COUNCIL CONSTITUTION COMMITTEE

Minutes of a meeting of the Council Constitution Committee held on Thursday,
18" July, 2013 at Addenbrooke House, Ironmasters Way, Telford

PRESENT: Councillors M.J. Smith (Chair), A.J. Eade and C.F. Smith
Also present: Councillor D.R.W. White (Chair, Scrutiny Management Board)
CCC-1 MINUTES

RESOLVED - that the minutes of the meeting of the Council Constitution
Committee held on 16 April, 2013 be confirmed and signed by the Chair.

CCC-2 APOLOGIES FOR ABSENCE

Councillors R.C. Evans, I.T.W. Fletcher, G.M. Green and K.R. Guy

CCC-3 DECLARATIONS OF INTEREST
None.
CCC-4 JOINT HEALTH SCRUTINY ARRANGEMENTS

The Scrutiny Group Specialist presented a report concerning two issues that
required consideration to ensure that the Health Scrutiny arrangements in Telford &
Wrekin had the relevant provisions for Joint Health Scrutiny Committees.

In 2009, Council decided to confer voting rights on the three independent co-opted
Telford & Wrekin members of the Joint Health Overview & Scrutiny Committee
(JHOSC) with Shropshire Council. This related only to voting on matters relating to
the re-configuration of health services within Telford & Wrekin and Shropshire at that
time. Shropshire Council agreed the same voting rights for their co-optees on the
JHOSC. Due to the need for further monitoring and scrutiny of service changes
within the NHS, it was proposed that both Councils extend the voting rights of the co-
optees to all matters considered by the JHOSC. However, this would be time-limited
and reviewed every three years. A draft scheme was appended to the report.

The Council also needed to be in a position to respond to any proposed changes to
NHS services that affected a wider geographical area than that covered by the
current JHOSC. This could involve establishing a Joint HOSC with other local
authority areas. A model adopted by several other authorities waived the
requirement for political balance on any future Joint HOSC, if all other participating
authorities also agreed to do this. Under these circumstances, the Chair of the
Council’'s Health Scrutiny Committee would be the Council’s representative on a
Joint HOSC. If there was not agreement to waive political balance, the membership
of the Joint HOSC would be appointed by the relevant Scrutiny Committee. The
Chair of the Scrutiny Management Board advised that if political balance was not
waived, the composition of any joint committee involving several authorities would
become too large and unwieldy to be effective.



Members were satisfied that there was a good reason for waiving political balance
requirements on this occasion, and that all Members should be urged to support the
recommendation when it was considered at full Council.

RESOLVED —-to RECOMMEND to COUNCIL

(@) that the voting Scheme for the Co-opted Members of the Joint Health
Overview & Scrutiny Committee, as set out in Appendix 1 of the report,
and the consequent changes to the Constitution, as shown in Appendix
2 of the report, be approved,;

(b)  that the procedure to establish future Joint Health Overview & Scrutiny
Committees, as set out in section 5 of the report, and the consequent
changes to the Constitution, as shown in Appendix 2 of the report, be
approved.

The meeting ended at 6.22 p.m.



TELFORD & WREKIN COUNCIL
COUNCIL CONSTITUTION COMMITTEE - 7™ NOVEMBER 2013
PROPOSED CHANGES TO THE CONSTITUTION AND CONSTITUTION REVIEW UPDATE

REPORT OF THE ASSISTANT DIRECTOR: LAW, DEMOCRACY AND PUBLIC
PROTECTION

1. SUMMARY OF MAIN PROPOSALS

The Committee is asked to consider making recommendations to full Council to approve
amendments to the Constitution regarding public speaking at the Health and Wellbeing
Board, changes to the Audit Committee terms of reference and updates to the functions
of the Chief Financial Officer and Rules of Procedure (Policy Framework and Budget
Procedure Rules and Financial Regulations).

Progress is also continuing with the full review of the Constitution that began earlier in the
year.

2 RECOMMENDATIONS

2.1  That members:-

2.1.1 Recommend the approval of the amendments with effect from the full Council meeting on
21° November 2013 as follows:-

2.1.1.1The terms of reference of the Health and Wellbeing Board as included
at Appendix 1a;

2.1.1.2The terms of reference of the Audit Committee as included at Appendix 2;

2.1.13 The Functions of the Chief Financial Officer and Procedure Rules (Policy Framework
and Budget procedure Rules and Financial Regulations) as included at Appendix 3;

2.2  That members note the progress on the full review of the constitution as set out at
paragraph 4.4 of this report.

3 SUMMARY IMPACT ASSESSMENT

COMMUNITY IMPACT Do these proposals contribute to specific Co-Operative Council
priority objective(s)?

Yes The proposals for the Health and Wellbeing Board will
contribute towards improving the health and wellbeing of
our communities and address health inequalities

Will the proposals impact on specific groups of people?

No The Health and Wellbeing Board proposals will benefit
the whole of the community.
TARGET Health and Wellbeing Board and Audit Committee changes can be
COMPLETION/DELIVERY | implemented if approved by full Council at the next meeting on
DATE 21* November 2013.

The full review of the constitution aims to be completed and in
place for the commencement of the municipal year 2015/16.

1




FINANCIAL/VALUE FOR | Yes There are no direct financial implications from the
MONEY IMPACT review of terms of reference for the Health & Well Being

Board. The size of venue for holding the meetings will
need to be considered if the meetings are opened up for
public speaking as a larger venue is likely to be
required. There may be a charge associated with hiring
a venue if a “free” room can not be secured. There is
currently no central budget in respect of room hire for
meetings.

The administration of the Health & Wellbeing Board will
have resource implications for the Democratic Services
Team; however it is anticipated that this will be met from
existing staffing structures.

MLB 10.10.13

LEGAL ISSUES Yes Section 194 of the Health and Social Care Act 2012

requires the Council to establish a Health and Wellbeing
Board as a formal committee of the Council.
Accordingly the conduct and procedure of the board
must comply with the appropriate statutory
requirements. The changes proposed at Appendix 1a
are required to ensure that public speaking can be
introduced in accordance with those requirements.

Any changes to the constitution agreed by this
committee need to be formally approved by full Council
before come into force.

OTHER IMPACTS, RISKS | Yes Public speaking at Health and Wellbeing Board provides
& OPPORTUNITIES an opportunity for greater public engagement with this

significant new responsibility taken on by the Council.
The procedure set out at appendix 1b is to ensure that
there is a fair and proportionate process in place for all
stakeholders.

IMPACT ON SPECIFIC No Borough-wide impact
WARDS

4 INFORMATION

4.1  Health and Wellbeing Board

41.1

4.1.2

Since the first meeting of the Health and Wellbeing Board (‘the Board’) on 15th May
2013 there has been a lot of public interest from local volunteer groups, interest groups
and provider organisations. However, the current procedure rules make it difficult for the
Board to hear from these groups and the public. Allowing local groups/individuals to
speak at the Board would help to achieve principles such as accessibility and
engagement whilst also giving Board members more information on local health issues.

On 17" July 2013 the Board agreed (subject to the approval of this Committee and full
Council) to amend its procedure rules and allow public speaking for individuals and local
community/volunteer groups to ask questions or raise issues for discussion. Attached at
Appendix 1la are the terms of reference for the Board with the proposed amendment to
allow public speaking. This Committee is asked to review the amendment and, if
acceptable, recommend to full Council that the amendment is made to the constitution.




4.1.3

4.1.4

4.1.5

4.2

421

4.3

4.3.1

To assist, attached at Appendix 1b, is the draft public speaking procedure which has
been prepared by Officers and which can be used if Council provide approval for the
change. The procedure has been drafted in a similar style to other public speaking
procedures for Council meetings to ensure continuity but has some specific rules to fit in
with this particular Board.

Further, the Board moved out of its ‘'shadow’, state in May this year and accordingly there
are further changes to update the terms of reference. These are also shown at Appendix
la.

One technical point in the Board’s terms of reference has been raised by one of the
Clinical Commissioning Group (CCG) members of the Board. In order to not restrict
membership of the board from the CGG, the Committee are also asked to consider the
amendment to the title of the CCG membership as it appears as Appendix la.

Audit Committee

The Audit Committee terms of reference require updating to reflect the role of the Audit
Committee under its governance responsibilities in respect to the oversight of the
Commercial Board. The proposed changes are set out at Appendix 2.

Functions of the Chief Financial Officer and Rules of Procedure (Policy Framework &
Budget Procedure Rules and Financial Requlations)

The key changes made include:

Date by which Cabinet will publish its budget proposals changed from the end of
December to the end of January — to allow for late announcement of settlement figures
from Central Government;
Points added to emphasise that all reports to Cabinet must have a financial comment,
completed by Finance, and that Finance Staff are given adequate time to do this;
Limits included for approval of grants which give added assurance and transparency.
Previously, all grants had to be approved by the relevant SMT Lead and Finance
Manager. Changes are:
o Where the value is £10,000 or less approval should be given by the relevant
Assistant Director
o Where the value exceeds £10,000 but is less than £50,000 approval should be by
SMT
o Where the value exceeds £50,000 the relevant Cabinet Member and Assistant
Director should give approval
Also re-emphasising that financial implications, such as match funding, should be
identified prior to submission and approval of bids.
Approval of Virements — section re-written and simplified so that it is in-line with the
Council’s structure and Financial Management System (Agresso) and processes.
References to “within” and “between” Services have been deleted as it was felt that these
were ambiguous. Thresholds for Cabinet and Council approval remain the same.

Changes are:

Approval is required where there is a proposed change to the use of budgets in terms of
services being delivered, subject to the limits set out in the table below



4.4

Limit Approved By
Virements less than | Service Delivery | All virements must
£50,000 Manager and Finance | ¢ be within the overall
Manager policy framework;
e not involve an
Virements £50,000 or | Cabinet increasing
more but less than commitment in future
£250,000 years, which cannot
Over £250,000 Full Council be contained within
existing approved
budget allocations

Where Cabinet and Full Council approval is required then the appropriate Assistant
Director and CFO approval must also be gained as part of the process.

Taxation — section expanded to highlight that the tax implications of business decisions
must be fully understood and considered. Further change that Managers need to check
the employment status of anyone engaged in their Service Area so that tax is correctly
accounted for.

Authorised Signatories — table bringing together all authorisations plus the inclusion of
the limits within the Financial Management system (Agresso).

Internal Audit — to fully reflect the requirements of the new Public Sector Internal Audit
Standards effective from April 2013.

Income and Debtors — update and clarification of write-off levels.

Constitution Review Update

4.4.1

4.4.2

On 16™ April 2013 this Committee considered updates to a number of sections of the
constitution as part of an overall review. The aim of the review is to make the
constitution more accessible and to make oversight and review more efficient.

Whilst the 16™ April report addressed some sections, many remained to be reviewed.
Accordingly a small working group consisting of Councillor Charles Smith, Councillor lan
Fletcher, the Legal Services Manager and other officers dealing with specific sections,
have continued to review the remaining sections. Three meetings of this group have
reviewed sections including the contract procedure rules, finance procedure rules and
the scheme of delegations (this section has a lot of further work to be undertaken). More
of these meetings are being set up and the aim is to ensure that the constitution will have
been reviewed in full with a new complete draft for consideration by September 2014.
This is an involved process and a considerable period of time will be spent to complete
this work. Although it has been decided that it would be too complicated to incorporate
large amendments in a piecemeal fashion some amendments maybe required before
then but the aim is to provide a ‘new’ constitution as a complete document. Officers will
continue to keep this Committee up to date with developments and any interim changes
required.

IMPACT ASSESSMENT — ADDITIONAL INFORMATION

No additional information required.



6 PREVIOUS MINUTES

Full Council - 2" May 2013, 92
Council Constitution Committee — 16™ April 2013, CCC - 15
Health and Wellbeing Board — 17" July 2013, HWB-22

7 BACKGROUND PAPERS

None

Report prepared by Matthew Cumberbatch, Legal Services Manager, Telephone: 01952
383255
Jenny Marriott, Audit & IG Manager, telephone 01952 383101



TELFORD & WREKIN HEALTH AND WELLBEING BOARD TERMS OF REFERENCE

The Committee has the responsibility on behalf of the Council in respect of public health
and health and wellbeing responsibilities within the Borough.

TERMS OF REFERENCE

1. The HWB is responsible for guiding and overseeing:

1.1. The ongoing development of the joint strategic needs assessment (JSNA)

1.2. Developing a high-level joint health and wellbeing strategy (JHWBS), based upon the

findings of the JSNA

1.3. The establishment of sound joint commissioning arrangements

1.4. The development of HealthWatch forum for public and patient engagement and

involvement

1.5. Fhetransferof Public Health responsibilities and arrangements inte the local authority

2. The HWB will provide a key forum for public accountability of NHS, social care for adults
and children and other commissioned services that the HWB agrees are directly related
to health and wellbeing in Telford and Wrekin.

3. The HWB has a duty to encourage integrated working between local health, social care
and health-related commissioners.

4. The HWB will have a link to the overarching Telford and Wrekin Local Strategic
Partnership but will also very much function in its own right. The HWB will work closely
with the Children, Young People and Families Board, Safer Community Board, in addition
to the existing adult and children’s partnership boards, in order to ensure the focus on
the improved health and wellbeing outcomes for the whole population of Telford and
Wrekin.

5. The HWB will lead on the development of a Telford and Wrekin Joint Health and
Wellbeing Strategy (JHWBS) for residents which drives health improvement, plans to
deliver this strategy and keeps the implementation of these plans under review.

‘ 6. Through the JHWBS, the HWB will_ oversee a commissioning programme of service
and/or pathway redesign to better meet the needs of patients and service users and to
deliver improved outcomes. Successful delivery of this will be dependent on the HWB
developing effective management mechanisms with both primary care and secondary
care providers where relevant or appropriate.

7. The HWB will link into the Local Strategic Partnership, Strategic Boards and associated
Partnership Boards, making recommendations to Full Council, NHS

‘ EnglandCemmissiening-Beard, and the Clinical Commissioning Group Board, as
appropriate.

‘ 8. Thew HWB will analyse the priorities for deployment of health and care resources in the
area based on information collected through the JSNA and other sources.

9. The HWB will consider options and opportunities to maximise the impact of aligning the
deployment of resources of the health and care agencies in the area on agreed
priorities. This will include the joint commissioning of health and social care services for
children, families, and adults in Telford and Wrekin, to meet identified needs and to

| V2 Health & Wellbeing Board 170713050443



TELFORD & WREKIN HEALTH AND WELLBEING BOARD TERMS OF REFERENCE

consider any relevant plans and strategies regarding joint commissioning of health and
social care services for children and adults.

10. The HWB will oversee the development of this proposed joint commissioning activity,
ensuring any proposed activity is aligned with local priorities and levels of need and is
undertaken within available resources. To consider options for joint commissioning and
procurement between relevant organisations to support this work.

11. The HWB will oversee all areas of health and social care commissioning activity for
people of all ages, to ensure that commissioning priorities are in line with those set
through analysis of the JSNA and the local JHWBS. This commissioning activity includes
all local services commissioned by Telford and Wrekin CCG, Telford and Wrekin Council,
Joint Commissioning CCG/Council, Public Health England and NHS
EnglandCemmissieningBeard, which could include local: specialised services; secondary
dental care; general dental services; GP services; general ophthalmic services;
pharmaceutical services; any services for the Armed forces or Offenders; and other

primary care.

14-12. The HWB will keep under review, the financial and organisational implications of

joint and integrated working across health and social care services, ensuring that
performance and quality standards for health and social care services to children,
families and adults are met and represent value for money across the whole system.

15:13. The HWB will identify and act upon changes that may be required following any new
guidance in relation to thete-establish-afermal Health and Wellbeing Board.

16-14. The HWB will propose recommendations, as appropriate to:

16-1::14.1. Telford and Wrekin Council’s Full Council

16-2:14.2. NHS EnglandCemmissioning Board

16:3:14.3. Telford and Wrekin Clinical Commissioning Group Board

17:15. The HWB will ensure that the HWB works to promote the achievement of the
objectives of the organisations represented on the Board, including the establishmentof
the Council’s rew-health improvement responsibilities.

General
| 18-16. Annually at the first meeting after the Annual Council Meeting consider its terms of
reference

V2 Health & Wellbeing Board 1707130650443




TELFORD & WREKIN HEALTH AND WELLBEING BOARD TERMS OF REFERENCE

PROCEDURE

General

1. Unless specifically provided for in these Terms of Reference the Council Procedure Rules
govern the way that committees operate but these may be varied or suspended at the
discretion of the Chairman of the Committee in the interests of efficient and effective
management of the committee.

Membership

2. Members of the HWB will comprise representatives from the Clinical Commissioning
Group, Telford & Wrekin Council, Healthwatch and NHS England Local Area
TeamECemmissioningBeard. The core members are:

2.1. Cabinet Member responsible for wider Health Sservices and Deputy Leader TWC

(Chair HWB)

2.2. Cabinet Member for Adult and Social Care

2.3. Cabinet Member for Children, Young People and Families

2.4. Cabinet Member for Leisure and Wellbeing

2.5. Director responsible for Adult Social Care
2.6. Director responsible for Children’s Services
2.7. Director of Public Health

‘ 2.8. LeecalAreaFeam NHS England Local Area TeamEemwissioningBoard representative
2.9. Chair of Telford and Wrekin Clinical Commissioning Group (CCG) (Vice Chair HWB)
2.10. Non Executive Director from Clinical Commissioning Group

‘ 2.11. Accountable Chief Operating Officer Clinical Commissioning Group

2.12. Representative of local Healthwatch

2.13. Each opposition Group with 4 or more elected members shall have one place on the
Health and Wellbeing Board with voting rights.

2.14. Such other persons, or representatives of such other persons, as the Local Authority
thinks appropriate

3. Attendance and support from such other persons, according to the agenda, including:

3.1. Assistant Directors responsible for Commissioning (AD Care & Support for Adults plus
AD Family & Cohesion for Children)

32 AssistantDirector-SocialCare Specialist < Formatted: Indent: Left: 1cm, No

33-3.2. Director of Commissioning, CCG bulets or numbering
4. This reflects the statutory minimum membership in the Health and Social Care Act 2012.
5. The members of the Board will be advised and supported by officers from the local
authority and CCG.
6. Members agree to share all relevant information and data, to allow performance, and
other joint working arrangements, to be properly monitored and managed.

! With the exception of paragraph 12

V2 Health & Wellbeing Board 1707130650443



TELFORD & WREKIN HEALTH AND WELLBEING BOARD TERMS OF REFERENCE

Disqualification for Membership
7. Any person who would be disqualified from being able to stand for election as a
councillor will be disqualified from being a member of a committee or sub-committee of
a local authority. The regulations state that these disqualifications will be retained for
HWB, but the regulations will ensure the disqualifications do not apply to HWB in so far
as they cover disqualifications in respect of members of the board holding any paid
employment or office in the local authority — this allows the Directors of Adult Social
Services, Children’s Services and Public Health to be formal members of the HWB.
8. The following disqualifications will be retained for members of the HWB:
8.1. Being the subject of a bankruptcy restrictions order or interim order
8.2. Having been convicted in the United Kingdom, the Channel Islands or the Isle of Man
of any offence and has had passed a sentence of imprisonment (whether suspended
or not) for a period of not less than three months without the option of a fine

Voting Rights

9. All Members of the HWB will be able to vote alongside the elected representatives. This
applies to any additional board members appointed in addition to the statutory
membership set out in the Health and Social Care Act 2012.

Meetings

10. The Health and Wellbeing Board will meet bi-monthly. Dates and times of meetings will
be agreed and published in advance.

11. Agendas and supporting papers will be issued at least five clear days before each
meeting and action notes will be produced, confirmed as a true record of the meeting
and signed by the Chair.

12. Members of the public, and press will have access to the meetings. A Protocol will be
developed and agreed by HWB.

12:13. There will be a public speaking section at each Health and Wellbeing Board meeting.

A procedure for public speaking at the Health and Wellbeing Board is in place and is

available on the Council’s website or by contacting Democratic Services.

Quorum

13-14. Quorum of one quarter is required, cross section of partners represented, (the
minimum number of members that need to be in attendance before decisions can be
taken). Business shall not be transacted at a meeting of any Council Committee unless at
least one quarter of the whole number of the Committee is present.

Code of Conduct and Declaration of Interest

14-15. The HWB will adopt the Council’s code of conduct. Any interests in item(s) on the
agenda should be declared at the start of the meeting.

V2 Health & Wellbeing Board 1707130650443



TELFORD & WREKIN HEALTH AND WELLBEING BOARD TERMS OF REFERENCE

Access to Information/Transparency Provisions

15-16. Meetings of the HWB will be held in public, although the press and public may be
excluded during consideration of any matter which would involve the disclosure of
confidential or exempt information.

16:17. The agenda and papers for meetings of the Board, except for any documents that
may disclose confidential or exempt information, will be made available for public
inspection five days before the meeting.

Reporting Mechanisms/Accountability

17.18. The HWB, as a Committee of the Council, will report to Full Council.

18-19. The HWB will regularly update the Telford and Wrekin Local Strategic Partnership
with its progress and specific contributions to achieving the vision and priorities of
Telford and Wrekin.

19:20. The actions of the HWB will be subject to independent scrutiny by the relevant
members of the Overview and Scrutiny Committee of the Council.

20-:21. The Board will review its structure, membership and activities in response to any
further guidance.

Establishment of Sub-Committees
21-22. The HWB will be able to establish sub-committees and delegate functions to them.

Scrutiny
22-23. Health scrutiny function and powers will be delegated by Full Council to the relevant
Scrutiny Committee and the power of referral to the Secretary of State is also delegated
to this Scrutiny Committee. Scrutiny Committee will notify Full Council of an intention to
refer a matter to the Secretary of State before a referral is made.

V2 Health & Wellbeing Board 1707130650443




1b

Public speaking at Health & Wellbeing
Board meetings

At each meeting of the Health & Wellbeing Board a period of 15 minutes will be allocated
for public speaking (speaking includes asking questions). There is a deadline set for the
receipt of requests to speak for each meeting which is 5pm on the Friday before the meeting.

Who can speak?

e anyone who lives, works or is being educated in the Borough

e you may only make one statement per meeting

e no more than one statement can be asked on behalf of a group or organisation

e requests to speak will be listed in the order they were received. Normally no more
than three speakers per meeting will be allowed.

e amaximum of 3 minutes is allowed for each statement and 2 minutes for any
response (the Chairman has the discretion to allow speakers who have special needs
or suffer from a disability to have a longer time period)

« statements should be clear and concise

If an answer is required, it will be given verbally. In cases where more information is
required a written answer will be provided.

As there is a time limit for statements it is possible that not all speakers will be able to speak
at the meeting.

At the end of the 15 minute period, or after the reply to the final statement, whichever occurs
first, the Board will proceed to the next business. Any statements not presented during the 15
minute period can be moved to a later meeting or will receive a written response if
appropriate.

Submitting your request to speak

The table below sets out the date of meetings for 2013/14 and the latest time for receipt of
requests to speak at that meeting.

Meeting date Latest time for receipt of requests to speak
Wednesday 22" January 2014, 2pm Friday 17" January 2014. 5pm

Wednesday 12" March 2014, 2pm Friday 7" March 2014, 5pm

Wednesday 14" May 2014, 2pm Friday 9" May 2014, 5pm

Send your request to:

e By post Telford & Wrekin Council, Democratic Services, Addenbrooke House,
Ironmasters Way, Telford, TF3 4NT




e Byemail (hwbquestions@telford.gov.uk — tbhc)

When submitting your request to speak please include the following information:

« the date of the meeting at which you want to speak

e your name, address and a contact telephone number

e your email address

» what you want to speak about (including specific wording of any question that you
wish to ask)

Scope of questions

e your question must refer to an issue which is within the terms of reference of the
Health & Wellbeing Board — the Board’s Terms of Reference can be found at this link

e your statement must not be in furtherance of your own particular circumstances or in
relation to a matter concerning an individual or individuals currently involved in any
application, appeal or review process

e your statement must not be substantially the same as a statement which has been put
at a meeting of the Board in the past 6 months

e your statement must not be derogatory, defamatory, frivolous, vexatious or offensive -
there is no legal protection for comments made at meetings

e your statement must not require the disclosure of confidential or exempt information

e you may not ask a question about the service conditions of any person employed by
the Council

Please note that all requests to speak will be considered by the Chairman of the Health &
Wellbeing Board prior to the meeting date. The Chairman will decide whether or not to
accept your request to speak and you will be notified accordingly. If your request is accepted
you will be provided with the time, date and venue for the next Board meeting.

You will be expected to attend the meeting in order to make your statement. If you are unable
to attend, the Chairman of the Health & Wellbeing Board may, at his discretion, put the
question on your behalf.

What happens at the Health & Wellbeing Board meeting?

Public speaking will normally take place shortly after the meeting commences. When it is
your turn to speak the Chairman will invite you to address the Board to make your statement.
If you do not wish to read your statement out yourself you may ask that it be read out on your
behalf.

When speaking you must not deviate from subject that you have asked to speak on and you
must adhere to the 3 minute time limit. The Chairman or the Board’s legal adviser may ask
you to stop speaking in either of these circumstances.

Unless the Chairman decides otherwise, there will be no discussion or debate on any
statement that is made.


mailto:hwbquestions@telford.gov.uk

Send your request to:

e By post Telford & Wrekin Council, Democratic Services, Addenbrooke House,
Ironmasters Way, Telford, TF3 4NT
e Byemail (hwbquestions@telford.gov.uk — tbhc)

If you require further information please telephone 01952 383205.
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APPENDIX 2
AUDIT COMMITTEE

TERMS OF REFERENCE
Internal Audit

1. The approval (but not direction) of, and monitoring of, progress against, the
internal audit charter and plan.

2. Review summary internal audit reports and the main issues arising and seek
assurance that action has been taken where necessary.

3. To be able to call senior officers and appropriate members to account for relevant
issues within the remit of the Committee — governance (including information
governance), internal audit, risk management, statement of accounts and external
audit.

4. The Committee will not receive detailed information on investigations relating to
individuals. The general governance principles and control issues may be discussed,
in confidential session if applicable, at an appropriate time, to protect the identity of
individuals and so as not to prejudice any action being taken by the Council.

External Audit

5. Review and agree the External Auditors annual plan, including the annual audit
fee and receive regular update reports on progress.

6. To consider the reports of external auditor.

7. Meet privately with the external auditor once a year, if required.

8. Ensure that there are effective relationships between external and internal audit
that the value of the combined internal and external audit process is maximised.

Governance
9. Consider the effectiveness of the Council’s governance processes and their
compliance with legislation and best practice including:

a) the Council’'s Code of Corporate Governance;

b) the Council’s information security framework;

c) oversight of the Commercial Board;

de) the management of opportunities and risks; and

ed) other corporate governance arrangements.
10. Be responsible for the review and approval of the authority’s Annual Governance
Statement ensuring that it properly reflects the governance, control and risk
environment and any actions required to improve it. Following approval, it should
accompany the Accounts.

Treasury Management

11. To review and monitor the Council’s Treasury Management arrangements
including Treasury policies, procedures and the management of the associated risks
and make recommendations to the Cabinet as appropriate.

Statement of Accounts

12. Review and approve the Statement of Accounts, external auditor’s opinion and
reports on them to members and monitor management action in response to the
issues raised by external audit.



Fraud & Corruption

13. To approve the Anti-Fraud and Corruption Policy and to recommend its adoption
by the Council, and to monitor its operation. The policy will be reviewed it at least
once every two years.

14. To approve the Speak Up Policy (‘whistle blowing’) and to recommend its
adoption by the Council, and to monitor its operation. This policy will be reviewed at
least once every two years.

Complaints

Recognising that Complaints/Compliments are a Cabinet function, the Committee
should:-

15. Review the Annual Complaints Report and seek assurances that the Council is
improving in response to complaints raised.

General

16. The meetings will follow the principles of scrutiny, i.e. no party whip will be
applied and a constructive, evidence based approach will be used.

17. To ensure that adequate training is received by the members of the committee
on the areas covered by these terms of reference.

18. To ensure that any sensitive or confidential information obtained as a result of
membership of the Committee is treated as confidential.

19. Annually review their effectiveness and their terms of reference.
PROCEDURE

As a general rule the Council



Part 2 - Articles of the Constitution — Officers (Article 12)

FUNCTIONS OF THE CHIEF FINANCIAL OFFICER

The Assistant Director: Finance, Audit & Information Governance will be designated as the Chief
Financial Officer

(a)

(b)

(d)

(e)

(f)

Ensuring lawfulness and financial prudence of decision making. After consulting with the
Head of Paid Service and the Monitoring Officer, the Chief Financial Officer will report to the
full Council [or to the Leader and Cabinet Executive in relation to a Cabinet function] and the
Council’s external auditor if he or she considers that any proposal, decision or course of
action will involve incurring unlawful expenditure, or is unlawful and is likely to cause a loss
or deficiency or if the Council is about to enter an item of account unlawfully.

Ensuring all reports to Cabinet include a financial comment and financial implications
associated with the recommendations are clearly identified. The CFO, or officer designated
by him, must be given adequate notice to prepare this comment before the initial draft is
considered by Senior Management Team.

Administration of financial affairs. The Chief Financial Officer will have responsibility for the
administration of the financial affairs of the Council.

Contributing to corporate management. The Chief Financial Officer will contribute to the
corporate management of the Council, in particular through the provision of professional
financial advice.

Providing advice. The Chief Financial Officer will provide advice on the scope of powers and
authority to take decisions, maladministration, financial impropriety, probity, policy
framework and budget issues to all Councillors and will support and advise Councillors and
officers in their respective roles.

Give financial information. The Chief Financial Officer will provide financial information to
the media, members of the public and the community.

Supporting the Audit Committee. The Chief financial Officer will contribute to the
promotion and maintenance of high standards of governance, audit, probity and propriety,
risk management and the approval of the statement of accounts through provision of
support to the Audit Committee.
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Part 4 — Rules of Procedure

Policy Framework and Budget Procedure Rules

THE FRAMEWORK FOR CABINET DECISIONS

The Council will be responsible for the adoption of its budget and policy framework as set out in
Article 4. Once a budget or a policy framework is in place, it will be the responsibility of the Leader
and Cabinet Executive to implement it.

PROCESS FOR DEVELOPING THE FRAMEWORK

The Council is responsible for the adoption of the budget and policy framework. The process by
which the budget and policy framework shall be developed is:

(a)

(b)

(f)

(8)

Before the end of January each year the Leader and Cabinet Executive will publicise its policy
and budget proposals, together with a timetable for taking final proposals to the Council and
arrangements for consultation. There will be a minimum 4 week consultation period.

During the consultation period:

(i) the Leader and Cabinet Executive’s proposals shall be referred to the relevant Scrutiny
Committee for further consideration.

(ii) a range of consultation activities will take place with the community and stakeholders so
that they can feed their views into the process

(iii) the Leader and Cabinet Executive’s proposals shall be available to Opposition Groups for
consideration. It is the responsibility of Opposition Groups to plan their own work
programme so that they are able to respond to the proposals within the consultation
period.

Any budget proposals proposed by Opposition Groups must be presented to the relevant
Scrutiny Committee and Chief Financial Officer prior to Cabinet presenting their proposals to
Full Council. This may be during the consultation period.

Having considered the results of consultation and any reports of the Scrutiny Committee and
Opposition Groups, the Cabinet, if it considers it appropriate, may amend its proposals

The Cabinet will submit its final proposals to Council before the 11" March each year for
adoption. It will also report to Council on how it has taken into account consultation
feedback.

The Council will consider the proposals of the Leader and Cabinet Executive in accordance
with its normal rules of procedure.

The Council shall at that meeting make its final decision on the matter on the basis of a
simple majority. The decision shall be made public in accordance with Article 4, and shall be
implemented immediately




(h)

APPENDIX 3

Any other changes to the budget and policy framework are reserved to the Council.

DECISIONS OUTSIDE THE POLICY FRAMEWORK OR BUDGET

(a)

(b)

Subject to the provisions of paragraph 5 (virement) the Leader, Cabinet, other members of
the Cabinet, and any officers, committees of the Council, area committees or joint
arrangements discharging Cabinet functions may only take decisions which are in line with
the budget and policy framework. If any of these bodies or persons wishes to make a
decision which is contrary to the policy framework, or contrary to or not wholly in
accordance with the budget approved by full Council, then that decision may only be taken
by the Council, subject to 4 below.

If the Leader, Cabinet, other members of the Cabinet, and any officers, committees of the
Council, area committees or joint arrangements discharging Cabinet functions want to make
such a decision, they shall take advice from the Monitoring Officer and/or the Chief Financial
Officer as to whether the decision they want to make would be contrary to the policy
framework, or contrary to or not wholly in accordance with the budget. If the advice of
either of those officers is that the decision would not be in line with the existing budget
and/or policy framework, then the decision must be referred by that body or person to the
Council for decision, unless the decision is a matter of urgency, in which case the provisions
in paragraph 4 (urgent decisions outside the budget and policy framework) shall apply.

URGENT DECISIONS OUTSIDE POLICY FRAMEWORK OR BUDGET

(a)

(b)

The Leader, Cabinet, other members of the Cabinet, and any officers, committees of the
Council, area committees or joint arrangements discharging Cabinet functions may take a
decision which is contrary to the Council’s policy framework or contrary to or not wholly in
accordance with the budget approved by full Council if the decision is a matter of urgency.
However, the decision may only be taken:

i) if it is not practical to convene a quorate meeting of the full Council; and

ii) if the Chairman of the appropriate Scrutiny Committee agrees that the decision
needs to be taken as a matter of urgency.

The reasons why it is not practical to convene a quorate meeting of full Council and the
Chairman of the Scrutiny Committee’s consent to the decision being taken as a matter of
urgency must be noted on the record of the decision. In the absence of the Chairman of the
Scrutiny Committee, the consent of the Mayor, and in the absence of both, the Deputy
Mayor will be sufficient.

Following the decision, the decision taker will provide a full report to the next available
Council meeting explaining the decision, the reasons for it and why the decision was treated
as a matter of urgency.

VIREMENT

Virement between budget heads is an integral and important feature of budgetary control. It allows
service providers to adapt to service changes within Council policy. The details of virement can be
found in Financial Procedures Rules in Part 4 of the Constitution.
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CALL-IN OF DECISIONS OUTSIDE THE POLICY FRAMEWORK OR BUDGET

(a)

(b)

(c)

Where a Scrutiny Committee is of the opinion that a Leader and Cabinet Executive decision
is, or if made would be, contrary to the policy framework, or contrary to or not wholly in
accordance with the Council’s budget, then it shall seek advice from the Monitoring Officer
and/or Chief Financial Officer.

In respect of functions which are the responsibility of the Leader and Cabinet Executive , the
Monitoring Officer’s report and/or Chief Financial Officer’s report shall be submitted to the
decision-taker with a copy to every member of the Council. Regardless of whether the
decision is delegated or not, the decision-taker must meet to decide what action to take in
respect of the Monitoring Officer’s and/or the Chief Financial Officer’s report and to prepare
a report to Council in the event that the Monitoring Officer or the Chief Financial Officer
conclude that the decision was a departure, and to the Scrutiny Committee if the Monitoring
Officer or the Chief Financial Officer conclude that the decision was not a departure.

If the decision has yet to be made, or has been made but not yet implemented, and the
advice from the Monitoring Officer and/or the Chief Financial Officer is that the decision is
or would be contrary to the policy framework or contrary to or not wholly in accordance
with the budget, the Scrutiny Committee may refer the matter to Council. In such cases, no
further action will be taken in respect of the decision or its implementation until the Council
has met and considered the matter. The Council shall meet within 10 working days of the
request by the Scrutiny Committee. At the meeting it will receive a report of the decision or
proposals and the advice of the Monitoring Officer and/or the Chief Financial Officer. The
Council may either:

i) endorse a decision or proposal of the decision taker as falling within the existing
budget and policy framework. In this case no further action is required, save that the
decision of the Council be minuted and circulated to all Councillors in the normal

way;

Or

ii) amend the Council’s financial regulations or policy concerned to encompass the
decision or proposal of the decision taker and agree to the decision with immediate
effect. In this case, no further action is required save that the decision of the Council
be minuted and circulated to all Councillors in the normal way;

Or

iii) where the Council accepts that the decision or proposal is contrary to the policy

framework or contrary to or not wholly in accordance with the budget, and does not
amend the existing framework to accommodate it, require the decision-taker to
reconsider the matter in accordance with the advice of either the Monitoring
Officer/Chief Financial Officer



APPENDIX 3

Financial Regulations
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1.2

1.3

1.4

Description

Status of Financial Regulations

Responsibilities

Financial Planning

Accounting Systems, Financial Records and Returns
Financial Management and Control — Revenue
Financial Management and Control — Capital
Taxation and Leasing

Controlled Stationery and Authorised Signatories
Internal Audit

Risk Management

Information Security

Public Accountability — Responsibilities

Purchasing Arrangements

Works/Goods/Services — Requisitions, Authorisation, Goods Received and Payments
Corporate Credit Cards and the Government Procurement Card (GPC)
Income and Debtors

Banking Arrangements

Payments to Employees

Imprests

Insurance

Security and Control of Assets

Inventories

Land & Buildings

Treasury Management

Unofficial and Voluntary Funds

Status of Financial Regulations

Financial Regulations are part of the Council‘s control environment providing a framework
for managing the authority’s financial affairs and contributing to good corporate
governance, internal control and the management of risks.

The Financial Regulations apply to all officers and members of the Council and anyone acting
on behalf of the Council. They also apply to any partnerships or bodies that the Council is a
member of and for which the Council is the accountable body. Where the Council is not the
accountable body then the lead Council officer is responsible for ensuring propriety and
proper processes are followed so that the Council’s reputation is not at risk.

It is the responsibility of Assistant Directors to ensure that all staff in their service areas are
aware of their responsibilities according to the Financial Regulations and comply with them.

Specific positions and/or officers are named in the regulations and it is their responsibility to
ensure compliance. However, named officers can delegate their authority to another
appropriate officer as long as this delegation has been recorded.




1.5

1.6

1.7

1.8

1.9

2.1

2.2
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Where the Leader and Cabinet Executive have been named in Regulations it will be their
responsibility to ensure compliance. The Leader and Cabinet Executive can delegate such
responsibility to one of its Cabinet members as set out in the Constitution.

All members and officers have a general responsibility for taking reasonable action to
provide for the security of the assets under their control, and for ensuring that the use of
these resources is legal, is properly authorised and provides value for money.

Financial Regulations are set out in self-contained sections, each covering a specific area of
control. Each section provides a contact point for further information or clarification. Where
appropriate the Regulations are supported by detailed procedure notes which can be
accessed on the intranet.

These Financial Regulations cover all areas of Council activity with the exception of schools
which have their own set of regulations as part of the Local Management of schools (LMS)
Scheme.

Failure to comply with Financial Regulations, or procedures issued under them, may lead to
disciplinary action for employees and an investigation by the Chief Financial Officer. For
Members any issues will be investigated by the Monitoring Officer.

Responsibilities

Section 151 of the Local Government Act (LGA) 1972 places a duty on the Council to make
arrangements for the proper administration of its financial affairs, including the
appointment of a Chief Finance Officer.

Section 114 of the Local Government Finance Act (LGFA) 1988 requires the Chief Financial
Officer to report to the Council if the authority, one of its committees, the Leader and
Cabinet Executive or one of its officers:

e Has made — or is about to make — a decision which has or would result in unlawful
expenditure;

e Has taken, or is about to take, an unlawful action which has or would result in a loss or
deficiency to the authority; or

e Is about to make an unlawful entry in the Council’s accounts.

Section 114 of the LGFA 1988 also requires the Chief Financial Officer to nominate a properly
qualified member of staff to deputise, should the Chief Financial Officer be unable to
perform the duties under Section 114 personally.

* The Council — means the full Council who provide the political and strategic direction of
the authority. They approve the policies of the authority, including relevant strategies and
the budget.

* The Leader and Cabinet Executive — means the Leader of the Council and the Cabinet
members, who propose to Council policy and budget strategies.

* Chief Financial Officer (CFO) Responsibilities (s151/s114) — these have been allocated to
the Assistant Director: Finance, Audit & Information Governance and include:

e provision of financial advice for service delivery, strategic planning and policy making
across the authority;
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e provision of advice on the optimum use of available resources on the management of
capital and revenue budgets;

e provision of financial management information;

e preparation of statutory and other accounts, associated grant claims and supporting
records;

e provision of an effective internal audit function and assistance to management in
providing safe and efficient financial arrangements;

e provision of effective financial management systems and procedures

e provision of effective income collection and payments systems;

e advising on treasury, investment and cash-flow management; and

e advising on the safe custody of assets and insurance.

* The Assistant Director Finance, Audit and Information Governance has delegated
responsibility under the Accounts and Audit (England) Regulations 2011 to maintain an
adequate and effective Internal Audit service. The Assistant Director Finance, Audit and
Information Governance has the ability to report directly, without fear or favour, to any level
within the organisation or to the External Auditor.

* Senior Management Team (SMT) (Managing Director, Directors and Assistant Directors)
are responsible for ensuring that Assistant Directors provide services that meet the Council’s
overall policy objectives. This includes ensuring compliance by Assistant Directors with the
Council’‘s governance arrangements including Financial Regulations and Contract Procedure
Rules.

* The Managing Director is responsible for leading on corporate governance issues
throughout the Council.

* The Finance Managers will act as deputy Section 151 Officer

* Assistant Directors are responsible for ensuring the delivery of services by their respective
Delivery Units. This includes ensuring compliance by Delivery Managers with Financial
Regulations and Contract Procedure Rules within their service areas.

* Delivery Managers (this definition includes Service Delivery Managers, Group Managers
and/or Team Leader with budget and staff responsibilities) are responsible for the day to day
provision of services and the management of the associated budget. This includes ensuring
that all staff comply with Financial Regulations and Contract Procedure Rules in performance
of their duties.



2.3

2.3.1

3.1

3.2
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Financial Training

CFO to provide relevant training that is sufficient to enable Executive members and
appropriate officers to fulfil their respective roles (recognising the resource constraints on
finance/service area staff and members) in respect to:

e Financial planning and management;
¢ Information governance and information security; and
e Governance and fraud prevention.

Financial Planning

The Council is responsible for approving the budget, various plans and policies, which will be
proposed by the Leader and Cabinet Executive. This will include the policy framework, the
budget (including the capital programme) and the Council Plan. See Budget and Policy
Framework Procedure Rules within the Constitution.

Service & Financial Planning Strategy
The Chief Financial Officer shall, within the general direction of the Leader and Cabinet

Executive produce a draft Service & Financial Planning Strategy taking into account the
projected resources available

CONTACT: Assistant Director — Finance, Audit & Information Governance

4.

4.1

4.2

4.3

4.4

Accounting Systems, Financial Records and Returns

Proper accounting records are one of the ways in which the Council discharges its
responsibility for stewardship of public resources. The Council has a statutory responsibility
to prepare annual accounts which are subject to internal and external audit.

The Chief Financial Officer should ensure that there is a proper retention policy for financial
documents which all officers must follow.

The CFO is responsible for determining the accounting systems and procedures adopted by
the Council. No variations shall be made to accounting records and procedures without the
written agreement of the CFO. In particular Assistant Directors should confer with the CFO
before introducing or amending any books, forms, records, administrative procedures or
computerised systems used in conjunction with accounting for cash, income, expenditure,
stores and financial transactions generally.

Assistant Directors are responsible for ensuring the completion and submission of Grant
applications and financial returns. The Chief Financial Officer/Managing Director/Audit & IG
Manager should have adequate notice to request appropriate explanations or information
as may be required prior to signing and the AD forwarding to the relevant government
department or agency.

CONTACT: Corporate Finance Manager
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Financial Management and Control — Revenue
Preparation and Approval of Budget
The Council will approve the overall spending plans of the Council.

The revenue estimates shall be determined by the CFO in consultation with Assistant
Directors within the general guidelines of the Leader and Cabinet Executive and relevant
professional requirements. Estimates shall be prepared annually before the start of the
financial year and revised, if the CFO considers appropriate, during the course of the year.

Once the council’s budget for the year has been approved the Assistant Directors and
Delivery Managers can authorise expenditure within the limits agreed subject to the
separate rules on virement.

The Delivery Managers must exercise financial control including monitoring income and
expenditure on a regular basis. Once approved, responsibility for budgets rests with the
relevant Delivery Manager and Assistant Director.

Budgetary Control

The corporate finance information system determined by the CFO is the Council’s prime
accounting record. It provides the mechanism for Assistant Directors and Delivery Managers
to monitor and control their budgets.

Assistant Directors and Delivery Managers are required to monitor their budgets regularly
during the year and take immediate action as necessary. If it is considered that a particular
budget head requires increasing, virement must be sought before any overspending occurs
(see Virement section). Under no circumstances should expenditure be incurred without
appropriate provision being put in place first.

Regular financial updates will be taken to the Leader and Cabinet Executive.

Generally all Council budgets are prepared on a cash limited (outturn) price base. This means
that no supplementary estimates will be provided for inflation or other increases once
budgets have been approved, except in exceptional circumstances.

All reports to Senior Management Team (SMT) or Members must be passed to Finance to
identify any financial implications and should be made available to those staff in reasonable
time before due for submission.

Supplementary Estimates

The Council sets budgets for gross expenditure and income in the context of a cash limit.
No additional expenditure or commitments are permitted once the budget has been
approved without prior approval from the relevant Assistant Director and Chief Financial
Officer. In exceptional circumstances this may not be possible and if this is the case, a report
should be taken to Full Council outlining the reasons and seeking approval for additional
spend and funding.
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Grants

Applications for grant bids must be approved and be considered by Senior Officers, as
detailed below, to ensure they align with the Council’s key priorities and that any financial
implications, such as a requirement for match funding, are identified:

e Where the value is £10,000 or less approval should be given by the relevant
Assistant Director

e  Where the value exceeds £10,000 but is less than £50,000 approval should be by
SMT

e Where the value exceeds £50,000 the relevant Cabinet Member and Assistant
Director should give approval

In all cases, grant bids must be approved by the relevant Finance Manager prior to
submission.

Acceptance of grant terms must also be approved by the relevant Assistant Director and a
Finance Manager.

All grant claims must be certified by a Finance Manager subject to the conditions of the
grant awarding body. In addition where certification is required by Internal Audit adequate
notice should be given to enable this work to be undertaken.

Assistant Directors are responsible for ensuring adequate records, financial and otherwise,
have been maintained for all externally funded schemes subject to audit by the European
Commission or grant awarding bodies

Virement

Virement between budget heads is an integral and important feature of budgetary control. It
provides Senior Managers with the flexibility to adapt expenditure patterns which they
consider appropriate in meeting changing locally determined service needs and objectives
consistent with Council policy.

Virement may be necessary for several reasons. For example:

e unforeseen cost increases,

e demand for a particular service, in line with existing policies, exceeding estimates,

e alocal requirement to provide a different service from that anticipated when the budget
was set, or

e utilising efficiency or other savings.

Except where allowed under the scheme of virement only the Council can approve changes
to the budget it has previously agreed.
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Approval is required where there is a proposed change to the use of budgets in terms of
services being delivered, subject to the limits set out in the table below,

Limit Approved By
Virements less than £50,000 | Service Delivery Manager and | All virements must
Finance Manager e be within the overall

policy framework;

Virements £50,000 or more | Cabinet e not involve an

but less than £250,000 increasing

Over £250,000 Full Council commitment in future
years, which cannot be
contained within
existing approved
budget allocations

’

Assistant Directors/Service Delivery Managers should notify the relevant Finance Manager of
all proposed virements in their area so that the correct approvals are gained and the budget
and financial system are updated.

CONTACT: Corporate Finance Manager

5.6

5.6.1

5.6.2

5.6.3

5.6.4

5.6.5

Reserves & Balances and the Robustness of Estimates

The budget report will contain a comment by the CFO (Chief Financial Officer) on the
robustness of the estimates and the adequacy of reserves, in accordance with the
requirements of the Local Government Act 2003 and CIPFA guidance. The CFO must also be
satisfied that the decisions taken on balances and reserves represent proper stewardship of
public funds.

Specifically, the budget report will include a statement on the adequacy of general reserves
and provisions for the forthcoming year, linked to the medium term financial strategy.

An annual review of earmarked reserves will be undertaken as part of the budget
preparation process and a statement will be presented to Council alongside the budget
report.

The level and purpose of reserves and balances held must be clearly defined and justified by
Assistant Directors. Further regular reviews should be undertaken to ensure continuing
relevance and adequacy.

There is no statutory minimum level of reserves required. This will be a matter of local
judgement determined by the CFO but following relevant national guidance.

CONTACT: Corporate Finance Manager
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Financial Management and Control — Capital

Capital expenditure involves acquiring or enhancing fixed assets with a long-term value to
the authority, such as land, buildings and major items of plant and equipment or vehicles.
Capital assets shape the way services are delivered for the long-term and create financial
commitments for the future in the form of financing costs and revenue running costs.
Capital resources can only be used to fund capital expenditure, unless a specific capital
direction has been granted by the Secretary of State.

The Council will comply with the requirements of CIPFA’s Prudential Code for Capital Finance
in Local Authorities and will set and monitor a range of Prudential Indicators accordingly to
ensure that borrowing is affordable, prudent and sustainable.

The Council will determine the capital programme for the Authority after considering:
overall Corporate Priorities, the Council’s Asset Management Plan, the Transport Asset
Management Plan, the Capital Strategy; availability of funding; affordability and ongoing
revenue implications.

The capital programme shall focus on the medium term service & financial planning period;
the total cost and phasing of each approved scheme shall be identified along with the
proposed source(s) of funding. The overall Service & Financial Planning Strategy will reflect
the revenue implications of the capital programme.

The CFO shall determine the method of funding for each capital scheme within the context
of the various capital resources available.

All proposed investments should be subject to a financial appraisal which takes into account
the full costs of using the capital resources.

The CFO shall ensure that an effective monitoring system is in place during the year to
control capital expenditure and funding. Delivery Managers are responsible for the delivery
of capital projects. Assistant Directors are responsible for notifying the CFO if it seems likely
that there will be a significant variation in spending on a scheme and any changes to
budgeted capital receipts.

Virements,, can be approved by those designated below, subject to the limits shown, if there
is no significant impact on the delivery of individual elements of the capital programme
and/or on the overall capital strategy.

(a) Up to £50,000 (LIMIT G) — CFO in consultation with the relevant Assistant Director

(b) Over £50,000 up to £250,000 (LIMIT K) — Leader and Cabinet Executive approval
required

(c) Over £250,000 (LIMIT R) — the Council.

Supplementary Capital Estimates
Any changes to the capital programme, including new capital approvals, must be approved
by Full Council.

CONTACT: Corporate Finance Manager
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Taxation and Leasing

Taxation

7.1

7.2

7.3

7.4

7.5

7.6

Leasing

7.4

7.5

Like all organisations, the Council is responsible for ensuring its tax affairs are in order. Tax
issues are often very complex and the penalties for incorrectly accounting for tax are severe.
It is therefore very important for all officers and members to be aware of their roles and
responsibilities.

It is the responsibility of Assistant Directors to ensure compliance with all tax regulations
relating to their Delivery Units. This will include Income Tax, National Insurance, V.A.T. and
tax accounted for under C.I.S. If in doubt, Assistant Directors should consult with the CFO.
Delivery Units will be liable for any costs, including any penalties and interest charged for
incorrect tax treatment.

Each year the Council has to demonstrate that it has not breached the partially exempt VAT
threshold. If the threshold is exceeded there are significant financial implications for the
Council which include having to repay VAT previously claimed back from Revenues &
Customs. It is therefore important that the tax implications of business decisions are fully
understood and Assistant Directors and Delivery Managers must ensure that taxation is
considered as part of their every day operations and in particular when service changes are
proposed.

Assistant Directors and Service Delivery Managers must check the employment status of
anyone engaged in their Service Area to ensure that tax is correctly calculated. This is
particularly relevant to self-employed consultants or “contractors”. Where an individual is
deemed to be an employee of the Council they must be paid through payroll.

All officers have a responsibility to ensure that tax is correctly accounted for so that the risk
of financial penalty is minimised and tax paid to Revenues & Customs is correct.

The Council’s Taxation Officer will provide guidance in relation to taxation.

Leasing is a method of financing the acquisition of certain types of capital assets and allows
the cost to be spread over several financial years through annual rentals. It is a specialised
area of finance with complex legal and financial agreements. Leasing arrangements may only
therefore, be entered into by the CFO or his designated officer. Normal contract procedures
should be followed in relation to leasing arrangements.

Detailed guidance on leasing issues is incorporated within specific procedure notes on the
Intranet.

CONTACT: Corporate Finance Manager



8. Authorised Levels and Controlled Stationery
8.1 The CFO will set (and review in consultation with the Monitoring officer) authorisation levels

for officers in respect to expenditure. The current levels are:-

APPENDIX 3

What

Who

Limits

Authorising Orders and invoices

Requisitioners
Team Leaders/Group
Managers/Specialists

SDM’s

SDM plus AD’s

Up to £100
£100 - £19,999

£20,000 - £49,999

£50,000 - £99,999

AD: Law, Democracy
and Public Protection

AD’s plus Director/MD | Over £100,000
or another specified

Authorising use of the imprest account | CFO All

Awarding and signing contracts SDMs Up to £50,000
ADs £50,000 and over

f EU Procurement level
and contracts under
seal

Travel and subsistence claims Team Leader/Group SDM

Timesheets and Overtime Claims Managers and below
SDM AD
AD Director
Director Managing Director
Managing Director Monitoring Officer
Members CFO

8.2 All cheques and other controlled stationery, including receipt books, invoices, and Electronic

Fund Transfer (E.F.T.) forms may only be ordered by the CFO or an authorised representative
who shall make proper arrangements for their safekeeping.

8.3 Only authorised signatories may commit the Council to expenditure, including electronically,

in line with relevant procedure notes by:

e Authorising Orders
e Certifying expenses claims
e Authorising petty cash purchase

e Certifying timesheets and overtime claims
e Signing and awarding contracts (see also Section 7, Contract Procedure Rules)
e Qver certain limits more than one officer should be involved in the authorising process.

8.4 Assistant Directors are responsible for informing the CFO of any changes to authorised
signatories and the responsibilities of officers.

CONTACT:
For authorised signatories: Finance Officers

For controlled stationery: ICT Asset & Documentation Team
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Internal Audit

The Chief Financial Officer (CFO) under section 114 of the LGFA 1988 and the Accounts and
Audit (England) Regulations 2011 has a statutory responsibility for the overall financial
administration of the Council’s affairs. Section 6 of the Accounts and Audit (England)
Regulations 2011, says that the authority “must undertake an adequate and effective
internal audit of its accounting records and of its system of internal control in accordance
with the proper practices in relation to internal control.”..The Chief Financial Officer shall,
therefore, in accordance with relevant legislation arrange for a continuous and current
internal audit of all areas of Council activities.

The relevant Internal Audit Standard setters for Local Government are CIPFA and
they have endorsed the UK Public Sector Internal Audit Standards (The Public Sector
Internal Audit Standards are based on the mandatory elements of the Institute of Internal
Auditors (lIA) International Professional Practices Framework. Internal Audit will operate
to these Standards and any other relevant guidance. The definition of Internal
Auditing within the Standards is:

Internal Auditing is an independent, objective assurance and consulting activity
designed to add value and improve an organisation’s operations. It helps an
organisation accomplish its objectives by bringing a systematic, disciplined approach
to evaluate and improve the effectiveness of risk management, control and
governance processes.

As the definition outlines Internal Audit has a key role to play in independently reviewing the
effectiveness of the Council’s entire control environment in respect to the processes for
governance, risk management and control. It contributes an objective opinion to the
Council‘s Annual Governance Statement.

The existence of a continuous internal audit service does not in any way diminish the
responsibility of SMT for the delivery of priorities and Assistant Directors for the
management of the Delivery Units under their control and their responsibilities in respect to
risk management and the systems of internal control.

The Audit & Information Governance (IG) Manager is the Council’s Chief Audit Executive as
defined under the Standards and is the Chief Internal Auditor as defined in CIPFA’s
Statement on the Role of the Chief Internal Auditor who reports to the CFO and should
ensure that Internal Audit remains independent in its planning and operation. The Audit & IG
Manager should be responsible for maintaining periodic audit plans which have due regard
to the key priorities and associated risks of the authority, the objectives and risks for each
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service area in delivering their services and the requirements of the external auditor. The
plan will deliver work to provide reasonable assurance to the Council based on the resources
available. The Audit & IG Manager must report to the s151 officer or the Audit Committee if
there are insufficient resources or limitations in the scope of their work to provide
reasonable assurance or a service consistent with the definition of Internal Audit in
paragraph 9.2.

It is the responsibility of Audit & IG to review, evaluate and report

upon the soundness and adequacy of financial and other records and the processes
for governance, risk management and control within the Council to provide their
assurance for the Annual Governance Statement;

the extent to which the Council’s assets and interests are accounted for and
safeguarded from losses of all kinds arising from:

= fraud and other offences

= waste and inefficient administration, poor value for money or other cause

= the suitability and reliability of financial and other management data
developed within the organisation.

The soundness and adequacy of the data quality systems operating to collect and
report on performance information

The Chief Finance Officer’s authorised Audit & |G representatives shall be empowered

enter at all reasonable times any Council premises or land

have access to all Council and partner records(includes business e-mail and internet
records), documentation and correspondence relating to any financial and/or other
transactions or other business of the Council, its employees or members, as
considered necessary by the CFO, Monitoring Officer or Audit & IG Manager.

have access to records belonging to third parties such as contractors or partners
when required
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e require and receive such explanations as are regarded necessary concerning any
matter under examination from any employee, member, partner or third party.

e require any employee or member of the Council or any partner/third party to
account for cash, stores or any other Council property which is under his/her control
or possession on behalf of the Council.

All work carried out shall have due regard for the requirements of the access to information
legislation (e.g. Data Protection Act 1998, Freedom of Information Act 2000, etc.) and the
Human Rights Act 1998, together with any other relevant legislation current at the time of
the audit.

Delivery Managers should agree the draft report and indicate the actions they propose
within one month of receipt of the draft report. Assistant Directors and Delivery Managers
are responsible for implementing the agreed recommendations within Audit & IG reports
within an appropriate timescale.

Failure to implement statutory, policy or financial regulation recommendations within the
agreed timetables may be referred to the Chief Finance Officer and the appropriate
members, following consultation with the appropriate Assistant Director.

Internal Audit has specific fraud related responsibilities which are set out in the corporate
Anti-Fraud & Corruption Policy. It is the duty of any Officer or Member to follow the
corporate Anti-Fraud and Corruption Policy. Any officer or member who suspects that an
irregularity involving cash, materials or any other property of the Council may have occurred
must inform the Assistant Director or report the matter directly to the Audit & IG Manager
or Section 151 Officer. Confidentiality, wherever possible, will be respected in any dealings
on such matters. The Section 151 Officer shall report to the Managing Director, the relevant
Assistant Director, Director and Cabinet or a specific member of the Cabinet and the Leader,
if appropriate, any matter of a significant nature.

Any decision to refer a matter as outlined in paragraph 9.11 to the Police is to be taken by
the Audit & IG Manager after informing the Council’s Section 151 Officer or their
representative. Where a Member is involved the Managing Director, Monitoring Officer and
where appropriate, the External Auditor, will be consulted. Where Police advice is sought
but it is not intended that any criminal prosecution shall take place, the Audit & IG Manager
shall ensure that the anonymity of the individual(s) concerned shall be maintained at all
times.

Internal Audit will define and manage consultancy assignments as set out in the PSIAS.
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The Audit & IG Manager reports to the Audit Committee as defined in their terms of
reference. This includes the following information:

a) the Internal Audit plan and Charter;

b) quarterly reports summarising the internal audit work undertaken and any key
findings; and

c) an Annual Report which provides Internal Audit assurance for the Annual
Governance Statement.

The Audit & IG Manager and CFO have the authority to report, as appropriate, on any
matter, without fear or favour, to all levels of the Council. This can include reporting directly
to the Managing Director, Leader or any Cabinet Executive (including the lead Member for
Governance), Chairman of the Audit Committee, SMT, the Monitoring Officer or the
Council’s External Auditors.

CONTACT: Audit & IG Manager

10.0

10.1

10.2

10.3

10.4

10.5

Risk Management

The Deputy Leader is the lead member for Governance for the Council, including risk
management.

The Managing Director is the lead officer in respect to Governance which incorporates risk
management. The Managing Director is responsible for the development, co-ordination and
maintenance of the Council‘s Risk management processes which form part of the Service
Planning process. However it is the responsibility of all employees and members to ensure
that the Council’s risks are properly managed.

SMT will:

(a) regularly review the Council’s strategic risks

(b) report to the Cabinet on an exception basis when significant risk management issues
arise

(c) keep the Deputy Leader updated on their reviews of strategic risks

The Leader and Cabinet Executive will:

(a) receive the exception reports on significant risk management issues arising during
the year; and

(b) agree the Annual Governance Statement.

The Audit & IG Manager will keep the Audit Committee informed of any issues arising from
the risk management activities of the Council and exception reports presented to Cabinet.
This will enable the Audit Committee to independently review the Council’s risk
management processes as set out in their terms of reference.
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11.2

11.3

11.4
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SMT is responsible for the management of risks within the services, projects and priorities
that they lead. AD’s are also responsible for ensuring that a proper risk assessment is
undertaken for all new activities, projects, changes to services or partnership arrangements
and that where required controls are implemented or revised to manage these new/revised
risks.

Each Assistant Director submitting a report to the Leader and Cabinet Executive, the Council
or one of the Council‘s committees must ensure that any opportunities or risks arising from
the proposed action or decision are clearly included in the impact assessment contained in
the report.

Information Security

The CFO is the Council’s designated Senior Information Risk Owner and is responsible for
ensuring that there is a proper information governance framework in place.

The SIRO is responsible for approving all Information Sharing agreements.

SMT is responsible for ensuring compliance with the Council’s Information Governance
framework.

AD’s are the owners of the information within their service areas and this information
encompasses information stored on computers, transmitted across networks including the
internet, printed out or written down or spoken in conversation.

SMT must ensure compliance with the Corporate Information Security Policy to ensure:

. Confidentiality of information

. Integrity of information

. Availability of information

. Proper retention of information

. All software installed is appropriate for business use and is properly licensed.

AD’s must ensure appropriate Data Protection Registrations are in place for their service
areas. This includes compliance with the regulation of information relating to individuals
including obtaining, holding, using and the disclosure of individual’s information.

CONTACT: Audit & IG Manager

12.

12.1

12.2

12.3

Public Accountability — Responsibilities

Members and officers have a Code of Conduct and rules on Gifts and Hospitality which they
must comply with.

Members and officers must not:

a) Accept any bribe or personal inducement in connection with council business

b) Use Council property, assets, materials or information for other than the purposes of
Council business.

c) Subordinate their duty to the Council to their private interest or put themselves in a
position where their duty and private interests conflict.

All members and officers must adhere to the Council’s Anti Fraud and Corruption Policy and
report any suspected irregularities to the CFO.
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12.4  SMT —the Managing Director, Directors and Assistant Directors are responsible for leading
and demonstrating good governance and ensuring that the Council’s Governance Statement
is a true reflection of the Council’s governance arrangements.

13. Purchasing Arrangements

General:

13.1  These Financial Regulations should be considered in conjunction with the relevant parts of

Contract Procedure Rules relating to contracts. Assistant Directors must ensure that any
purchasing contracts comply with Contract Procedure Rules, related guidance, statutory
requirements and European directives.

Financial Thresholds & Limits

13.2

All contracts must adhere to the contract thresholds set out in the Contract Procedure Rules
in Conducting a Purchase.

Works/Goods/Services

13.3

13.4

13.5

13.6

13.7

13.8

Requisitions, Authorisation, Goods Received, Payments

Every officer and member of the authority has a responsibility to declare any links or
personal interests which they may have with purchasers or suppliers and/or contractors if
they are engaged in contractual or purchasing decisions on behalf of the Council. Officers
should declare any such interest to their Assistant Director or relevant Director as soon as
they become aware of such an interest. Members are responsible for amending their own
entries in the Register of Interests held by Member Services as soon as they become aware
of such an interest.

Official Orders are to be issued only by officers authorised by Assistant Directors. Authorised
officers are responsible for authorising orders within their control and in particular for
ensuring that the expenditure is necessary, legal and within the approved estimates or
covered by a special financial provision.

The CFO should be notified of all officers authorised by Assistant Directors to authorise
official orders.

Official orders shall be issued for all work, goods or services to be supplied to the Council;
this must be in the form of an electronic order generated by the approved Corporate
Procurement System, unless the Government Procurement card is used (see section 13
below). Authorising officers must be able to demonstrate that the work, goods or services
are required in order to provide Council Services. Orders should not be raised for supplies of
utilities, periodic payments such as rent or rates, or for purchases made through imprest
accounts. When ordering from an individual their status must be confirmed using the HMRC
Employment status toolkit prior to raising the order.

Telephone orders may be used in exceptional circumstances but when this happens they
must be confirmed using an electronic emergency order.

All orders must be governed by the Authority‘s standard terms and conditions; these must
not be varied without the prior approval of the Assistant Director: Development, Business
and Housing and Legal Services.
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Official orders must not be raised for any personal or private purchases, nor should personal
or private use be made of Council contracts.

Assistant Directors and Service Delivery Managers shall separate the responsibilities for
raising requisitions, authorisation of requisitions and receipt of goods, so that 2 different
officers are involved.

Goods and services should be checked on receipt to ensure they are in accordance with the
order and a Goods Receipt Note raised on the FMS system. Discrepancies should be dealt
with as agreed procedures.

All payments, apart from the authorised use of imprest accounts (see Financial Regulation
18); due from Service Delivery Units and chargeable against their budgets shall be made in
such manner as outlined by the CFO. Apart from payments from cheque imprest accounts
the normal method of payment of money due from the Council shall be by BACS or other
instrument drawn on the Council's bank account by the CFO. The use of direct debit and
credit shall require the prior agreement of the CFO.

All invoices will be received by the Purchase Ledger team unless otherwise agreed. Once
received the invoices will be scanned into the system and matched to the order and goods
received note, where they exist. Mismatches will be resolved as per the agreed procedures.

Payments to construction contractors on account of contracts shall be made only on a
certificate issued by a relevant member of SMT or other officer or external consultant
nominated in writing for this purpose. This certificate shall show the total amount of the
contract, the value of the work executed to date, retention money, amount paid to date and
the amount now certified.

Any interest charged to the Council in respect of late payment under the Late Payment of
Commercial Debts (Interest) Act 1998 will be passed on to the Delivery Unit that ordered the
goods/services.

The Audit & IG Manager and Employment Services Manager shall examine accounts to the
extent considered necessary and shall be entitled to make such enquiries and to receive
such explanations as may be required.

Detailed guidance on Requisitions, authorisation, orders, good received notes and payments
can be found within specific procedure notes on the Intranet.

CONTACT: Strategic Procurement Manager or Employment Services Manager

14.

141

Corporate Credit Cards and the Government Procurement Card (GPC)
Usage is restricted to the following

e Corporate Credit Cards: The Leader and Directors may have corporate credit cards. The
CFO also has a card which can be used by other Council officers following strict guidance
and authorisation procedures.

e Government Procurement-Cards — as part of the process operated by Purchase Ledger
and the Corporate Procurement Unit
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Corporate Credit Cards: there are strict guidelines and procedures associated with the use of
corporate credit cards which clearly state card holder responsibilities and allowed
expenditure. The cardholder is responsible to account for all expenditure that is incurred on
their card. Expenditure must be for business purposes only and VAT receipts must be
provided for each transaction. There are set limits for expenditure against the Corporate
Credit Card Account which must not be exceeded. The CFO will approve any additional
cardholders.

GPC — the GPC process is in place to enable purchases by telephone, face-to-face or via the
internet to streamline the procurement of low value, high volume transactions. Users will be
authorised by their Delivery Manager and the process controlled by the GPC coordinator in
the Corporate Procurement Team. Each card will have set limits for expenditure which must
not be exceeded. Each user receives specific guidance on usage and their responsibilities.
The GPC process negates the need for a traditional order; instead the user maintains a
monthly log of expenditure, which is validated against the statement issued by the supplying
bank. The cardholder is responsible for all expenditure on their card, which is set out in an
acceptable use policy. The account will be settled by Direct Debit on a monthly basis.

CONTACT:
Corporate Finance for further advice and guidance on the Corporate Credit Cards
Corporate Procurement for further advice on the Government Procurement Cards

15.
15.1

15.2

15.3

15.4

154

15.5

Income and debtors

ADs and SDMs must ensure that all income due to the Council is identified, collected,
receipted (and recorded and securely retained prior to banking) and properly banked. They
should, wherever possible seek pre-payment for goods and services; otherwise income
collection should be by the most cost effective procedures.

AD’s and SDM'’s are responsible for ensuring that there are proper refund procedures and
that appropriate approval is recorded.

ADs and SDMs must monitor outstanding debt on a regular basis and, as far as possible,
ensure transparent separation between those responsible for the identification of debt and
those responsible for its collection.

The Council does not accept the discharge of a debt other than by payment in full other than
in respect of write-offs, as below:-

What Who

Value up to the level of Revenues Court costs - £80 R&B Senior Officer/1*" Line
Supervisor

Revenues Court Costs to £999.99 R&B Team Leader

£1,000 to £9,999.99 Revenues & Benefits SDM

£10,000 to £24,999.99 AD - Finance Audit & IG

Where the debtor has been declared insolvent or bankrupt CFO

and all monies due in dividend has been received or, if the
debtor is a company where it has ceased trading or is
insolvent

A debt of more than £25,000 which is not subject to Leader/Cabinet

insolvency or bankruptcy proceedings

Money held on behalf of the Council shall not be used to cash cheques for members,

employees or third parties.
All income over £100,000 coming in to the Council must be notified by the AD/ SDM to the
CFO as must contracts and leases that involve the receipt of such sums.
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ADs will review charges made for services provided within their service delivery areas at least
annually.

CONTACT: CFO

16.

16.1

16.2

16.3

Banking Arrangements

All arrangements with the Council‘s bankers must be made or approved by the Chief
Financial Officer who shall be authorised to operate such bank accounts, including giro bank
accounts as required.

Cheques drawn on the Council‘s banking account shall bear the facsimile signature of the
Chief Financial Officer or be signed by him/her or such other identified senior officers as
he/she may from time to time designate in writing.

The CFO shall maintain a list of identified senior officers who may on his/her behalf give
instructions to the Council’s banker and countersign cheques. These designated senior
officers must countersign cheques for amounts of £50,000 or more (LIMIT G). 15.4
Standing order and direct debit payments may only be established by the CFO or
such other identified senior officers as he/she may from time to time designate in writing.

CONTACT: Corporate Finance Manager

17.
17.1

17.2

17.3

17.4

17.5

17.6

Payments to Employees
The Council’s Pay Policy Statement must be adhered to in respect to all payments to

employees.

ADs must ensure that the CFO is notified of all matters affecting the payment of employees
and members as soon as possible after there has been a change made that will affect any
employee/member.

Any pay records shall be in a form agreed by the CFO.

No payment will be made to a person deemed to be an employee other than through the
normal payroll procedure. AD’s and SDM’s should confirm before engagement the
employment status of self employed consultants or “contractors” and clarify their payment
mechanism with the CFO. Office Holders should also be engaged through payroll as they are
subject to PAYE.

All claims (travel, subsistence, overtime, additional hours etc) should be submitted within 3
months.

There are special rules on foreign travel available separately.

CONTACT: Employment Services Manager or People Services Manager

18.

18.1

Imprests

The CFO in consultation with appropriate Assistant Directors may make imprest advances to
officers for the purposes of paying minor items of expenditure and any other items as may
be approved by him/her.



18.2

18.3

18.4

18.5

18.6

18.7

18.8

18.9
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The CFO reserves the right to withdraw imprest facilities from officers if it is deemed that
they are being used inappropriately, the expenditure limit is exceeded, or the facility is
rarely used.

The accounts should be maintained on an imprest basis using standard Council imprest
stationery and recording procedures for this purpose. All officers should maintain a record of
their receipts and payments in a form and manner prescribed by the CFO.

No income received on behalf of the Council may be paid into an imprest account but must
be banked or paid into the Council as in section 15 of these regulations.

The imprest account should be continually kept in balance and records submitted as
required by the CFO at regular intervals for examination and the reimbursement of
expenditure.

The officer responsible for an imprest account shall, if requested, give the CFO a certificate
confirming the amount held. Upon leaving the Council or at the request of the CFO the
responsible officer shall repay to the Council the balance of the imprest held.

Cheque imprest accounts should not be allowed to go overdrawn. The Delivery Unit
concerned will be responsible for all bank charges, interest payments and administration
charges if this occurs as a result of failure to submit reimbursement claims or if they are
submitted too late in order that timely processing can take place.

Imprest should not be used to pay or reimburse employees, or to purchase items from which
they will benefit

Detailed guidance on Imprest and Petty Cash Accounts is incorporated within specific
procedure notes which are included on the Intranet.

CONTACT: Corporate Finance Manager

19.
19.1

19.2

19.3

194

19.5

Insurance
The CFO will be responsible for the Council’s insurance. Only the officer identified by the
CFO may obtain insurance cover on behalf of the Council.

Assistant Directors are responsible for ensuring that all new activities or assets that may
introduce an insurable risk to the Council are notified to the Insurance Manager.

Assistant Directors must assess the risks associated with their services and notify the
Insurance Team Leader of any changes to risk exposure.

As soon as officers are aware of any loss, liability or damage-causing event that may give rise
to a claim of any kind against the Council they must notify the Insurance Manager who will
take the appropriate action to safeguard the Council’s position.

Appropriate officers will co-operate at all times with the investigations of the Insurance
Manager into any claims and will supply all information upon request. It is imperative that
officers comply with the timescales for investigating claims. Failure could directly affect the
authority’s ability to defend a claim or could result in financial penalties being imposed on
the authority/Delivery Unit.
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The appropriate officer will make an annual declaration of any claims or events likely to give
rise to a claim not yet reported to the CFO.

It is the responsibility of the Delivery Manager to ensure that all third parties using the
Council‘s buildings are appropriately insured and that Contractors employed by the Council
hold appropriate and valid insurance.

CONTACT: Insurance Team Leader

20.

20.1

20.1.1

20.1.2

20.1.3

20.1.4

20.1.5

21.

211

21.2

21.3

21.4

Security and Control of Assets
Stocks and Stores

Assistant Directors are responsible for determining an efficient stock holding policy to
ensure stock levels are not in excess of normal requirements.

The Assistant Director shall supply the CFO with such information relating to stores with a
value exceeding £1,000 as may be required for the accounting, costing and financial records
of the Council.

Assistant Directors shall ensure periodic test examinations of stocks and shall ensure that all
stocks are checked at least twice a year, and that a return of stocks in hand at the 31st
March is certified.

After each stock check a return should be completed indicating any differences between
actual and recorded stock. Where, after thorough investigation, differences cannot be
reconciled, then the necessary adjustment should be made to the stores accounts.
Adjustments to the accounts should be clearly identified and appropriately authorised.
Copies of all adjustments should be available for inspection by Audit Services. If the
adjustments account exceeds £10,000 (LIMIT B) in any year, the CFO shall report the
circumstances to the lead member on the Cabinet responsible Resources and Service
Delivery, together with explanations for the surplus/deficit.

Assistant Directors should ensure that any material surpluses or obsolete stock are disposed
of in line with agreed Council procedure. All disposals should be recorded and the records
should be available for inspection.

Inventories

Inventories shall be maintained by all Delivery Units of all Council assets, including ICT (see
21.2.2). The CFO shall define the extent to which the assets of the Council shall be recorded
and the form in which inventories shall be kept.

A corporate inventory for all ICT assets shall be maintained by the Assistant Director
Customer and People Services and as such all items will be clearly identified and labelled.
Delivery Managers should not arrange relocation or disposal without appropriate
notification to the Assistant Director Customer and People Services.

All leased equipment should be clearly identified and labelled. The labelling should indicate
that the item should not be sold (as it does not belong to the authority).

The Council’s assets shall not be removed from Council premises except in accordance with
the ordinary course of the Council‘s business unless specifically approved by the Assistant
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Director. Council property shall only be used for the Council’s purposes unless specific
instructions are issued by the appropriate Assistant Director. The Assistant Director shall be
responsible for ensuring that any such agreements are recorded. Attractive and portable
items such as computers, cameras, TVs, video recorders and playback/recording equipment
should be identified with security markings as belonging to the Council.

21.5 All disposals will be in line with agreed Council procedures and E.U. directives. In addition,
special procedures are in place to deal with the disposal of leased equipment — any queries
should be referred to the Finance Manager (Capital and Treasury).

21.6  Delivery Managers are responsible for carrying out an inventory check at least once a year
and ensuring that all items are accounted for. All discrepancies must be reported to their
Finance Manager.

21.7 Detailed guidance on Inventories and Disposal of Assets is incorporated within specific
procedure notes which are included on the Intranet.

22. Land and Buildings

22.1  The Assistant Director Development, Business & Housing shall be responsible for the Asset
Management Plan and maintain or make arrangements for the maintenance of a terrier of
all properties owned or rented by the Council.

22.2  The terrier should record:

* the date of acquisition or appropriation
*  Council authority
* the holding Board
* purpose for which held
* location, extent and plan reference
* purchasing details
» particulars of nature of interest and rent payable
» particulars of tenancies granted
CONTACTS

Stocks and Stores, Appropriate Finance Manager Inventories, Audit & IG Manager
Land and Buildings, Assistant Director Customer and People Services

23.

23.1

23.2

23.3

234

Treasury Management

The Chief Financial Officer shall arrange all borrowing of monies, and make all arrangements
concerning the investment or utilisation of capital monies or other funds.

In exercising the function, the Chief Financial Officer should comply with the contents of
CIPFA's ‘Code for Treasury Management in Local Authorities’.

The Council shall adopt a Treasury Policy Statement and an annual Treasury Management
Strategy. The responsibility for their implementation and monitoring will be delegated to the
Leader and Cabinet Executive.

The Chief Financial Officer shall report (at least half yearly) to the Audit Committee on the
activities of the Treasury Management function and on the use of delegated Treasury
Management powers.
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The Audit Committee through their terms of reference (rather than the Budget & Finance
Scrutiny Committee) will scrutinise the Councils Treasury management arrangements as set
out in best practice guidance. The Chief Financial Officer will provide appropriate
information to enable them to fulfil this role.

CONTACT: Corporate Finance Manager

24.

24.1

24.2

24.3

244

245

Unofficial and Voluntary Funds

An unofficial or voluntary fund is defined as any fund, other than an official fund for the
Council, which is controlled wholly or in part by an officer by reason of his or her
employment by the Council.

Staff should seek approval from the appropriate Assistant Director before establishing an
unofficial fund.

The Assistant Director shall maintain a register of all such funds. The register will include the
following details for each fund:

* The name of the ‘Responsible Officer’, as defined in the procedure notes on
Voluntary and Unofficial Funds, responsible for the day to day running of the fund;

* The accounting period (which should generally be 1st April to 31st March);

* Bank account details; and

* Cheque signatories.

Assistant Directors shall ensure that all such funds are audited by suitably qualified auditors
and are submitted within 6 months of the end of the accounting period to the Council and
any other parties (i.e. clients, sponsors, charitable bodies) with an interest in the fund.

The CFO reserves the right to inspect all documentation relating to unofficial funds and
seeks such explanations that are necessary to ensure they are being appropriately managed.

CONTACT: Corporate Finance Manager
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