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RAUNDS TOWN COUNCIL
FINANCE AND POLICY COMMITTEE
Minutes: 9 July 2020: Start Time 7.30pm
PRESENT
Cllr R Levell, (Chairman), Cllr L Wilkes, Cllr D Hughes, Cllr J Duff,
Cllr H Howell, Cllr S Hughes, Cllr R Beattie.
IN ATTENDANCE
Ms Kate Houlihan, Town Clerk (Minutes)
Miss Joanne Coduri, Assistant to the Town Clerk
126.20 To Elect a Chairman of the Finance and Policy Committee
RESOLVED that Cllr Levell be elected as Chairman of the
committee.
127.20

To Elect a Vice Chairman of the Finance and Policy Committee
RESOLVED that Cllr D Hughes be elected as Vice-Chairman of
the Committee.

128.20

To Receive Apologies for Absence.
Apologies were received from Cllr O Curtis
RESOLVED to note the apologies

129.20

Notification of requests from members of the public to address
the meeting in compliance with adopted protocol.
NONE RECEIVED

130.20

Notification of members questions in compliance with the
council’s standing orders.
NONE RECEIVED

131.20

Declarations of Interest.
COUNCILLORS ARE REMINDED THAT IF THEY HAVE EITHER A DISCLOSABLE
PECUNIARY INTEREST OR OTHER INTEREST IN ANY ITEM THEN THEY
SHOULD DECLARE THE INTEREST AND IN THE CASE OF A PECUNIARY ITEM
LEAVE THE MEETING FOR THAT ITEM

Cllr H Howell and Cllr L Wilkes declared a pecuniary interest in a single
payment under item 56.20 (Teaching for Business) and did not vote on
that payment.
132.20

Minutes: to confirm the minutes of the Finance and Policy Committee
meeting held 3 March 2020
RESOLVED that the minutes of the Finance and Policy Committee
held on 3 March 2020 be approved as a true record.
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133.20

Bank Reconciliations: To receive the bank reconciliations for
January-March 2020.
Members reviewed the bank reconciliations and it was…
RESOLVED to receive the bank reconciliations

134.20

Payments for approval: To approve the payments made since the last
Finance and Policy Committee Meeting.
Members reviewed the payment lists as shown in Appendix 1 and the
Clerk answered members queries thereon.
RESOLVED to approval the payments lists.

135.20

Internal Control: To review the work carried out by the internal
controllers.
Members reviewed the Internal Control Sheets and it was…
RESOLVED to:
a) note the work completed by the internal controllers
b) to amend the control sheet to show the name, not just the
initials of the person who had carried out the work.
c) that Cllr Howell and Cllr S Hughes would become internal
controllers.
d) that Cllr Levell would work to align the internal control checks
to standard audit assertions.

136.20

Budget Review: To review the Income and Expenditure report for the
year to date 1st April 2020 to 30 June 2020 and to consider any
alterations to the budget which may be needed in light of coronavirus.
Members reviewed the income and expenditure report for the year 1
April 2020 to 30 June 2020 as shown in Appendix 2.
The following points were noted:
• Subscriptions: Subscriptions are paid annually hence the
proportion of the budget is used by June.
• Website: The fee for the website is paid annually hence proportion
of the budget is used.
• Utilities: Gas at Saxon Hall and The Hall had been billed incorrectly
these bills were being credited and new bills raised. It is expected
that these costs will remain within budget.
• Saxon Hall Staff: Saxon Hall staff had been diverted to other duties
during the closure, however there would still be a saving against
budget for the period.
• Saxon Hall Hire and Town Hall Hire: These income streams would
be severely affected by Covid and were unlikely to return to precovid levels at any point during the financial year. It was expected
that income would be no more than £10,000 for the year.
• Business Rates Saxon Hall: No business rates were being
charged for Saxon Hall during 2020-21
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RESOLVED to note the report and the impact of Covid on budget
predictions, it was agreed that shortfalls in income should be met
from reserves rather than being taken from other budget areas.
137.20

Home Working Policy: To consider a policy on home working
Members reviewed the home working policy as shown in Appendix 3
and it was agreed that the Clerk would investigate a blanket virus
protection license for staff and councillors. Following discussion, it
was….
RESOLVED to recommend to the Full Council that the policy be
as shown in Appendix 3.

138.20

Money Handling Policy: To consider and review the councils Money
Handling Policy.
Members reviewed the home Money Handling policy as shown in
Appendix 4 and it was….
RESOLVED to recommend to the Full Council that the policy be
as shown in Appendix 4.

139.20

Asset Register Policy: To consider the councils asset register policy
Members reviewed the Asset Register policy as shown in Appendix 5
and it was….
RESOLVED to recommend to the Full Council that the policy be
as shown in Appendix 5.

140.20

Town Council Property
i. To consider a damp assessment on the Town Hall
Members reviewed the report and it was…
RESOLVED that the Clerk should obtain further quotes and that
an extraordinary meeting would be called to approve the
expenditure so that the work could be carried out asap.
ii. Exclusion of the press and public
The press and public will be excluded from the following agenda
items due to the confidential nature of the business under the Public
Bodies (Admission to Meetings) Act 1960
iii. To consider tenancy arrangements.
Members considered the tenancy arrangements and it was…
RESOLVED not to make any changes to tenancy agreements
were rent arrangements.
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There being no further business the meeting concluded at 20:29pm
Approved: ....………….…………..……....…..…………………..…. (Town Mayor)
Meeting date: ......................... 14 July 2020…….....................…. (Council)
Approved: ....…………....………………………………………….….. (Chairman)
Meeting date: ..…......................................................................……(Committee)
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Appendix 1 - Payment lists
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Appendix 2 - Income and Expenditure
Report
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Appendix 3 - HOME WORKING POLICY
1.0 Scope
This policy applies to all staff who may work from home.
2.0 What is Home Working?
Categories of home working:
a)
b)
c)

Permanent full-time home working - Where a member of staff is designated a home
worker
Part-time home working - Where a member of staff regularly works from home for part
of the working day or week but still has an office base available on council premises.
Periodic home working - where a member of staff can work from home time to time for
a particular reason. (e.g. Individual circumstances, nature of work etc) but is normally
based on Council premises

3.0 Circumstances for home working
There are several circumstances in which Raunds Town Council will consider home working
for an individual member of staff or a group of staff.
a)
b)
c)

d)

In response to government guidelines e.g. Covid19.
In response to a short-term caring responsibility.
To support flexible working arrangements, this could be occasional instances of working
from home or extend to a member of staff asking to permanently work from home for part
of their contracted hours.
To support staff in the workplace who may suffer from or be recovering from a health
condition.

4.0 Benefits of Home Working
There are several reasons why home working is desirable, including:
a) providing greater flexibility
b) increasing scope to meet Council’s commitment to equal opportunities, (e.g. it may
enable a person with disabilities to do a job they otherwise would not be able to do)
c) reducing energy consumption and pollution from unnecessary car journeys
d) broadening the traditional recruitment market and gaining access to alternative labour
markets
e) attracting and retaining staff
5.0 How home working arrangements are to be agreed
a)

Home Working due to Government Guidelines
Where home working is implemented because of government guidelines, all staff who
can work from home will do so. This will be reported to the council as soon as is
practicable. Arrangements for home working will be reviewed as government guidelines
are amended.

b)

Requests for permanent home working arrangements
If a member of staff requests that their post be considered for permanent home working,
(either wholly, or for part of their hours to be worked from home on a permanent basis)
the request must be made in writing and considered by the personnel committee. The
personnel committee would consider the request against operational requirements and in
line with other Town Council policies.

c)

Temporary home working (request from staff)
If a member of staff requests home working to cover a short-term issue then this can be
agreed with the Clerk for up to three days. The Clerk will consider both the suitability of
the post for home working and also if the circumstances of the request mean it is more
appropriate to consider the special leave policy, or to ask the employee to take annual
leave.
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In the case of the Clerk, any request for home working for up to three days will be
considered by the Mayor and Chairman of the personnel committee, or their deputies if
they are not available.
If any member of staff requests home working for a period of more than three
consecutive days or for more than 10 days in any rolling six-month period then this will
be considered by the personnel committee. In the case of the Clerk such a request will
be considered by the Full Council.
6.0 Working from home and sickness
Where a member of staff is home working and becomes unwell they should report their
absence in line with the sick leave policy in the normal way.
7.0 Working from home employee responsibilities
Where employees are working from home it is their responsibility to ensure that they
have a reliable broadband connection, such that they can connect to the remote desktop
and download documents.
The employee will be expected to work their normal hours as far as is practicable,
although the Council recognises that some flexibility may be required depending on
individual circumstances.
The employee should ensure that they have access to welfare facilities as they would in
the normal office environment.
The employee should follow the council’s lone working policy.
The employee must take responsibility for considering their own health and safety whilst
working from home and highlight any issues to the Clerk for consideration, such as
Display Screen Equipment (DSE) requirements.
The employee must ensure that confidential material is held securely when working from
home and is not accessible to other members of the household. Employees should also
consider confidentiality when takin part in conference calls.
Where an employee is using their own IT equipment, they must ensure that suitable antivirus software is installed, the council will reimburse the staff member for this.
8.0 Working from Raunds Town Council Responsibilities
The Town Council will, where possible, supply IT equipment, e.g. phones and laptops to
support home-working, these will be covered under the Town Councils insurance.
The Town Council will support staff in meeting health and safety requirements whilst
working from home, e.g. DSE requirements.
The Clerk will ensure that home-workers are still able to access support from their line
manager and team members and hold regular virtual meetings to support anyone home
working.
This policy is does not form an alteration to any contract of employment.
Adopted July 2020
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Appendix 2 - MONEY HANDLING POLICY: POLICY STATEMENT
To ensure proper and consistent cash handling procedures, all employees who handle cash
must be aware of, and show a strong commitment to controls over cash funds. Controls are
required to safeguard against loss and to protect employees by defining responsibilities in the
handling of cash. Money may be comprised of “Cash”: coin and currency, cheques, money
orders, and electronic funds transfers.
GENERAL GUIDELINES:
1. This policy covers both the Town Council and Mayoral accounts.
2. Money must not be left unattended.
3. Cash funds must be stored immediately in the safe, to which access is restricted to office
staff and The Clerk.
4. All Cash received should be passed to a member of staff as soon as possible. Cash for
booking at Saxon Hall may only be received at The Hall reception.
5. All monies received must be recorded in the relevant receipt book, and a copy receipt
given to the payee. The monies should be kept in the safe.
6. The amount stored on the premises should not normally exceed £200.
7. Banking should be carried out whenever the amount stored on the premises reaches
£200 or at least a minimum of once per fortnight.
8. Staff are not expected to put themselves at risk in the event of robbery – there should be
no resistance, focus should be upon observing attacker(s) and memorising detail to
assist with any police investigation.
9. Any concerns regarding money handling should be reported to The Clerk at the earliest
opportunity.
GUIDELINES FOR PETTY CASH FUNDS:
1. It is the responsibility of all staff who maintain petty cash funds to adhere to this policy.
2. A petty cash float may be increased by withdrawing cash using the procurement card. All
transactions from the procurement card are monitored by the relevant ICC.
3. The petty cash fund must be kept in a safe or locked cabinet under the control of the
responsible staff. Only responsible staff may have access to the petty cash fund.
4. The petty cash fund must not be used for personal loans, cashing cheques, or for
salaries.
5. The person responsible for the petty cash fund should follow financial regulations to
establish a maximum size for the petty cash fund.
6. Petty cash should be used as a convenient method to pay small claims and is not
intended for larger or frequent payments.
7. Funds received from any other source must not be added to the petty cash fund.
8. When petty cash reimbursements are made, they should normally only be made on
production of a receipt from the payee.
9. If, in exceptional circumstances, petty cash is given prior to purchase, a note should be
made of the amount and payee, a receipt should be presented at the earliest possible
opportunity.
10. Petty cash transactions must be recorded in the petty cash book with details of the
payee, amount, item(s) purchased, initial of member crediting, amount paid, balance
after payment (checked).
Updated September 2010, Revised June 2012. Re-affirmed October 2014.
Revised October 2015, Revised October 2016, Revised February 2018
Amended July 2020
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Appendix 3 - Asset Register Policy
1

Background

1.1 Local councils must maintain an asset register to ensure fixed assets are appropriately
safeguarded. This includes items of a capital nature where values tend to be high and
which have a useful life of more than one year.
2

Scope of asset register

2.1 In order to ensure transparency and reasonableness, the following items are included in
the Council’s asset register, whether purchased, gifted or otherwise acquired, together
with their holding location:
•
•
•
•
•

land and buildings held freehold or on long term lease in the name of the Council
community assets
vehicles, plant and machinery
assets considered to be portable, attractive or of community significance
all capital items purchased from ear-marked reserves.

2.2 The values indicated in the asset register will inform the ‘total fixed assets’ section of the
Annual Return with the exception of assets held on trust.
2.3 The following items fall outside the definition for inclusion and are therefore excluded
from the Council’s asset register:
•
•
•
•
•
•
•
•
•
•
•
•

land and buildings held on short term lease or rented
land and buildings maintained or serviced, but not owned by the Council
assets rented by or loaned to the Council
stock items intended for resale
stationery and other consumable items
floor or land surfaces and drainage
plants and trees
assets with a purchase or resale value of less than £100 (other than items listed as
for inclusion in the asset register)
repairs
cash, short term investments and other current assets
intangible assets (e.g. trademarks, internet domain names, contingent assets,
broadcast rights)
‘negative’ assets (e.g. provisions, borrowings, creditors and contingent liabilities)

2.4

A separate section of the asset register will contain a schedule of disposals.

3

Valuation of assets for asset register

3.1 Once recorded on the asset register, the value of assets must not change from year to
year until disposal. Concepts of depreciation and impairment adjustments are not
appropriate for local councils (Governance and Accountability for Local Councils: A
Practitioner’s Guide (England) 2014, para. 3.69).
3.2

Assets must be valued by one of the following means based on available information:
• ideally, apply the purchase price (including VAT as appropriate.

3.3

Where it is not possible to trace the purchase price of the asset the insurance valuation
should be applied. As a last resort, a nominal value of £1 may be applied. This should
also be used for assets gifted to the Council.

3.4

There is no guidance where land or buildings have been subject to substantial
renovation and improvement to such an extent that the new market value bears no
relation to the original purchase cost. In order to avoid renovation and improvement
work being separately recorded on the asset register and in these exceptional
circumstances only, a market value supplied by a qualified surveyor may be entered.
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4

Procedure for updating the asset register

4.1

The start point is the asset register that has been agreed for the end of the previous
financial year. The financial ledger should be reviewed for all purchases made during
the year. A discussion should be held with all Council officers to identify any assets
that have been gifted to the Council. Any new assets which fall in the categories
stated at 2.1 above should be added to the asset register, with their values recorded
at the purchase price (net of VAT if VAT is being reclaimed) or at £1 if gifted to the
Council.

4.2

The financial ledger should also be reviewed for all asset sales made during the year.
A discussion should be held with all Council officers to identify any assets that have
been lost, disposed of or gifted by the Council. Any assets which fall in the categories
stated at 2.1 above should be removed from the asset register and recorded in the
schedule of disposals. The asset register should record any assets loaned by the
Council, including the person or organisation borrowing the asset, its location and the
date when the loan period ends.

4.3

An annual inspection of asset register items should occur to ensure that all asset
register items can be physically verified. Any assets which cannot be located should
be removed from the asset register and recorded in the schedule of disposals.

4.4

The asset register and schedule of disposals should be reviewed annually by the
Finance Committee and then approved by the Council at the same time as the
approval of the Annual Return.

4.5

This policy will be reviewed regularly by the Policy and Resources Committee

5.0

The Asset Register and Insurance

5.1

The Asset register will be used to inform the insurers of Council assets.
For the purposes of insurance the value to be used is the replacement value of items
and not the purchase price as per the asset register.
The Council should ensure land and building are valued accurately for insurance
purposes. Buildings should therefore be valued every five years to ensure the
appropriate insurance is held.

Adopted October 2016, Amended July 2020, to be reviewed triennially.

