the Council;
• initiate or approve accounting transactions; or
• direct the activities of any Council employee, except to the extent that such
employees have been appropriately assigned to assist the Internal Auditor.

2.8.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

2.9.

The RFO shall make arrangements for the exercise of electors’ rights in relation to the
accounts including the opportunity to inspect the accounts, books, and vouchers and
display or publish any notices and statements of account required by Audit
Commission Act 1998, or any superseding legislation, and the Accounts and Audit
Regulations.

2.10. The RFO shall, without undue delay, bring to the attention of all Councillors any
correspondence or report from Internal or External auditors.
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2.11

A review of the effectiveness of the internal audit and a financial year-end checklist to
be conducted
annually. See Appendices A and B.

3.

ANNUAL ESTIMATES (BUDGETS) AND FORWARD PLANNING

3.1.

3.2.

3.3.
3.4.

3.4

4.
4.1.

Each committee shall review its forecast of revenue and capital receipts and payments.
Having regard to the forecast, it shall thereafter formulate and submit proposals for the
following financial year to the council not later than the end of October each year including
any proposals for revising the forecast.
The RFO must each year, by no later than November prepare detailed estimates of all
receipts and payments including the use of reserves and all sources of funding for the
following financial year in the form of a budget to be considered by the Policy &
Resources Committee and the Council.
The Council shall consider annual budget proposals in relation to the Council’s forecast
of revenue and capital receipts and payments including recommendations for the use of
reserves and sources of funding and update the forecast accordingly.
The Council shall fix the precept (council tax requirement), and relevant basic amount of
council tax to be levied for the ensuing financial year not later than by the end of January
each year. The RFO shall issue the precept to the billing authority and shall supply each
member with a copy of the approved annual budget.
The approved annual budget shall form the basis of financial control for the ensuing
year.
BUDGETARY CONTROL AND AUTHORITY TO SPEND
Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:
• the council for all items over £5,000;
• a duly delegated committee (Policy & Resources) of the Council for items over £500;
or
• the Clerk, in conjunction with Chairman of Council, Treasurer or Chairman of the
appropriate committee, for any items below £500.
Such authority is to be evidenced by a minute or by an authorisation slip duly signed by
the Clerk, and where necessary also by the appropriate Chairman. Contracts may not
be disaggregated to avoid controls imposed by these regulations.

4.2.

No expenditure may be authorised that will exceed the amount provided in the revenue
budget for that class of expenditure other than by resolution of the council, or duly
delegated committee. During the budget year and with the approval of Council having
considered fully the implications for public services, unspent and available amounts may
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be moved to other budget headings or to an earmarked reserve as appropriate
(‘virement’).
4.3.

Unspent provisions in the revenue or capital budgets for completed projects shall not be
carried forward to a subsequent year.

4.4.

The salary budgets are to be reviewed at least annually in by the Personnel Committee
in October/November for the following financial year and such review shall be evidenced
by a hard copy schedule signed by the Clerk and the Chairman of Council or relevant
committee. The RFO will inform committees of any changes impacting on their budget
requirement for the coming year in good time.

4.5.

In cases of extreme risk to the delivery of Council services, the Clerk may authorise
revenue expenditure on behalf of the council which in the Clerk’s judgement it is
necessary to carry out. Such expenditure includes repair, replacement or other work,
whether or not there is any budgetary provision for the expenditure, subject to a limit of
£2,000. The Clerk shall report such action to the Chairman as soon as possible and to
the Council as soon as practicable thereafter.

4.6.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the Council is
satisfied that the necessary funds are available and the requisite borrowing approval has
been obtained.

4.7.

All capital works shall be administered in accordance with the Council's standing orders
and financial regulations relating to contracts.

4.8.

The RFO shall regularly provide the council with a statement of receipts and payments
to date under each head of the budgets, comparing actual expenditure to the appropriate
date against that planned as shown in the budget. These statements are to be prepared
at least at the end of each financial quarter and shall show explanations of material
variances. For this purpose “material” shall be in excess of 15% of the budget.

4.9.
Changes in earmarked reserves shall be approved by Council as part of the budgetary
control process.
5.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

5.1

The Council's banking arrangements, including the bank mandate, shall be made by
the RFO and
approved by the Council; banking arrangements may not be delegated to a Committee.
They shall be
regularly reviewed for efficiency.
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5.2.

The RFO shall prepare a schedule of payments requiring authorisation, forming part of
the Agenda for the Meeting and, together with the relevant invoices, present the schedule
to the Policy & Resources Committee. The Committee shall review the schedule for
compliance and, having satisfied itself shall authorise payment by a resolution. The
approved schedule shall be ruled off and initialled by the Treasurer . A detailed list of all
payments shall be disclosed within or as an attachment to the minutes of the meeting at
which payment was authorised. Personal payments (including salaries, wages, expenses
and any payment made in relation to the termination of a contract of employment) may
be summarised to remove public access to any personal information.

5.3.

All invoices for payment shall be examined, verified and certified by the RFO to confirm
that the work, goods or services to which each invoice relates has been received, carried
out, examined to include VAT calculations, and represents expenditure previously
approved by the Council.

5.4.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available Policy & Resources Committee
meeting.

5.5.

The Clerk/RFO shall have delegated authority to authorise the payment of items only in
the following circumstances:
a)
If a payment is necessary to avoid a charge to interest under the Late Payment of
Commercial
Debts (Interest) Act 1998, and the due date for payment is before the next scheduled
Meeting of Council, where the Clerk and RFO certify that there is no dispute or other
reason to delay payment, provided that a list of such payments shall be submitted
to the next appropriate meeting of the Policy & Resources Committee;
b)
An expenditure item authorised under 5.6 below (continuing contracts and
obligations) provided that
a list of such payments shall be submitted to the next appropriate meeting of the
Policy & Resources Committee; or
c) fund transfers within the Council’s banking arrangements normally up to the sum of
£10,000,
provided that a list of such payments shall be submitted to the next appropriate
meeting of the Policy & Resources Committee, with an option to agree an increased
amount if necessary. (For example, the RFO had to transfer £25,000 on occasion to
clear an outstanding account)
5.6.

For each financial year the Clerk and RFO shall draw up a list of due payments which
arise on a regular basis as the result of a continuing contract, statutory duty, or obligation
(such as but not exclusively) Salaries, PAYE and NI, Superannuation Fund and regular
maintenance contracts and the like for which the Policy & Resources Committee may
authorise payment for the year provided that the requirements of regulation 4.1
(Budgetary Controls) are adhered to, provided also that a list of such payments shall be
submitted to the next appropriate meeting of the Committee.
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5.7.

A record of weekly payments made under 5.6 above shall be drawn up. This list of
payments together with all relevant invoices, estimates etc. related to this payment will
be scanned and forwarded to two members of the Council on each and every
occasion. Confirmation of authorisation is returned via e-mail to the Clerk and RFO
prior to payment being made.
This controls the risk of duplicated payments being authorised and / or made.

5.8.

In respect of grants the Policy & Resources Committee shall approve expenditure within
any limits set by Council and in accordance with any policy statement approved by
Council. Any Revenue or Capital Grant in excess of £5,000 shall before payment, be
subject to ratification by resolution of the Council. WEPC currently offers grants through
the Participatory Budgeting (community grants) exercise, total amount is either
£2000/£3000

5.9.

Members are subject to the Code of Conduct that has been adopted by the Council and
shall comply with the Code and Standing Orders when a decision to authorise or instruct
payment is made in respect of a matter in which they have a disclosable pecuniary or
other interest, unless a dispensation has been granted.

5.10. The Council will aim to rotate the duties of members in these Regulations so that onerous
duties are shared out as evenly as possible over time.
5.11. Any changes in the recorded details of suppliers, such as bank account records, shall
be approved in
writing by a Member.
6.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1.

The Council will make safe and efficient arrangements for the making of its payments.
West End Parish Council operates a ‘sweeping’ facility for transfers between bank
accounts which is automatically carried out daily by the Bank.

6.2.

Following authorisation under Financial Regulation 5 above, the council, a duly delegated
committee or, if so delegated, the Clerk or RFO shall give instruction that a payment shall
be made

6.3.

All payments shall be affected by cheque or other instructions to the Council's bankers,
or otherwise, in accordance with a resolution of the Policy & Resources Committee

6.4.

Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to the Policy & Resources Committee shall be signed by two
members of Council and countersigned by the Clerk, in accordance with a resolution
instructing that payment. A member who is a bank signatory, having a connection by
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virtue of family or business relationships with the beneficiary of a payment, should not,
under normal circumstances, be a signatory to the payment in question.
6.5.
6.6.

To indicate agreement of the details shown on the cheque or order for payment with the
counterfoil and the invoice or similar documentation, the signatories shall each also initial
the cheque counterfoil.
Cheques or orders for payment shall not normally be presented for signature other than
at a Policy & Resources Committee meeting (including immediately before or after such
a meeting). Any signatures obtained away from such meetings shall be reported to the
Policy & Resources Committee at the next convenient meeting.

6.7.

Payment for utility supplies (energy, telephone and water) and any National NonDomestic Rates may be made by variable direct debit provided that the instructions are
signed by two members and any payments are reported to Council as made. The
approval of the use of a variable direct debit shall be renewed by resolution of the Council
regularly.

6.8.

Payment for certain items (principally salaries) may be made by banker’s standing order
provided that the instructions are signed, or otherwise evidenced by two members are
retained and any payments are reported to council as made. The approval of the use of
a banker’s standing order shall be renewed by resolution of the council at regularly.

6.9.

Payment for certain items may be made by BACS or CHAPS methods provided that the
instructions for each payment are signed, or otherwise evidenced, by two authorised
bank signatories, are retained and any payments are reported to council as made. The
approval of the use of BACS or CHAPS shall be renewed by resolution of the Council
regularly.

6.10. Payment for certain items may be made by internet banking transfer provided evidence
is retained showing which members approved the payment.
6.11. No employee or Councillor shall disclose any PIN or password, relevant to the working
of the Council or its bank accounts, to any person not authorised in writing by the Council
or a duly delegated committee.
6.12. Regular back-up copies of the records on any computer shall be made and shall be
stored securely away using ‘the cloud’.
6.13. The Council, and any members using computers for the Council’s financial business,
shall ensure that anti-virus, anti-spyware and firewall software with automatic updates,
together with a high level of security, is used.
6.14. Where internet banking arrangements are made with any bank, the Clerk [RFO] shall be
appointed as the Service Administrator. The bank mandate approved by the council shall
identify a number of councillors who will be authorised to approve transactions on those
accounts. The bank mandate will state clearly the amounts of payments that can be
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instructed by the use of the Service Administrator alone, or by the Service Administrator
with a stated number of approvals.
6.15. Access to any internet banking accounts will be directly to the access page (which may
be saved under “favourites”), and not through a search engine or e-mail link.
Remembered or saved passwords facilities must not be used on any computer used for
council banking work. Breach of this Regulation will be treated as a very serious matter
under these regulations.
6.16. Changes to account details for suppliers, which are used for internet banking may only
be changed on written hard copy notification by the supplier and supported by hard copy
authority for change signed by the Clerk / RFO.
6.17. Any Debit Card issued for use will be specifically restricted to the Clerk / RFO and will
also be restricted to a single transaction maximum value of £500 unless authorised by
Policy & Resources Committee in writing before any order is placed. West End Parish
Council do not currently use a Debit Card.
6.18. Any purchases using the corporate credit card or trade card accounts opened by the
Council will be approved by the Clerk/RFO up to a maximum limit of £3000 and shall be
subject to automatic payment in full at each month-end. Credit card to be kept securely
in Parish Office safe when not in use. Individual Trade cards issued to Ground staff
personally. Personal credit or debit cards of members or staff shall not be used under
any circumstances.
6.19

The RFO may provide petty cash to officers for the purpose of defraying operational and
other expenses, including incidential purchases for the Hatch Café. Vouchers for
payments made shall be forwarded to the RFO with a claim for reimbursement.
a) The RFO shall maintain a petty cash float of £200 for the purpose of defraying
operational and other
expenses. Vouchers/receipts for payments made from petty cash shall be kept to
substantiate the payment.
b) Income received must not be paid into the petty cash float but must be separately
banked, as
provided elsewhere in these regulations.
c) Payments to maintain the petty cash float shall be shown separately on the schedule
of payments
presented to council under 5.2 above.
7

PAYMENT OF SALARIES

7.1.
As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on
all employers by PAYE and National Insurance legislation. The payment of all salaries
shall be made in accordance with payroll records and the rules of PAYE and National
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Insurance currently operating, and salary rates shall be as agreed by the Personnel
Committee.
7.2.

Payment of salaries and payment of deductions from salary such as may be required to
be made for tax, national insurance and pension contributions, or similar statutory or
discretionary deductions must be made in accordance with the payroll records and on
the appropriate dates stipulated in employment contracts, provided that each payment is
reported to the next available Policy & Resources meeting, as set out in these regulations
above.

7.3.

No changes shall be made to any employee’s pay, emoluments, or terms and conditions
of employment without the prior consent of the Personnel Committee

7.4.

Each and every payment to employees of net salary and to the appropriate creditor of
the statutory and discretionary deductions shall be recorded in a separate confidential
record. This confidential record is not open to inspection or review (under the Freedom
of Information Act 2000 or otherwise) other than:
a) by any councillor who can demonstrate a need to know;
b) by the internal auditor;
c) by the external auditor; or
d) by any person authorised under Audit Commission Act 1998, or any
superseding legislation.

7.5.

The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure that
only payments due for the period have actually been paid.

7.6

All time sheets shall be certified as to accuracy by or on behalf of the RFO.

7.7.

Any termination payments shall be supported by a clear business case and reported to
the council. Termination payments shall only be authorised by Council.

7.8.

Before employing interim staff, the Council must consider a full business case.

7.9

The RFO calculates salaries and wages in house using Earnie software. Monthly
payments are made by
BACS using Lloyds Online Banking and are subject to approval as per Section 6.3 above

8

LOANS AND INVESTMENTS

8.1.

All borrowings shall be affected in the name of the Council, after obtaining any necessary
borrowing approval. Any application for borrowing approval shall be approved by Council
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as to terms and purpose. The application for borrowing approval, and subsequent
arrangements for the loan shall only be approved by full Council.
8.2.

Any financial arrangement which does not require formal borrowing approval from the
Secretary of State (such as Hire Purchase or Leasing of tangible assets) shall be subject
to approval by the full Council. In each case a report in writing shall be provided to council
in respect of value for money for the proposed transaction.

8.3.

The Council will arrange with the Council’s banks and investment providers for the
sending of a copy of each statement of account.

8.4.

All loans and investments shall be negotiated in the name of the Council and shall be
for a set period in accordance with Council policy.

8.5.

The Council shall consider the need for an Investment Policy which, if drawn up, shall be
in accordance with relevant regulations, proper practices and guidance. Any Policy shall
be reviewed by the Council at least annually. See appendix C.

8.6. All investments of money under the control of the Council shall be in the name of the
Council.
8.7.

All investment certificates and other documents relating thereto shall be retained in the
custody of the RFO.

8.8.

Payments in respect of short term or long-term investments, including transfers between
bank accounts held in the same bank, or branch, shall be made in accordance with
Regulation 5 (Authorisation of payments) and Regulation 6 (Instructions for payments).

9

INCOME

9.1.

The collection of all sums due to the Council shall be the responsibility of and under the
supervision of the RFO.

9.2.

Particulars of all charges to be made for work done, services rendered or goods supplied
shall be agreed annually by the Council, notified to the RFO and the RFO shall be
responsible for the collection of all accounts due to the Council.

9.3. The Council will review all fees and charges at least annually, following a report of the
Clerk.
9.4.

Any sums found to be irrecoverable and any bad debts shall be reported to the Council.
West End Parish Council’s agreed procedure for dealing with bad debts :
• if a debt is over three months’ – following receipt of monthly statements, a formal
letter will be sent asking for immediate settlement of outstanding account
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•
•

if necessary and/or appropriate, negotiate payment terms within 2 weeks
if no payment forthcoming, advise that formal proceedings will be taken (this would
generally be through Small Claims Court)

9.5.

All sums received on behalf of the Council shall be banked intact as directed by the RFO.
In all cases, all receipts shall be deposited with the Council's bankers weekly.

9.6.

The origin of each receipt shall be entered on the paying-in slip. Specifically printed and
sequentially numbered duplicate receipt books are used for all income.

9.7.

Personal cheques shall not be cashed out of money held on behalf of the Council.

9.8.

The RFO shall promptly complete any VAT Return that is required. Any repayment claim
due in accordance with VAT Act 1994 section 33 shall be made at least annually
coinciding with the financial year end.

9.9.

Where any significant sums of cash are regularly received by the Council, the RFO shall
take such steps as are agreed by the Council to ensure that more than one person is
present when the cash is counted in the first instance, that there is a reconciliation to
some form of control such as ticket issues, and that appropriate care is taken in the
security and safety of individuals banking such cash.

9.10

Section 22 of WEPC’s Employee Handbook ‘Cash Handling Policy’ outlines the
responsibilities and
procedures regarding the handling of cash.

10

ORDERS FOR WORK, GOODS AND SERVICES

10.1. The RFO will issue an official order by letter for all work, goods and services in excess
of £500 in value unless supplied a formal contract (See section 11). Copies of orders
shall be retained until such time as the contents have been checked against the invoice(s)
for the work, goods or services to which they apply.
10.2. Order books shall be controlled by the RFO.
10.3.

All members and officers are responsible for obtaining value for money at all times. An
officer issuing an official order shall ensure as far as reasonable and practicable that the
best available terms are obtained in respect of each transaction, usually by obtaining
three or more quotations or estimates from appropriate suppliers, subject to any de
minimis provisions in Regulation 11.1 below.

10.4. A member may not issue an official order or make any contract on behalf of the Council.
10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue of any
order, and in the case of new or infrequent purchases or payments, the RFO shall ensure
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that the statutory authority shall be reported to the meeting at which the order is approved
so that the minutes can record the power being used.
11

CONTRACTS

11.1. Procedures as to contracts are laid down as follows:
a)

Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation need
not apply to contracts which relate to items (i) to (vi) below:
i.
for the supply of gas, electricity, water, sewerage and telephone services;
ii.
for specialist services such as are provided by legal professionals acting in
disputes;
iii.
for work to be executed or goods or materials to be supplied which consist
of repairs to or parts for existing machinery or equipment or plant;
iv.
for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the Council;
v.
for additional audit work of the external auditor up to an estimated value of
£500 (in excess of this sum the Clerk and RFO shall
act after consultation with the Chairman and Vice Chairman of Council);
and
vi.
for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

b) Where it is intended to enter into a contract :
•

•
•
•
•
•
•
•

exceeding £5,000 in value for the supply of goods or materials or for the
execution of works or specialist services other than such goods, materials,
works or specialist services as are excepted as set out in 11.2, the RFO shall
invite tenders from at least three firms to be taken from the appropriate
approved list. The relevant committee will scrutinize the three quotes and
make the decision
where estimated cost is below £5,000, the Clerk may select a supplier without
tendering although reasons for accepting this quote
must be documented in writing and retained for six years. The Clerk to
consider best value when recommending and to justify why
only one quote has been obtained, e.g. difficult to get more than one quote and
consideration given to the amount of officer time
spent trying to get these quotes.
expenditures of £5,000 or less in value, i.e between £2,000 and £5,000, a
Committee decision is required before proceeding with
the contract with documented reasons for accepting the quote from the
particular contractor.
below £2,000. The Clerk is authorised to proceed with contract and report
back to relevant committee.
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12

1

c)

The full requirements of The Regulations, as applicable, shall be followed in
respect of the tendering and award of a public supply contract, public service
contract or public works contract which exceed thresholds in The Regulations set
by the Public Contracts Directive 2014/24/EU (which may change from time to
time)1.

d)

When applications are made to waive financial regulations relating to contracts to
enable a price to be negotiated without competition the reason shall be embodied
in a recommendation to the Council.

e)

Such invitation to tender shall state the general nature of the intended contract
and the Clerk shall obtain the necessary technical assistance to prepare a
specification in appropriate cases. The invitation shall in addition state that tenders
must be addressed to the Clerk in the ordinary course of post. Each tendering firm
shall be supplied with a specifically marked envelope in which the tender is to be
sealed and remain sealed until the prescribed date for opening tenders for that
contract.

f)

All sealed tenders shall be opened at the same time on the prescribed date by the
Clerk in the presence of at least one member of Council.

g)

If less than three tenders are received for contracts above £5,000 or if all the
tenders are identical the Council may make such arrangements as it thinks fit for
procuring the goods or materials or executing the works.

h)

Any invitation to tender issued under this regulation shall be subject to Standing
Orders, no. 28 Financial Matters, and shall refer to the terms of the Bribery Act
2010.

i)

The Council shall not be obliged to accept the lowest or any tender, quote or
estimate.

j)

Should it occur that the Council, or duly delegated committee, does not accept
any tender, quote or estimate, the work is not allocated and the Council requires
further pricing, provided that the specification does not change, no person shall
be permitted to submit a later tender, estimate or quote who was present when
the original decision-making process was being undertaken.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

Thresholds currently applicable are:
a) For public supply and public service contracts 209,000 Euros (£181,302)
b) For public works contracts 5,225,000 Euros (£4,551,413)
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12.1 Payments on account of the contract sum shall be made within the time specified in the
contract by the
RFO upon authorised certificates of the architect or other consultants engaged to
supervise the contract
(subject to any retention withheld as may be agreed in the particular contract)
12.2 Where contracts provide for payment by instalments, the RFO shall maintain a record of
all such payments.
In any case where it is estimated that the total cost of work carried out under a contract,
excluding agreed
variations, will exceed the contract sum of 5% or more, a report shall be submitted to the
Council.
12.3 Any variation to a contract or addition to or omission from a contract must be approved
by the Council and
RFO to the Contractor in writing, the Council being informed where the final cost is likely
to exceed the
financial provision.
13

STORES AND EQUIPMENT

13.1 The appropriate officer shall be responsible for the care, custody and accounting of stores
and equipment
owned by the Council and to maintain an up-to-date asset register. Stores to be kept at
the minimum
levels consistent with operational requirements.
13.2 Delivery Notes shall be obtained in respect of all goods received into store or otherwise
delivered and
goods must be checked as to order and quality at the time delivery is made.
13.3
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The RFO shall be responsible for ensuring that an annual check of all stores and
equipment is carried out
and that the current valuation of the assets is appropriately insured.
ASSETS, PROPERTIES AND ESTATES

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and
Land Registry Certificates of properties held by the Council. The RFO shall ensure a
record is maintained of all properties held by the Council, recording the location, extent,
plan, reference, purchase details, nature of the interest, tenancies granted, rents payable
and purpose for which held in accordance with Accounts and Audit Regulations.
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14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased or
otherwise disposed of, without the authority of the Council, together with any other
consents required by law, save where the estimated value of any one item of tangible
movable property does not exceed £250
.
14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without
the authority of the Council, together with any other consents required by law. In each
case a report in writing shall be provided to Council in respect of valuation and surveyed
condition of the property (including matters such as planning permissions and covenants)
together with a proper business case (including an adequate level of consultation with
the electorate).
14.4. No real property (interests in land) shall be purchased or acquired without the authority
of the full Council. In each case a report in writing shall be provided to Council in respect
of valuation and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an adequate
level of consultation with the electorate).
14.5. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property shall
be purchased or acquired without the authority of the full Council. In each case a report
in writing shall be provided to council with a full business case.
14.6. The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets(di minimus
level of £100) shown in the Register shall be verified at least annually, possibly in
conjunction with a health and safety inspection of assets.
15
15.1.

INSURANCE
Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate all claims on the Council's insurers.

15.2. The Clerk/RFO shall give prompt notification to the insurance company of all new risks,
properties or vehicles which require to be insured and of any alterations affecting existing
insurances.
15.3. The RFO shall keep a record of all insurances effected by the Council and the property
and risks covered thereby and annually review it.
15.4. The RFO shall be notified of any loss liability or damage or of any event likely to lead to
a claim, and shall report these to Council at the next available meeting.
15.5. All appropriate members and employees of the Council shall be included in a suitable
form of security or fidelity guarantee insurance which shall cover the maximum risk
exposure as determined annually by the Council, or duly delegated committee.
16

CHARITIES
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16.1. Where the Council is sole managing trustee of a charitable body the Clerk and RFO shall
ensure that separate accounts are kept of the funds held on charitable trusts and
separate financial reports made in such form as shall be appropriate, in accordance with
Charity Law and legislation, or as determined by the Charity Commission. The Clerk and
RFO shall arrange for any audit or independent examination as may be required by
Charity Law or any Governing Document.
17

RISK MANAGEMENT

17.1. The Council is responsible for putting in place arrangements for the management of risk.
The Clerk/RFO shall prepare, for approval by the Council, risk management policy
statements in respect of all activities of the Council. Risk policy statements and
consequential risk management arrangements shall be reviewed by the Council at least
annually.
17.2. When considering any new activity, the Clerk/RFO shall prepare a draft risk assessment
including risk management proposals for consideration and adoption by the Council.
18
18.1.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS
It shall be the duty of the Council to review the Financial Regulations of the Council
annually. The Clerk/RFO shall make arrangements to monitor changes in legislation or
proper practices and shall advise the council of any requirement for a consequential
amendment to these Financial Regulations.

18.2. The Council may, by resolution of the Council duly notified prior to the relevant meeting
of Council, suspend any part of these Financial Regulations provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been drawn up
and presented in advance to all members of Council.
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APPENDIX A
SECTION ONE : MEETING THE STANDARDS
Expected Standard
1.

REVIEW OF EFFECTIVENESS OF INTERNAL AUDIT
Evidence of Achievement

Current practice
Comments & Areas for Development

Scope of internal audit

Terms of reference were approved by full Council .
Scope of audit work takes into account risk management processes and wider internal control
Terms of reference define audit responsibilities in relation to fraud
2.
Independence
Internal Auditor has direct access to RFO and Councillors as required
Reports are made by Internal Auditor to full Council as required
Internal Auditor does not have any other role within the Council
3.
Competence
No evidence that internal audit work has not been carried out ethically, with integrity and
objectivity
4.
Relationships
Responsible officers – Clerk, RFO – are consulted on the internal audit plan and on the scope of
each audit.
Responsibilities for offices and internal audit are defined in relation to internal control, risk
management and fraud and corruption matters
The responsibilities of council members are understood and training is carried out as necessary
5.
Audit Planning and reporting
The Audit Plan properly takes account of corporate risk
The Plan has been approved by the Council – date ?
Internal Auditor has reported in accordance with the Plan on - date ?
SECTION TWO : CHARACTERISTICS OF EFFECTIVENESS
Characteristics of Effectiveness
Internal Audit work is planned
Understanding the whole organization, its needs and
objectives
Been seen as a catalyst for change
Add value and assist the organization in achieving its
objectives
Be forward looking
Be challenging
Ensure the right resources are available

Evidence of Achievement

Current practice
Comments & Areas for Development

Planned internal audit work is based on risk assessment and designed to meet the Council’s
governance assurance needs
The annual audit plan demonstrates how audit work will provide assurance in relation to the
Council’s annual governance statement
Supportive role of audit for corporate developments such as corporate governance review, risk
management and ethics
Demonstrated through positive management responses to recommendations and follow up action
where called for
When identifying risks and in formulating the annual audit plan, changes on national agenda are
considered. Internal audit maintains awareness of new developments in the services, risk
management and corporate governance
Internal audit focuses on risks and encourages members to develop their own responses to risks,
rather than relying solely on audit recommendations to encourage ownership of the control
environment
Adequate resource is made available for internal audit to complete its work. Internal auditor
understands the body and the legal and corporate framework in which it operates
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SECTION THREE : REVIEW OF INTERNAL AUDIT
INTERNAL CONTROL
Proper book keeping

1.
2.

Standing Orders and Financial
Regulations – adopted and applied
Payment controls

Risk Management arrangements

Budgetary Controls

Income Controls

Petty Cash procedures

Payroll Controls

Assets Controls

Bank Reconciliation

Year-end Procedures

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

TESTING
Is the cashbook maintained and up to date?
Is the cashbook arithmetic correct?
Is the cashbook regularly balanced?
Has the council formally adopted standing orders and financial regulations?
Has a Responsible Financial Officer been appointed with specific duties?
Have items or services above the de minimus amount been competitively purchased?
Are payments in the cashbook supported by invoices, authorised and minuted?
Has V.A.T. on payments been identified, recorded and reclaimed?
Is s137 expenditure separately recorded and within statutory limits?
Does a review of the minutes identify any unusual financial activity?
Do minutes record the council carrying out an annual risk assessment?
Is insurance cover appropriate and adequate?
Are internal financial controls documented and regularly reviewed?
Has the council prepared an annual budget in support of its precept?
Is actual expenditure against the budget regularly reported to the council?
Are there any significant unexplained variances from budget?
Is income properly recorded and promptly banked?
Does the precept recorded agree to EBC’s notification?
Are security controls over cash adequate and effective?
Is all petty cash spent, recorded and supported by VAT invoices and receipts?
Is petty cash expenditure reported to each council meeting?
Is petty cash reimbursement carried out regularly?
Do all employees have contracts of employment with clear terms and conditions?
Do salaries paid agree with those approved by the Council?
Are other payments to employees reasonable and approved by the Council?
Have PAYE/NIC been properly operated by the council as an employer?
Does the council maintain a register of all material assets owned or in its care?
Are the assets and investments registers up to date?
Do asset insurance valuations agree with those in the asset register?
Is there a bank reconciliation for each account?
Is a bank reconciliation carried out regularly and in a timely fashion?
Are there any unexplained balancing entries in any reconciliation?
Is the value of investments held summarised on the reconciliation?
Are year end accounts prepared on the correct accounting basis (Income &
Expenditure)?
Do accounts agree with the cashbook?
Is there an audit trail from underlying financial records to the accounts?
Where appropriate, have debtors and creditors been properly recorded?
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APPENDIX B

EXECUTIVE CHECKLIST FOR FINANCIAL YEAR END
TO BE CARRIED OUT BY THE CHAIRMAN

GOVERNANCE
1.
During the year, has the council reviewed its system of internal control, including internal audit, risk
management and measures designed to prevent fraud and corruption, and assessed it as adequate and effective? (See Practitioners Guide (PG) paragraph
2.79)
2.
Has the council only done what it has the legal powers to do and in doing so acted in accordance with the
codes of conduct and practice it has agreed to abide by? (PG Appendix 1)
3.
Has the council appointed a responsible financial officer who has ensured that the council’s accounting system has been observed and that the
accounts and supporting records have been maintained in accordance with proper practices and kept up to date? (PG 1.24)
4.
Has the council arranged for internal audit to be carried out and reported upon? (PG 2.58)
5.
Has the council reviewed its income and spending against the approved budget during the year and as at 31st
March? (PG 2.15, 3.29 to 3.33)
THE ACCOUNTS
6 . Has the cashbook been balanced? (Bank balance at end of previous year plus total receipts less total payments
equals bank balance at end of current year after adjusting for unpresented cheques and credits). (PG 3.59)
7.
Have the bank balances in the Accounts been reconciled with the bank statements at 31 March? (PG 3.50 – 3.58)
8.
Have the Accounts been prepared on the proper basis (income and expenditure over £200,000) and is this consistent with last year? (PG 3.68 – 3.79)
9.
Have all debtors, creditors, receipts in advance, payments in advance and accruals been accounted for? (income and expenditure only) (PG 3.72 – 3.79)
10. Are the accounts in balance and has all the necessary information been included in any supporting notes?
11. If the council’s income or expenditure is approaching a threshold (£200,000 or £1,000,000) have the implications of this been considered and acted
upon? (PG 2.6-2.7, 3.68-3.79)
THE ANNUAL RETURN
12. Has Section 2 of the Annual Return been completed, signed by the Responsible financial officer, adopted by the Council and signed by the
Chairman, including the minute reference and date? (PG 2.4)
13. Has a copy of the bank reconciliation at 31 March been included with the Annual Return? (PG 2.28)
14. Has a written and full explanation of any significant variances between last year’s and this year’s figures, or any unusual or unexpected amounts
shown in the statement of accounts on section 1? (PG 2.15)
15. Do the figures in section 2 of the annual return balance? (Balance b/fwd plus all receipts/income less all payments/expenditure equals balance c/fwd.)
(PG 3.68)
16. Has the Annual governance statement (section 1) been completed and approved by the Council, signed and dated by the Chairman and Clerk and
the minute reference recorded? (PG 2.37)
17. Has internal audit work been completed and the Certificate signed (section 4 of the Annual Return)? (PG 2.58)
18. Has the Council considered and acted on any items appearing on the internal audit report for the financial year just ended? (PG 2.58)
19. Has the Council considered and acted on any items appearing on the external auditor's report for the previous year? (PG 2.46)

YES

NO

If any ‘no’ answers appear above
20. Does the clerk of the council/RFO need further advice or help in finalising the annual return? (contact SLCC/NALC audit help)
Checklist carried out by Councillor

………………………………….. Chairman, WEPC

Date ………………………………
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APPENDIX C
WEST END PARISH COUNCIL - INVESTMENT POLICY
West End Parish Council has a general power to invest its funds for any purpose relevant to its functions and for the prudent
management of its financial affairs. This policy is reviewed annually.
In exercising these powers, the Council must have regard to any new guidance issued by the Secretary of State and to any regulations
made if applicable to parish councils. This is dependent on the level of investment. If this level is in excess of £500,000 during any one
financial year, the Parish Council will comply with all guidance issued.
Where anticipated investments will be between £10,000 and £500,000, the Council must make a formal decision on the extent to which
it would be reasonable to adopt this guidance.
All loans (borrowing) and investments must be negotiated in the name of the Parish Council and for a set period only, as agreed by the
Policy & Resources Committee during negotiation and ratified by full Council. Any application for borrowing must be approved and
minuted by the Policy & Resources Committee and ratified by full Council.
The RFO to ensure
•
repayment of loans on agreed terms
•
best possible interest rates achieved for any investment
All loans (borrowing) and investments will be included in Financial Risk assessment – see appendix D
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APPENDIX D
TOPIC
ASSETS

FINANCE

FINANCIAL RISK ASSESSMENT – Document reviewed by Internal Auditor –
RISK
IDENTIFIED

LEVEL

Protection of physical assets

M

Security of buildings, equipment, etc.

H

Maintenance of buildings, equipment
etc.

M

Precept – request not submitted
Precept – not paid by EBC
Adequacy of precept received
Banking

L
L
H
M

Risk of consequential loss of income
Loss of cash through theft, dishonesty
or fire

M
H

Financial controls and records

M

Income Received from cemetery;
allotments; football pitches and hall
hire

M

CONTROLS/
MANAGEMENT OF RISK

STAFF
ACTION

Buildings insured – Hiscox. Policy no. 1891378/4166294. Renewal date September 2021. Value
increased annually by rpi. Re-valuation of assets was undertaken in 2019. Review of asset register and
physical check carried out annually.
RBS Sigma software - asset register being transferred to this from excel
Properties alarmed – Parish Centre; Fire Station; Youth Club; Football Changing Facility; Townhill Farm
Community Centre. Alarm systems annually serviced and maintained.
All buildings maintained on ad hoc basis as necessary. Electrical fixed wiring testing last carried out in
2020 ; Fire alarms, fire safety equipment, heating systems all serviced annually and maintained regularly.
PAT testing conducted annually.
Assess loss/damage maintenance inspections carried out to assess risk to third party.
Annual inspection of assets in Register
Assess loss due to critical damage or third party performance.
Ensure public liability insurance is adequate. Current level £10,000,000.

Diary entry

Minutes to record. Clerk to submit request
Clerk to check receipt of precept
Monthly review of budget to actual expenditure
All monies held with Lloyds Bank. Current account no. 0202033 level maintained at £10,000 taken
from Business Instant Access Account no.01450227. As at February 2016, £50,000 invested with
CCLA.
Investment Policy included in Financial Regulations which is reviewed regularly.
Any interest received is accounted for.
Insurance cover- Business Interruption. Total sum insured September 2020 - £150,000
Minimal cash kept on any premises. Cash taken at Parish Centre is kept in locked fire proof safe and
banked as soon as is practicable. Ensure procedures are followed – Cash Handling Procedure in
Employee Handbook refers.
Ensure security codes over cash adequate and effective. Access to the locked combination safe,
(containing the locked petty cash box) is limited to the Admin and Café staff only. This contains petty
cash (up to maximum of £200) and other receipts in identified coin bags.
Carnival and Poppy Appeal income with larger cash sums is held within the locked office safe in the
parish office. This is banked as soon as possible after being counted and balanced.
Monthly reconciliation prepared and agreed by Policy & Resources Committee. Three signatories on
each cheque.
Internal and external audit carried out.
Regular back up of computer records held in the cloud. Arrangements for computer protection by
use of antivirus, firewall etc. will ensure high level of security for the Council.
All income receipted on specifically printed receipt books in duplicate. Sequential numbering in date
order. Receipts are entered in cash book and monies banked weekly.
Secure card payment system implemented from 16th March 2015. Payments received are reconciled
monthly.
All charges made are reviewed annually in February – new charges apply from 1st April.

Diary Entry

INT.
AUDIT
CHECK

Annual
Review
Maintenance
Plan
Diary entry

Regular review
Regular review

Annual Review
Regular review

Regular review
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Income received from The Hatch Cafe
M/H

All Café income is taken via an electronic cash register which is totalled at the end of each day and
cash reconciled to till printout. A £50 float is retained but removed from cash register at end of day
and kept in locked safe in the Parish Office. All takings are also kept locked in Parish Office safe and
banked as soon as practicable.
Secure card payment system implemented from 16th March 2015. Payments received are reconciled
monthly.

Expenditure

M

Comply with HMRC Regulations ref.
VAT

H

Sound budgeting to support annual
precept
request

M

Complying
restrictions

M

with

borrowing

Grants – Receipt of

M

Grants – Awarding of

Liability

Election costs

L

Reserves held

L

Risk to third party, property or
individuals

M

Legal liability as consequence of asset
ownership (e.g. Cemetery, play areas)

H

Invoices are held for all expenditure. Clerk prepares cheques and BACS payments weekly which are
vetted by the Treasurer. The cheques are then signed and the BACS payments are authorised by any
3 from the 4 current signatories, – currently Cllrs Asman, Turl, MacDonald and the Clerk to the
Council.
VAT is identified and entered in cashbook in separate column. VAT forms are completed quarterly
online and any refund due paid direct into Current account. Consideration given to partial exemption
if appropriate. Partial exemption calculation to be carried out by Accounting Solutions at year end.
Checked by Internal Auditor. Last physical VAT inspection in 2007. VAT overclaimed due to non
compliance with partial exemption paid back to HMRC in 2015.
Detailed draft budget prepared by Clerk for approval by Policy & Resources Committee in November
for ratification by full Council in December/January/February. Once approved, precept request is sent
to Borough Council in January/February. Monthly expenditure against budget figures circulated to
members of Policy & Resources committee and ratified by full Council. Budget and Precept request
(£448,620.65) for 2020/21 was approved at full Council meeting on 8th January 2020, minute
refs. 108/20/PC and 109/20/PC . Precept received from EBC in April and September each year.
Support grant paid by EBC in April 2020 - £7,815.16
Loan of £60,000 received in 2010/11, which will be repaid over next 10 years. Payments included in
Budget (under special projects) to ensure finance available to repay loan. Loan has now been repaid
in full.
Receipt of grants. Ensure audit trail is recorded correctly and reserve for grant set up if necessary
Awarding of grants from Section 137 expenditure. WEPC has a grants award policy and applications
are made to the September meeting of the Policy & Resources Committee. Expenditure agreed is
documented in minutes. Since 2012, WEPC allocates S.137 expenditure to a Participatory Budgeting
exercise. Allocation for 2020/21 is £2,000. The results of this exercise are given at the Annual Parish
Assembly.
Costs for this are variable dependant on shared costs if available. Budget reserve held and increased
if necessary
Ensure that adequate general reserves are available at year end. General rule is that general reserve
should be 3 months’ revenue. Ensure that earmarked reserves are summarized. Ensure that the
council’s legal liability is at correct level. Insurance Review in August 2020, maintained current level
of £500,000
Insurance – Combined Local Council Policy (as listed in Assets section above). Play areas/trees/open
spaces etc. checked regularly. Risk assessments of events carried out as necessary. Motor/mowers
insurance arranged through WPS Broker (ERS). Policy no. 50474395 – renewal date March 2021.
Insurance in place as listed above. Play areas checked weekly and recorded. Full ROSPA inspection
annually.

Quarterly
review

Annual review

Annual
Review
Annual
Review

Annual
Review
Annual review

Annual
Review
Annual review
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Employer Liability

Legal
Liability

Councillors’ propriety

Comply with Employment Law

M

Comply
with
Inland
requirements
Payment of salaries

M

Revenue

M

Parish Council have contract with Ellis Whittam, Employment Law and Health & Safety specialists, who
have recently updated all procedures. Employers’ Liability Insurance included in Axa policy – as listed
in Assets section above. Certificate displayed in Parish Office.
Wages software prompts monthly payments to HMRC Internal Auditor carries out regular test
checks.
Monthly Salaries paid through Earnie software to agreed budgeted salaries. RFO arranges payment
direct to employees by BACS through Lloyds Online Banking . Two councillors to authorise payment.
Several employees are currently in Local Government Pension Scheme. Auto enrolment introduced
in April 2017. All eligible employees are now members.
24-hour CCTV on Parish Centre – inside foyers and outside. Staff aware of lone working issues.
Ensure contingency plan in place for continuity of business. Ensure admin staff are aware of
procedures, IT passwords, and ‘disaster plans’ e.g. location of software, back up drive, etc. Business
Interruption insurance included in insurance policy

Annual review
Monthly review
Monthly review
Annual Review

Safety of Staff and visitors
Loss of key personnel

M
M

Regular review
Annual review

Ensuring activities are within legal
powers
Illegal activity or payment
Financial Records

H

Clerk to clarify legal position on any new proposal. Legal advice to be sought where necessary.

Regular review

M
M

Annual review
Monthly review

Proper and timely reporting via the
minutes

M

Proper document control

M

Ensure councillors have an understanding of their Powers. Included in Standing orders
WEPC uses the Omega software from RBS.
Checked by Treasurer and monthly reconciliation signed by the Treasurer. Monthly payments made
are recorded as an appendix to Policy & Resources minutes
West End Parish Council meets monthly (except August) and approves minutes of Committee
meetings held in the interim. Minutes made available to press and public via the Parish office or website.
Ensure that minutes are accurate and legal. Approval at subsequent meeting of Committee/Council as
outlined in Standing Orders.
Original lease documents etc. stored with solicitor in Parish Office.

Register of Interests and gifts and
hospitability in place

H

Register of interest recorded in minutes. Declaration of Interest is item on every agenda. If Interest
declared, procedure in Standing Orders is followed
Gifts/hospitality recorded on separate list

Annual review

Monthly review

Annual review

Financial Regulations and Risk Assessment reviewed by Policy & Resources Committee was ratified by full Council on 10th February 2021
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