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LEIGHTON–LINSLADE TOWN COUNCIL

MINUTES OF POLICY & FINANCE COMMITTEE

MONDAY, 16 APRIL 2018 AT 7.30 PM

Present:   Councillors E Wallace (Chair)
S Jones (Vice-Chair)
R Berry
S Cotter
A Dodwell
K Ferguson
M Freeman
F Kharawala
C Palmer
G Perham

Also in attendance: M Jahn, Committee Officer
M Saccoccio, Town Clerk
S Sandiford, Head of Democratic and Central 
Services

Members of the public: 0
Members of the press 0

337/PF APOLOGIES FOR ABSENCE

Apologies for absence were received from Councillor K Cursons and 
Councillor S Cursons.

338/PF DECLARATIONS OF INTEREST

Members were asked to declare any interests, including the nature of those 
interests, which they had in any of the items under consideration at this 
meeting. Councillor C Palmer declared a personal interest in the budget 
monitoring items as a member of the Friends of Leighton-Linslade in Bloom.

339/PF QUESTIONS FROM THE PUBLIC (3 minutes per person; maximum 15 
minutes)

There were no questions from members of the public.

340/PF MINUTES OF PREVIOUS MEETING

The Committee received the minutes of the Policy and Finance Committee 
meeting held on 16 April 2018 for consideration.

Minute reference 330/PF Community Emergency Plan Update. A question 
was raised regarding progress of the plan.  It was noted that a meeting had 
been arranged for Thursday 10 May at 7.30 pm at The White House where 
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representatives from local groups and members of the public could attend. It 
was hoped that following that meeting, a small steering group could be 
formed to progress the Community Emergency Plan, which would be brought 
to committee later in the year. 

RESOLVED that the minutes of the Policy and Finance Committee 
meeting held on 16 April 2018 be approved as a correct record and 
signed accordingly.

341/PF MINUTES OF SUB COMMITTEE MEETINGS

The Committee received the draft minutes of the Personnel Sub-Committee 
meeting held on 26 March 2018. No questions were raised.

RESOLVED to receive the draft minutes of the Personnel Sub-
Committee meeting held on 26 March 2018.

The Committee received the draft minutes of the Police Liaison Sub-
Committee meeting held on 9 April 2018. 

A question was raised regarding the potential re-naming of the Police Liaison 
Sub-Committee to more clearly encompass all elements of community safety, 
which had been briefly discussed at the meeting. Officers would give this 
further consideration in advance of the Annual Council Meeting in May. 

Councillor Dodwell proposed that as a result of receiving emails and many 
posts on social media, a public meeting be arranged with shopkeepers, 
residents and the police to discuss the level of anti-social behaviour and the 
response by the Police to these crimes.  Councillor Dodwell would liaise with 
the Town Clerk to organise this meeting with Police.

RESOLVED to receive the draft minutes of the Police Liaison Sub-
Committee meeting held on 9 April 2018.

342/PF COMMITTEE OBJECTIVES AND WORK PLAN

The Committee received the work plan for the municipal year 2017-2018 for 
consideration and a proposed work plan for 2018-2019.  A verbal update was 
given on the progress of Mod.gov and it was anticipated the system would go 
live in June 2018.

RESOLVED to note the Committee Work Plan and Objectives for 2017-
2018 and 2018-2019.

343/PF CHRISTMAS FESTIVAL

The Committee considered and discussed the recommendation made by the 
Cultural & Economic Services Committee on 10 January 2018 (minute ref 
071/CE).  Following the decision to continue with a three-day event, the 
recommendation had been made in order to ensure sufficient funding was 
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available to provide an appropriate level of entertainment and stewarding for 
the weekend, given that anticipated income was always estimated and 
subject to many variable factors. 

RECOMMEND that £2000 be allocated from the Community Projects 
Earmarked Reserves to cover any shortfall in expected income for the 
Christmas Festival, to ensure the quality standard of the event would be 
maintained.

344/PF FEBRUARY AND MARCH 2018 PAYMENTS

The Committee received one set of schedule of payments which had 
previously been approved for payment by the Town Clerk and countersigned 
by two account signatories.          

The schedule for February dated 7 March 2018  included BACS payments 
amounting to £108,604.17  (page numbers 2292-2302) and cheque 
payments amounting to £14,177.08 (cheque numbers 17152-17163), 
including White House petty cash amounting to £113.22, Astral Park £174.65 
and TACTIC £98.95.

The monthly salaries listing for February 2018 amounting to £91,886.52 
gross was received.  A cash book report for February 2018, including details 
of all direct debit payments, was also received.

The schedule for March dated 15 March 2018 included BACS payments 
amounting to £120,471.29 (page numbers 2303-2304 and 2308-2319) and 
cheque payments amounting to £26,378.78 (cheque numbers 17164-17178), 
including White House petty cash amounting to £85.31, Astral Park £104.27 
and TACTIC £36.06.

The monthly salaries listing for March 2018 amounting to £93,728.94 gross 
was received.  A cash book report for March 2018, including details of all 
direct debit payments, was also received.

RESOLVED to note the schedules of accounts for February 2018 and 
March 2018.

It was noted that all payments had been made within the budget and that 
there were no irregularities to be drawn to the attention of the Committee. 

Several minor queries were raised, to which a response would be provided 
after the meeting.

345/PF INTERNAL AUDIT REPORT (FIRST INTERIM)

The Committee received the first interim internal audit report for 2017-2018 
and noted that no issues had been identified. It was recognised that the 
Council was continuing to operate a sound, pro-active approach to risk 
management and corporate governance issues, together with the 
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development and management of effective internal controls and procedural 
documentation. 

A question was raised on how frequently investments were reviewed and it 
was advised rates were checked on a six monthly basis. All 
recommendations in respect of investments were brought to Committee for 
decision.

RESOLVED to note the report.

346/PF BUDGET MONITORING REPORT

The Committee received a budget monitoring report for 1 April 2017 – 31 
March 2018.

A question was raised about expenditure at the Splash and Play and the 
repairs and maintenance at the Skate Park.  Clarification on this would be 
sought from the Head of Grounds and Environmental Services.

RESOLVED to receive the report.

347/PF ARRANGEMENTS WITH LOCAL AUTHORITIES

The Committee received a report confirming arrangements with local 
authorities to consolidate processes and procedures to ensure operational 
efficiency.

A question was raised re 3.1 (a) Operation Dodford with Bedfordshire Police 
as to how many other Councils paid an equivalent amount for Community 
Policing and what they would expect from this service.  The Town Clerk 
advised this would be researched and brought back to Committee.

RESOLVED to note the report.

348/PF TOWN COUNCIL ANNUAL REPORT 2017-2018

The Committee received the draft Town Council Annual Report 2017-2018.
This outlined the status of the Town Council’s objectives as set out in the 
Three Year Plan for 2015-2018 and summarised the work of each committee 
and service area during the year. This report would be available from The 
White House, the library and the Town Council website for the public to view.  
Thanks were given by the Committee for a thorough informative report.

It was noted that financial information would be finalised following completion 
of the year end accounts. 

RECOMMENDED to Council to approve the annual report for 2017-2018, 
subject to any requested amendments and completion of the remaining 
information.



Policy & Finance Committee Meeting Monday, 16 April 2018

Page 140

349/PF REVIEW OF FINANCE PROCEDURES AND SYSTEM OF INTERNAL 
CONTROL

The Committee received and considered a report in respect of financial 
arrangements and the Town Council’s system of internal control. A full review 
of governing financial documents had been undertaken and a number of 
action points identified. These included the replacement of the existing 
“Financial Internal Control” document, adopted in 2011, with a more wide-
ranging “Risk Management and Financial Control Statement”, which covered 
a number of elements of potential risk as well as financial procedures. 

The Committee received a number of recommended changes to existing 
Financial Regulations, to better reflect current operational practices. 

A question was raised regarding virements between budget lines.  It was 
clarified that smaller amounts were within existing thresholds for officer 
authorisation and that any proposed virements of larger amounts would be 
brought to the relevant Committee for consideration.

RESOLVED to:

1.1 note the report
1.2 endorse the draft document “Statement of Risk Management and 
Internal control” as a replacement for the existing document “Financial 
Internal Control (attached as Appendix B).
1.3 renew the existing resolution approving the continued use of 
Variable Direct debits, Standing Orders, BACS and CHAPS payments, 
as required by Financial Regulations 6.7 and 6.8.
1.4 renew the existing resolution delegating authority to the Town 
Clerk or vire unspent and available amounts to other budget headings 
or to an earmarked reserve, as per Financial Regulation  4.1.
1.5 appoint a named Councillor (other than the Chairman or a cheque 
signatory) to verify bank reconciliations on a quarterly basis as 
required in Financial Regulation 2.2.  (This would be determined at the 
first meeting of the Committee following the Annual Council Meeting). 

RECOMMENDED to Council to approve the proposed minor 
amendments to Town Council Financial Regulations as outlined in 
Appendix A.

350/PF ONLINE PAYMENTS, BOOKINGS AND TICKETING

The Committee received and considered an update regarding online 
payments, bookings and ticketing for all Council services.  It was noted that 
E-ticketing had been trialled for the Mayor’s James Goff Concert and it would 
be envisaged this would be continued for other events in the future.

RESOLVED to note the report.

351/PF EXCLUSION OF THE PUBLIC
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RESOLVED that, under the Public Bodies (Admissions to Meetings) Act 
1960, the public be excluded on the grounds of the confidential nature 
of the business about to be transacted which involves the likely 
disclosure of exempt information.  The public and press to withdraw 
from the meeting during consideration of detailed discussion regarding 
the following items.

352/PF GENERAL DATA PROTECTION REGULATION

The Committee received and considered a report regarding actions taken to 
date and actions remaining outstanding in respect of preparation for new 
legislation coming into effect on 25 May 2018. The Committee was advised 
that as a public body, a Data Protection Officer must be appointed and 
considered options in respect of this. 

It was noted that many of the remaining action items related to development 
or amendment of policies and it was anticipated that these would be brought 
to Committee for consideration in June 2018.

RESOLVED to

1.1 note the report, progress made to date and project plan for the 
remaining actions in respect of the General data Protection Regulation.
1.2 Appoint the Local Council Public Advisory Service as the Town 
Council’s Data Protection Officer for a period of one year, at a cost of 
£500 (to be funded from Professional Fees budget 20/4384).

As a result of discussion regarding best practice in terms of data protection, it 
was proposed and seconded that elected Members of the Town Council 
should use an official Town Council email address via the council server for 
all official Town Council correspondence. 

RECOMMENDED to Council that it be mandatory for all elected Town 
Councillors to use an official Town Council email address for all Town 
Council official correspondence.

353/PF TOWN COUNCIL ACCOMMODATION

The Committee received a verbal update on the Town Council premises 
informing them that the appointed Estate Surveyor was still in negotiations 
with the Landlord, but it was felt that this was moving closer to an agreement.

RESOLVED to note the information.

354/PF COMMUNITY SAFETY (OPERATION DODFORD AND CCTV)

The Committee received a report on the re-deployable cameras and the 
future warranty arrangements regarding the two town-council owned re-
deployable cameras.  The Committee agreed that the high cost of renewing 
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the warranty was not justified and if needed new equipment would be 
purchased.

RESOLVED -

1.1 To note the report
1.2 in the event that a re-deployable camera is found to be faulty:-
i) a quotation in respect of a repair be firstly sought and if 
considered reasonable, be carried out within existing budgets and if 
not:-
ii) that delegated authority be afforded to the Town Clerk in 
consultation with the Chair of the relevant Committee to seek the 
purchase of a replacement unit up to the value of £7,000.

The meeting closed at 9.03 pm. 

I HEREBY CONFIRM THAT THE FOREGOING IS A CORRECT AND ACCURATE 
RECORD OF THE MEETING HELD ON MONDAY, 16 APRIL 2018. 

Chair                          18 JUNE 2018  
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Minute Item 344/PF





















































































Policy and Finance Committee 16 April 2018

Proposed amendments to Town Council Financial Regulations

Black type = current wording

Blue type = proposed wording

3.1Each committee (if any) shall review its three year 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 November each year including any proposals for revising the forecast.

Each November, the Policy and Finance Committee will receive a three year forecast 
of revenue and capital receipts and payments for consideration. Thereafter, each 
standing Committee with budgetary responsibility will review draft budget proposals 
for the following financial year and make recommendations back to Policy and 
Finance, no later than January. At its January meeting, the Policy and Finance 
Committee will consider draft budget proposals and Committee recommendations 
and will consider recommending to Council approval of a draft budget.

6.3 All payments shall be effected by cheque or other instructions to the council's 
bankers, or otherwise, in accordance with a resolution of Council [or duly delegated 
Committee] 

6.4 Cheques or orders for payment drawn on the bank account in accordance with the 
schedule as presented to council or 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 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. 

Proposed: merge 6.3 and 6.4 together as 6.3, then add new 6.4 as per below:

Where delegated authority is granted to the Clerk or RFO by Council/Committee to 
authorise expenditure, all payments shall be effected in accordance with a schedule 
signed by both the Clerk/RFO and by two Elected Members who are bank 
signatories. 

Minute Item 349/PF



6.5To 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.

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 listing and BACS listing.

6.6Cheques or orders for payment shall not normally be presented for signature other 
than at a council or committee meeting (including immediately before or after such a 
meeting). Any signatures obtained away from such meetings shall be reported to the 
council [or duly delegated Committee] at the next convenient meeting. 

Leighton-Linslade Town Council does not meet monthly; nor does any standing 
Committee or Sub-Committee. Therefore, for operational purposes, cheques and 
orders for payment will normally be authorised and signed by the Town Clerk/RFO 
and two Elected Members who are bank signatories. All payments are reported to 
the next convenient meeting of Council or duly delegated Committee. 

6.10 Where a computer requires use of a personal identification number (PIN) or other 
password(s), for access to the council’s records on that computer, a note shall be 
made of the PIN and Passwords and shall be handed to and retained by the 
Chairman of Council in a sealed dated envelope.  This envelope may not be opened 
other than in the presence of two other councillors. After the envelope has been 
opened, in any circumstances, the PIN and/or passwords shall be changed as soon 
as practicable. The fact that the sealed envelope has been opened, in whatever 
circumstances, shall be reported to all members immediately and formally to the next 
available meeting of the council. This will not be required for a member’s personal 
computer used only for remote authorisation of bank payments.

Where a computer system is required to access the council’s financial records, the 
authorised users will undertake to ensure the security of any passwords, in 
accordance with the Town Council’s I.T. Security policy. 

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 two of: the Clerk and any other 
authorised signatory. A programme of regular checks of standing data with suppliers 
will be followed.
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 checked by 
telephone by a member of the Finance team. 



Proposed addition to Contracts section (11):

11l) Where appropriate, the Town Council may choose to procure goods, materials or 
services through a “buying consortium” or “purchasing organisation”. This may be 
a public sector owned buying organisation such as ESPO. Procurement through 
a framework such as this may offer reduced costs and tendering times, achieving 
best value for money while ensuring compliance with relevant procurement 
legislation. 

17.2  When considering any new activity, the Clerk [with the RFO] shall prepare a draft 
risk assessment including risk management proposals for consideration and 
adoption by the council. 

Any new activity undertaken by the Council will be added to the Risk Register 
upon commencement or during the annual review of the Risk Register. 
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 Appendix B

RISK MANAGEMENT AND INTERNAL CONTROL STATEMENT

RESPONSIBILITY

The Accounts and Audit Regulations 2015 require Councils to have a sound system 
of internal control which:

a) Facilitates the effective exercise of its functions and the achievement of its aims 
and objectives

b) Ensures that the financial and operational management of the authority is 
effective and

c) Includes effective arrangements for the management of risk. 

Councils are also required to undertake an effective internal audit, to evaluate the 
effectiveness of its risk management, control and governance processes, taking into 
account public sector internal auditing standards or guidance. 

Each financial year, an authority must conduct a review of the effectiveness of its 
system of internal control, prior to completion of the annual governance statement.

This requirement is reflected in the Town Council’s Financial Regulations at 1.6.

PURPOSE OF STATEMENT

The purpose of the Risk Management and Internal Control Statement is to evidence 
that risks are being managed to a reasonable level. It cannot provide an absolute 
assurance of effectiveness but through its ongoing review, will identify and prioritise 
potential risks and the measures required to minimise these. Risks may be strategic, 
operational, financial or in respect of compliance.

The Town Council’s policy on risk management is as follows:

Leighton-Linslade Town Council recognises that it has a responsibility to 
manage risks effectively in order to protect its employees, assets, liabilities and 
community against potential losses, to minimise uncertainty in achieving its 
aims and to maximise opportunities to achieve its vision and objectives. 

The Risk Management and Internal Control Statement will be reviewed annually by 
the Town Council’s Policy and Finance Committee. 

ROLES

Risk management is embedded in the day to day culture and operation of the Town 
Council and as such, responsibility rests with all those who have a key role within the 
Council. The primary role of elected Members is in setting both budget and policy, 
such that day to day operational decisions may be made by the Town Clerk and his 
staff. 



COUNCIL – to ensure compliance with Town Council policies and legislative 
responsibilities and to set the annual budget.

COMMITTEES (all Committees, with an overarching responsibility sitting with the 
Policy and Finance Committee) – to set policy, to scrutinise and approve proposed 
expenditure beyond delegated limits, to monitor budgets, to assess risks and to make 
decisions accordingly.

BANK SIGNATORIES – to review proposed expenditure.

TOWN CLERK AND RESPONSIBLE FINANCIAL OFFICER – to provide advice to 
Council/Committees on matters of compliance, to oversee budgetary planning and 
control, to ensure compliance with policies and legislative requirements, to authorise 
expenditure in accordance with Financial Regulations.

HEADS OF SERVICE AND BUDGET HOLDERS – to ensure best value, to authorise 
expenditure within agreed budget lines and parameters, to ensure policies and 
procedures are followed. 

ALL EMPLOYEES – to comply with Council-wide policies including health and safety, 
data protection, financial regulations and standing orders. 

INTERNAL CONTROL

Internal control is the range of policies, procedures and other arrangements designed 
to safeguard the assets of the Town Council and to reduce the potential for losses 
through fraud or error. 

As a Parish Council, the Town Council has no constitution as such but its two key 
governing documents are its Standing Orders and Financial Regulations. These 
documents are primarily based on the model issued by the National Association of 
Local Councils and are reviewed annually.

A suite of other policies and procedures cover operational matters in terms of staffing, 
budgetary control, expenditure approvals, health and safety, data protection and risk 
management. 

FINANCIAL CONTROL

A significant number of policies and procedures govern the financial arrangements of 
the Town Council, as set out in the Financial Regulations. Policies are reviewed and 
endorsed by Council and implemented by Officers. 

In setting the annual revenue budget, standing Committees and Full Council have a 
responsibility to review, evaluate and approve budget recommendations. In approving 
the final budget, authorisation is given for expenditure according to the constraints and 
procedures set out in Financial Regulations. 



As a larger Town Council, it is essential that authority be delegated to a number of 
functions in order to ensure operational effectiveness on a day to day basis. The 
attached diagrams provide an overview of the different roles and responsibilities of all 
involved, from Full Council to Committee to cheque signatories and to a number of 
officers. 

The Town Clerk is also appointed Responsible Financial Officer and is supported in 
this role by the Finance Officer and Finance Assistant.

By way of ongoing scrutiny, each standing Committee will receive a quarterly budget 
monitoring report throughout the year. The Policy and Finance Committee receives 
reports outlining all expenditure on a monthly basis as well as quarterly budget 
monitoring reports for all budget lines. The purpose of monitoring reports is not to 
question expenditure which has already been incurred but to provide assurance.  

Budget management for capital projects is undertaken through the development of a 
five year financial plan. The plan is subject to ongoing review through standing 
Committees and Council.

RISK MANAGEMENT

The Town Council uses a bespoke system (LCRS: Local Council Risk System) to 
assess risks across all Council services. The system is pre-loaded with more than 390 
risks and 1100 controls across a spectrum of services areas, for local councils to select 
those which apply to them and assess the potential risk for each element.  The Town 
Clerk and Heads of Service review the Risk Register line by line each municipal year 
and identify areas of potential risk for which actions must be taken. The resulting Action 
Plan is brought to Committee and Council each year for approval. 

A report is provided to the Policy and Finance Committee half-way through the year to 
provide a progress update on the Risk Register Action Plan. 

In addition to the full annual review, the Risk Register will be updated throughout the 
year as appropriate, as a result of new services, assets or functions. 

Risk management for ad-hoc or short term projects and activities (e.g. community 
events) is undertaken by way of risk assessments. Hirers of Town Council facilities 
are required to provide risk assessments and insurance documentation. All risk 
assessments are signed off by the Head of Grounds and Environmental Services. 

INTERNAL AUDIT

The Town Council appoints an Internal Auditor and receives two reports each year, an 
interim report and an end of year report. The Internal Auditor has access to all 
documentation and undertakes some work remotely and some from within the office. 



The internal audit report will always include an assessment on accounting 
arrangements, bank reconciliations, corporate governance, expenditure, risk 
assessment/management, budgetary control, investments and reserves and review of 
income, petty cash and salaries. 

A five-year plan is developed for the internal auditor to focus on specific areas of the 
Town Council’s operations. 

The Internal Auditor is independent and fulfils no other role within the Town Council. 

Any recommendations made in the internal audit reports will be brought to the attention 
of the Policy and Finance Committee and actions agreed.  

EXTERNAL AUDIT

An external auditor is appointed for the Town Council and submits an annual External 
Auditor’s Report to Council. Any matters raised on the Annual Return statement are 
reviewed by Council with any necessary actions duly minuted for officers to implement. 

BUSINESS CONTINUITY

The Town Council has a Business Continuity Plan for its primary office site. This is 
reviewed and updated on an annual basis. Copies are held by the Town Clerk and the 
Head of Democratic and Central Services.

Employee contact details are held on a cloud based system which can be accessed 
remotely by Heads of Service.

Town Council data is held partly on site and partly in the cloud. Robust back-up 
procedures are in place for both and these procedures are reviewed on a regular basis. 

SECURITY

The Town Council has a range of security measures in place to protect its physical 
assets including buildings and equipment.

Security of data is also protected by a range of policies including IT Security, Privacy 
Policy, Data Protection Policy. 

Cyber security is reviewed annually with providers of IT or software management 
services. 



ASSETS

The Town Council maintains an Asset Register which is updated on an ongoing basis 
and is reviewed by the Policy and Finance Committee once per year.

A planned maintenance programme has been developed for assets including play 
areas and pavilion buildings. This is kept under review by the Grounds and 
Environmental Services Committee. 

INSURANCE

The Town Council reviews its insurance arrangements every three years to ensure 
best value and best protection. Insurance policies cover physical assets but also public 
liability, employee liability and a fidelity guarantee (indemnity to an 
organisation against any monetary loss sustained as a result of an act of fraud or 
dishonesty committed by their employees). 

EMPLOYEES

The Town Council has in place a suite of policies and procedures relating to 
employees, including an Employee Handbook, Sickness Absence procedure, 
Prevention of Bullying and Harassment procedure, Grievance management, 
Performance management, Appraisal procedure, Disciplinary procedure and Whistle 
Blowing procedure.

The Town Council retains the services of a qualified Human Resources provider to 
safeguard against issues arising from disputes with employees.

The Town Council operates a policy of encouraging ongoing training and personal 
development in order to meet targets, maximise effectiveness and to build ongoing job 
satisfaction. Training in Health and Safety and Data Protection is mandatory to ensure 
compliance with policies.

A wide range of operational procedures are developed in order to safeguard against 
loss of knowledge following the departure of key employees. 

COUNCILLORS

The Town Council operates a policy of encouraging ongoing training for Councillors in 
order to increase understanding and awareness, improve effectiveness, ensure 
compliance with legislative requirements and to increase role satisfaction.

The Town Council has in place a suite of policies and procedures to guide and 
safeguard Councillors including the Code of Conduct, Declaration of Interests, 
Dispensations Procedure, Gifts and Hospitality, Councillor/Officer protocol and Press 
protocol.  In addition to the requirement to submit a Register of Interests, the 



declaration of interests is an agenda item for every Town Council meeting and is 
included in the minutes as a matter of public record. 

Approved by Policy and Finance Committee on 16 April 2018

Review period: annual



FINANCIAL MANAGEMENT: ROLES OF COUNCILLORS

The Council as a corporate body is responsible for controlling expenditure 
through the setting of the annual budget and ensuring that an adequate 

system of internal control is in place.

COUNCIL

TO SET THE ANNUAL BUDGET, DETERMINE THE PRECEPT

 APPROVE YEAR END ACCOUNTS, WRITE OFF BAD DEBTS

 AUTHORISE THE PURCHASE OR DISPOSAL OF LAND

 AUTHORISE CAPITAL EXPENDITURE, APPROVE TAKING OUT A LOAN. 

POLICY AND FINANCE COMMITTEE

FIRST AND LAST COMMITTEE TO REVIEW DRAFT BUDGET FOR FOLLOWING YEAR: 
RECOMMENDATION TO COUNCIL IN TERMS OF BUDGET AND PRECEPT

OVERSIGHT OF ALL BUDGET EXPENDITURE (QUARTERLY MONITORING)

APPROVAL OF EXPENDITURE OVER £5,000 FROM COMMITTEE REVENUE BUDGET OR 
EARMARKED RESERVES

TO RECEIVE AND CONSIDER INTERNAL AND EXTERNAL AUDITOR’S REPORTS

STANDING COMMITTEES

TO REVIEW DRAFT COMMITTEE BUDGET FOR FOLLOWING YEAR AND MAKE A 
RECOMMENDATION TO POLICY & FINANCE COMMITTEE

QUARTERLY BUDGET MONITORING OF COMMITTEE BUDGETS

APPROVAL OF EXPENDITURE OVER £5,000 FROM COMMITTEE REVENUE BUDGETS OR 
EARMARKED RESERVES

SUB-COMMITTEES

TO MAKE RECOMMENDATIONS TO PARENT COMMITTEE FOR EXPENDITURE, EXCEPT WHERE 
SPECIFIC DELEGATED AUTHORITY HAS BEEN GIVEN (GRANTS, POLICE LIAISON)

CHEQUE SIGNATORIES (INDIVIDUAL COUNCILLORS)

TO SCRUTINISE PROPOSED SCHEDULES OF PAYMENTS, QUESTION WHERE APPROPRIATE, 
CHECK RELEVANT PAPERWORK IS CORRECT & PROCEDURES FOLLOWED, TO SIGN OFF CHEQUE 

OR BACS PAYMENT IF SATISFIED THAT ALL IS IN ORDER. 



FINANCIAL MANAGEMENT: ROLES OF OFFICERS

It is the responsibility of all officers to seek best value for the product or service, 
through obtaining comparative quotes or through a tender process

TOWN CLERK & RFO

TO OVERSEE DEVELOPMENT OF THE ANNUAL BUDGET

TO ENSURE THE COUNCIL HAS A FIVE YEAR FINANCIAL PLAN

TO AUTHORISE EXPENDITURE OF UNDER £5,000 FROM APPROVED REVENUE BUDGETS OR 
EARMARKED RESERVES (OR UNDER £2,500 OUTSIDE APPROVED BUDGETS)

TO AUTHORISE USE OF TOWN COUNCIL CREDIT CARD AS PER PROCEDURE

TO AUTHORISE SALARY PAYMENTS AND AMENDMENTS

BUDGET HOLDERS – HAVE DELEGATED AUTHORITY FROM THE TOWN CLERK & RFO

TO APPROVE EXPENDITURE OF UNDER £5,000 FROM SERVICE AREA REVENUE BUDGET OR 
EARMARKED RESERVES

TO MONITOR BUDGET EXPENDITURE THROUGHOUT THE YEAR

TO APPROVE PAYMENT OF INVOICES FROM SERVICE BUDGET EACH MONTH

TO ASSIST IN DEVELOPING THE ANNUAL DRAFT BUDGET

ACCOUNTANT

SCRUTINY OF MONTH END AND YEAR END PROCESSES

DEVELOPMENT AND REGULAR REVIEW OF FIVE YEAR FINANCIAL PLAN

PROFIT AND LOSS MONITORING FOR TOWN COUNCIL SERVICES

RECONCILE MONTHY PAYROLL 

FINANCE OFFICER

TO PREPARE A DETAILED ANNUAL BUDGET AND PRECEPT RECOMMENDATION FOR 
SUBMISSION TO COMMITTEE

TO PREPARE AND SUBMIT ANNUAL PENSION RETURN

RECONCILIATION OF CREDIT CARD PAYMENTS AS PER PROCEDURE

TO MANAGE PAYROLL AND THE LOCAL GOVERNMENT PENSION SCHEME

TO OVERSEE MONTH END AND YEAR END PROCESSES



FINANCE OFFICER (CONT’D)

TO VIRE PAYMENTS BETWEEN BUDGETS UPON AUTHORISATION OF CLERK OR COMMITTEE

TO INVESTIGATE AND MAKE RECOMMENDATIONS FOR INVESTMENTS IN ACCORDANCE 
WITH COUNCIL POLICY

OVERSEE YEAR END ACCOUNTS AND COMPLETE ANNUAL RETURN (AND ANY OTHER 
RELEVANT REQUIREMENTS IN ACCORDANCE WITH LEGISLATION) IN ACCORDANCE WITH 

THE REGULATIONS.

TO PERIODICALLY REVIEW BANK ACCOUNT AND ENSURE BANK MANDATE IS UP TO DATE

TO ENSURE COMPLIANCE WITH FINANCIAL REGULATIONS & OTHER PROCEDURES

TO REVIEW FINANCE RELATED PROCEDURES AND POLICIES AS APPROPRIATE

TO MANAGE THE FINANCE ASSISTANT

FINANCE ASSISTANT

RAISE PURCHASE ORDERS ON RECEIPT OF APPROVED ORDER REQUISITIONS

LOG AND CHECK INCOMING INVOICES; MATCH TO PURCHASE ORDERS

INPUT INCOME AND EXPENDITURE TRANSACTIONS ON FINANCE SYSTEM

PREPARATION OF BANKING TRANSACTIONS 

REIMBURSE PETTY CASH EXPENSES TO STAFF

MONTHLY FILING OF PAPERWORK

 



 Appendix B

FINANCIAL EXPENDITURE PROCESS

ANNUAL REVENUE BUDGET SET AT JANUARY COUNCIL MEETING FOR 
NEXT FINANCIAL YEAR

(FOLLOWING REVIEW BY ALL STANDING COMMITTEES)

EXPENDITURE WITHIN 
AGREED REVENUE 

BUDGETS

EXPENDITURE FOR 
UNFORESEEN 

CIRCUMSTANCES OUTSIDE 
AGREED REVENUE 

BUDGETS

EXPENDITURE IN EXCESS OF 
AGREED REVENUE 

BUDGETS

EXPENDITURE OUTSIDE OF 
REVENUE BUDGET (GENERAL 

RESERVES)

EXPENDITURE FROM 
EARMARKED RESERVES

OFFICERS 
MAY SPEND 

UP TO 
£5,000

GRANTS 
REQUIRE 

COMMITTEE 
APPROVAL

OVER 
£5,000 

REQUIRES 
COMMITTEE 
APPROVAL

AUTHORITY FOR TOWN 
CLERK TO SPEND UP TO 

£2,500

COMMITTEE APPROVAL 
REQUIRED

COMMITTEE APPROVAL 
REQUIRED

COUNCIL APPROVAL REQUIRED FOR CAPITAL EXPENDITURE, APPROVAL OF LOANS OR FOR THE 
PURCHASE OF OR DISPOSAL OF LAND OR PROPERTY

OFFICERS MAY SPEND UP 
TO £5,000 FOR AGREED 

PURPOSE OF EMR

IN EXCESS OF £5,000 
REQUIRES COMMITTEE 

APPROVAL
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