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RAUNDS TOWN COUNCIL
FINANCE AND POLICY COMMITTEE
Minutes 2 March 2021: Start Time 7.30pm
NB: The meeting was held via Zoom video link. Details of the meeting and a link enabling
members of the public to join the meeting were published on the Town Council website.
The meeting was held in compliance with Regulation 5 (2) of the Local Authorities and
Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and
Crime Panel Meetings) (England and Wales) Regulations 2020

PRESENT
Cllr R Levell, (Chairman), Cllr H Howell, Cllr O Curtis, Cllr D Hughes, Cllr S
Hughes, Cllr R Beattie and Cllr L Wilkes
IN ATTENDANCE
Ms Kate Houlihan, Town Clerk (Minutes)
Ms Nina Villa, Locum Clerk
Miss Joanne Coduri, Assistant to the Town Clerk
591.20

To receive apologies for absence.
NONE RECEIVED

592.20

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

593.20

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

594.20

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 Howell and Cllr Wilkes declared an interest in item 597.20.
595.20

Minutes: to confirm the minutes of the Finance and Policy Committee
meeting held 5 January 2021.
RESOLVED to confirm the minutes of the meeting held on 5th
January 2021.

596.20

Bank Reconciliations: To approve the bank reconciliation for OctoberNovember 2021.
RESOLVED to approve the bank reconciliations for October and
November.
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597.20

Payments for approval: To approve the payments made since the last
Finance Committee Meeting.
Members reviewed the payment lists as shown in Appendix 1 and it
was…
RESOLVED to approve the payments.

598.20

Budget Review
a. To review progress against the 2020/21 budget
Members reviewed the income and expenditure report as shown in
Appendix 2 and the clerk answered members questions thereon and
following discussion it was…
RESOLVED to note the report.

599.20

Appointment of Internal Auditor: To confirm the appointment of
NcALC as the Council’s internal auditor.
Members reviewed the terms of reference for the Internal auditor as
shown in Appendix 3 and following discussion it was…
RESOLVED to recommend to the Full Council the appointment of
Northamptonshire County Association of Local Councils as the
council’s internal auditor for 2020/21 and for 2021/22.

600.20

Annual Review of Insurance: To carry out the annual review of
insurance.
Members reviewed the report of the clerk as shown in Appendix 4 and
the following observations were made:
a) Saxon Hall would need to be re-valued once the building work was
complete.
b) The contents insurance would need to be reviewed when the
building work is completed.
c) A query was raised regarding “keyman” cover which the clerk will
verify.
Following discussion, it was…
RESOLVED to approve the insurance renewal with Zurich
Municipal.
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601.20

Internal Controls: To carry out the annual review of internal control
procedures.
Members reviewed the Internal Control procedures and amendments
were made as shown in Appendix 5.
Following discussion, it was…
RESOLVED to recommend to the Full Council that the Internal
Control procedure be adopted as shown in Appendix 5.

602.20 Annual Review of Risk Management: To carry out a review of the
council’s risk management process and risk assessments.
Members reviewed the report of the Clerk as shown in Appendix 6 and
the Clerk answered members questions thereon. It was noted that all
relevant risk assessments had been updated to incorporate Covid
secure measures.
A number of amendments and revisions were made to the Financial
Risk Assessments as shown in Appendix 7.
Following discussion, it was…
RESOLVED to
a) recommend to the Full Council that the review of risk
management is approved.
b) amend the Financial Risk assessment as shown in Appendix 7.
There being no further business the meeting concluded at 20:12pm
Approved: ....………….…......………………………...…….…..….. (Town Mayor)
Meeting date: .…........................9 March 2021 …….….......................(Council)
------------------------------------------------------------------------------------------------------Confirmed: ………..............………………………….……..………... (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: IAS terms of reference
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Appendix 4: Insurance Review

Appendix 5: Internal Controls
Introduction
The Accounts and Audit Regulations 2015 defines the responsibilities of the Responsible
Financial Officer (RFO) as ensuring the Council’s day-to-day finances are run properly but it
falls to the Council’s members to exercise a proper and reasonable degree of control over
financial matters.
Internal controls are the activities that the council undertakes to prevent and detect fraud and
ensure that the council’s finances are maintained properly.
Internal controls undertaken include:
• Adhering to Financial Regulations.
• All invoices are reviewed and approved by the RFO (or other officer as delegated by
the RFO).
• Payroll function is contracted to a third party
• Cheques and electronic payments shall be signed (physically or digitally) in
accordance with bank mandate.
• Invoices are presented for review when cheques are signed.
• Cash is held securely and promptly banked.
• Bank reconciliations are carried out promptly and presented to the Finance & Policy
Committee
Internal Control Councillor (ICC)
The Council shall appoint Internal Control Councillors, who shall have the delegated task of
reviewing the internal controls on behalf of the Council.
The Internal Control Councillors may remain cheque signatories. The Internal Control
Councillor Controller with responsibility for verifying that all expenditure has been properly
authorised will only sign cheques in extremis.
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Internal Control checks
The ICC’s shall carry out the following:
•
•
•
•
•

A sample check to ensure all anticipated income has been received;
Expenses are properly authorised before payment is made;
The record of receipts and payments is kept up to date;
That monthly bank reconciliations are carried out.
A sample check to ensure that wages are paid in accordance with pay scales and that
pension contributions re correctly accounted for.
• That all petty cash expenditure is supported by a receipt and that the petty cash
balances
• That all transactions on the procurement card are supported by a receipt or invoice.
• A sample check to ensure that cash received has been properly accounted for and
promptly banked.
The ICC’s will record the completion of their checks on the control sheets shown in
Appendix 1
All anomalies will be resolved with the Clerk/RFO and then the ICC shall present a report to
Members of the Finance and Policy Committee.
The Council’s Role:
To meet its overarching financial responsibilities the Council is responsible for appointing an
Internal Auditor to maintain an adequate and effective system of audit. This responsibility
shall be discharged through the appointment of an independent and suitably qualified auditor
who is conversant with the regime of local government finance. The Council shall engage the
services of the Internal Audit Service of Northants County Association of Local Councils to
supply an appropriate auditor for this purpose.
To receive the reports of its Internal Auditor and take appropriate action on the
recommendations therein.
To oversee the arrangements for internal control, the Council shall receive reports from its
Finance and Policy Committee and the Internal Control Councillor(s).
To review annually the effectiveness of its internal controls and internal audit service.
To ensure adequate arrangements are in place to asses and mitigate risks to the Council.
The Council will operate, maintain, monitor and annually review its financial regulations.
The Finance and Policy Committee Role
The Finance and Policy Committee’s role is to:
• Retrospectively approve all payments made since the previous meeting;
• Approve the monthly bank reconciliation, when completed.
The role of the Internal Auditor
The Internal Audit Service is available all year round. The appointed Auditor may be
contacted during this period if required.
The Internal Auditor shall visit the Council at least once a year, more if requested, by either
party. The duties of the IA are set out in the Terms of Reference for the Internal Audit Service.
An important part of the role of the Auditor is to report on the Council’s Annual Return (a
public document) the effectiveness of the Council’s internal controls and financial systems.
Adopted February 2012, Reaffirmed June 2013, June 2014, Amended Mar 2015
Amended Sept 2015, Amended March 2017, Amended February 2018
Amended February 2019, Amended February 2020, Amended February 2021
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Appendix 6: Risk assessment report
Summary:
Report on the Council’s review of Risk Management
Attachments:
Financial Risk Assessments
1.0
Background
1.1

Risk Management
The key risks to the Council are:
1. Financial risks
2. Environmental risks
3. Operational risks
4. Reputational risks
We manage our risks by carrying out ‘risk assessments’ for each specific risk we identify and look
at ways of mitigating the risk to a low, satisfactory level.
We evidence our work by documenting our assessments. In addition, all reports submitted to
council include an “implications” matrix this records; financial, legal, and risk management
implications. The matrix also refers to council obligations in terms of biodiversity and crime and
disorder. This assists the council in ensuring all risks are considered for each decision made.

1.2

Operational risks form a large area of our work and include: outdoor facilities, buildings, land, car
parks, contractors, hire facilities, events, emergencies and health and safety.

2.0

Risk Assessment
It is important to identify any risks facing the Council that could prevent achievement of its
objectives. Risk assessments for all council activities have been reviewed and prepared in line with
best practice from the Health and Safety Executive.
A comprehensive review of each risk assessment took place in January 2018 and all risk
assessments were updated accordingly.

2.1

Risk Assessment Register
The Council holds risk assessments for:
Skateboard Park
Employee Stress Management
Saxon Hall (Hirers and staff)
Playgrounds and open spaces
Outdoor gym equipment
Office Activities
Stress Management
Hanging Baskets
Electricity (electrical testing and safety)
Facilities Hire
Gas Safety
Litter picking
Running of car parks
Cleaning
Cemetery and Churchyards (management of)
Events (each event is assessed separately)

2.2

Risk assessments for Town Events
Risk Assessments for Town Events are supplied to East Northamptonshire Safety Advisory Group
and any advice given is always acted upon.
They are also sent to our insurance company who are happy with what we do.

2.3

Insurance Company Review
During their visit in January 2019 the Council’s insurance company reviewed risk assessments
relating to the management of council property and also discussed risk assessments relating to
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open space, they had no comments or additions to make.
3.0

Recommendations
•
•

That the Finance and Policy Committee review the Financial Risk assessment (attached)
That the Clerk in consultation with the relevant Committee Chairman to review other risk
assessments as they become due (e.g. at the time of an event)
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Raunds Town Council’s Risk Assessment
Appendix 7: Financial Risk Assessment
Activity: Financial

Date of assessment: February 2021

What are the hazards?

Who might be
harmed and
how?

What are you already doing?

Book Keeping - Record
of the Council’s income
and expenditure. Inaccurate or failure to
maintain records properly
could lead to loss of
income, overcharging by
suppliers or
misappropriation of
Council funds
Purchase orders - Best
value
Accountability
Failure to observe
Standing Orders and
Financial Regulations
could lead to improper
acquisitions, work
awarded incorrectly,
overspend on services or
breach of Code of
Conduct.

Council’s
Regular Internal Control checks, with bank
Reputation
reconciliation being the key control check.
Local Tax Payers
Annual Review of Financial Regulations.

Do you need to do anything
else to control this risk?

Action by
who?

Clerk, Council

Internal controls: (see Internal Control policy)
segregation of duties, compliance with Financial
Regulations.
Regular reports to Finance and Policy Committee.
Council’s
Financial Regulations set out the requirements.
Reputation
Review of Financial regulations annually. Normal
Local Tax Payers practice is to seek more than one quotation for any
substantial work required to be undertaken or goods.
For major contract services, formal competitive
tenders would be sought.
If a problem is encountered with a contract the Clerk
would investigate the situation, check the
quotation/tender, research the problem and report to
Council.

Clerk,
Finance and
Policy
Committee,
Council

Action by
when?

Done
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Purchase payments Best value
Accountability
Failure to observe
Standing Orders and
Financial Regulations
could lead to
overpayment, and
inappropriate payments,
overspend on services or
breach of Code of
Conduct
Annual Budget Statement of Council’s
estimated income and
expenditure for each
year.
Risk of failure to provide
for services to be
provided, over/under
statement of Precept.
Year end accounts Statement of financial
activity of the Council
for each year.
Failure to provide an
accurate statement of the
Council’s financial
transactions for each
year.

Council’s
Financial Regulations set out the requirements.
Reputation
Review of Financial regulations annually.
Local Tax Payers

Clerk, Finance
and Policy
Committee
Council

Council’s
Review of Budget by Finance and Policy Committee &
Reputation
Council.
Local Tax Payers Review of Financial regulations annually.

Clerk, Finance
and Policy
Committee
Council

Council’s
Review of Year End Accounts by Finance and Policy
Reputation
Committee & Council.
Local Tax Payers Review of Financial Regulations annually.

Clerk, Finance
and Policy
Committee
Council
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Income Precept and
other income received
by Council.
Lack of controls could
result in loss of income,
misappropriation of cash.
Petty Cash- Minor
operating expenses of
the Council.
Lack of controls could
result in loss of income,
misappropriation of cash.
Payroll - Payment of
wages and salaries to
Council employees.
Failure to deduct, correct
tax and NI contributions,
failure to comply with
current legislation on
employment terms and
conditions. Failure to pay
correct remuneration.
Asset Control - Record
of Council’s Assets and
investments.
Failure to maintain or
review could result in
undervaluing. e.g.
insurance

Council’s
Regular Internal Control checks.
Reputation
Review of Financial regulations annually.
Local Tax Payers

Council’s
Operate imprest system.
Reputation
Reimbursement must not be carried out by person
Local Tax Payers claiming the funds.
Regular Internal Control checks by ICC
Review of Financial regulations annually.
Council’s
Payroll outsourced to experts.
Reputation
RTC check on gross pay calculations.
Local Tax Payers Regular Internal Control checks. With clerks gross
salary checked monthly by ICC.

Clerk,
ICC
Finance and
Policy
Committee
Council
Clerk,
ICC Finance
and Policy
Committee
Council
Clerk,
ICC
Council

Review of Financial regulations annually. Personnel
Committee to review terms and conditions.

Council’s
Review of Asset Register annually - to combine with
Reputation
Insurance review.
Local Tax Payers Inventory check carried out with each payment
voucher.

Clerk, ICC
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Bank Reconciliation Record of the Council’s
transactions in respect
of income and
expenditure.
Failure to undertake
monthly reconciliation
could result in loss of
income, inappropriate
payments or
misappropriation of funds
Insurance- Insurance
cover provided for
Council’s financial and
other activities.
Inadequate cover could
lead to financial loss and
legal claims against
Council
Financial Records of
Council’s financial
transactions.
Failure to ensure
safekeeping and updating
of records.
Internal Audit - Review
of systems and
controls implemented
by Council.
Failure to secure
independent internal
audit and record audit
results.

Council’s
Regular Internal Control checks
Reputation
Bank Reconciliation presented to Finance and Policy
Local Tax Payers Committee and all checked by ICC
Review of Financial regulations annually.

Clerk, Finance
and Policy
Committee,
Council

Council’s
Review of Insurance Schedule annually & approval by
Reputation
Council required.
Local Tax Payers

Clerk, Finance
and Policy
Committee

Council’s
Regular Internal Control checks
Reputation
Review of Financial Regulations annually.
Local Tax Payers

Clerk, Finance
and Policy
Committee
Council

Council’s
Internal Audit Review annually.
Reputation
Local Tax Payers

Clerk, Finance
and Policy
Committee
Council
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External Audit Completion of the Audit
Commission process.
Failure to comply with
statutory requirements for
completion and
publication of Audit.
Business continuity Council not being able
to continue its business
due to unexpected
circumstances: loss of
office accommodation,
loss of personnel
(sickness or
resignation)
Loss of offices due to fire,
flood etc. Manage loss or
long term incapacity of
key personnel. Loss of
the Council due to
resignation, election or
other circumstance.
Bank and banking
Inadequate checks, Bank
mistakes, Loss, Charges

Council’s
Review of Year End Accounts by Finance and Policy
Reputation
Committee & Council.
Local Tax Payers Review of Financial Regulations annually.

Clerk, Finance
and Policy
Committee
Council

Council’s
IT data backed up and held off-site.
Reputation
Local Tax Payers Office staff continually inducted and involved in key
aspects of Council business.

Clerk, Finance
and Policy
Committee
Council

General reserves adequate to fund interim Clerk if
necessary in the event of The Clerk key staff
resigning.

Council’s
Cash and cheques received banked regularly.
Reputation
Cheques and electronic payments require two
Local Tax Payers signatures from the nominated signatories.
Bank errors in processing cheques would be
discovered when the bank accounts are reconciled
once a month and corrected immediately by informing
the bank.
Financial Regulations relevant.
Review the bank signatory list when necessary.

Clerk,
Finance and
Policy
Committee ICC
Council
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Grants and support
Power to pay
Authorisation of Council
to pay

Council’s
All such expenditure goes through the required
Reputation
Council process of approval, minuted and listed
Local Tax Payers accordingly if a payment is made using S137.
Councillors to request a copy of S137 rules if required.

VAT
Re-claiming/charging

Council’s
The Council has Financial Regulations which set out
Reputation
the requirements. Existing procedure adequate.
Local Tax Payers

Council’s
Reputation
Local Tax Payers
Freedom of Information Council’s
Act
Reputation
Policy Provision
Local Tax Payers
Data protection
Policy Provision

Council Debit Card for
Purchases

Council registered with the Information Commissioners
Office..

Council has a publication scheme in place. The
Council is able to request a fee but the applicant also
has the right to re-submit the request broken down
into sections. Monitor and report any requests made
under the FoI Act. Ongoing.
Council’s
Policy for use of debit card in place.
Reputation
All transactions checked against supporting
Local Tax Payers documentation by ICC

Debit/Credit Card
Payments from Sales

Council’s
Council follow Data Protection Act for Payments
Reputation
received.
Local Tax Payers Policies reviewed in line with GDPR regulations.

Internet Banking

Council’s
Segregation of duties and triple authorisation process
Reputation
used.
Local Tax Payers Electronic authorisations from nominated signatories.
All transactions checked against supporting
documentation by ICC
Officers cannot authorise payments

Clerk,
Chair of
Finance and
Policy
Council
Clerk,
Finance and
Policy
Committee,
Council
Clerk,
Council
Clerk,
Council

Clerk,
Finance and
Policy
Committee
Council
Clerk,
Finance and
Policy
Committee
Council

