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FINANCIAL PROCEDURE RULES

For the purposes of these rules, Chief Officers are defined as the Chief Executive and
the Chief Operating Officer.

Quick Reference Guide

(Please note the following is only a guide and does not exempt you from needing to
understand the provisions contained within the Financial Procedure Rules)

Warning: - Failure to comply may lead to disciplinary action

GENERAL

Financial Management and control in service units is the responsibility of the relevant
Head of Service and his/her staff and therefore everyone has an obligation to be
competent in financial matters.

v

< AN

ANANENEN

(\

Expenditure can only be incurred where there is an approved COUNCIL budget
No expenditure should be incurred based upon:

o Members “approving” spending — they cannot establish budgets

themselves

o An approval letter from an external funding body

o Amounts which were in budget in a previous financial year
The Finance team are there to offer support and consultation
If you are aware of an ADDITIONAL spending pressure or DEFICIENCY in
income, highlight to your HOS/CE/COO — immediately!
You can move up to £20,000 (with the exception of salary budgets, capital
budgets and others highlighted at rule A8.2.3) from one budget to another in any
one year. But please remember you MUST tell Finance of ANY changes
Any transfer of revenue budget above £20k or the transfer of salary budgets must
be approved by Management Team
Any transfer of capital budgets must be approved by the Executive

Always PLACE AN ORDER when you are committing the council to spending
Unspent budgets DO NOT carry forward, contact your / HOS/CE/COQO if there is
a special need

Heads of Service have responsibility for all assets inventories and stores under
their control

When contacting the Council’s bankers for extension or amendments to the
provision of services, Finance MUST be informed of the request, to ensure proper
management.

IRREGULARITIES/LOSS/THEFT/FRAUD

v

In any case where you suspect there may be irregularities/loss/theft or fraud, you
must contact your Head of Service or Chief Officer and one of the following: -

o Head of Legal and Democratic Services
o Head of Finance and Property
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o Internal Audit Manager

EMERGENCIES

& Your Chief Officer or HOS can write to the Head of Finance and Property, who may
give written approval for proposed urgent spending without budget provision for UP TO
£20,000

&3 For proposed urgent spending without budget EXCEEDING £20,000, it must be
determined that it is not practical in the time available to convene a full meeting of the
Council. The agreement of the Scrutiny chair MUST be obtained. Where it is possible
to meet these two requirements then spending can be undertaken with written approval
from the Head of Finance and Property + Chief Executive + the Leader/Deputy Leader +
the relevant or any other Executive portfolio holder.

Remember: - No written authorisations — No emergency expenditure

v" The Head of Service MUST report back to the next meeting of Council in every
case.

CAPITAL SPENDING

v The capital budget DOES NOT confer authority to spend

v" There has to be a report on each proposal before spending is committed. The
Executive HAS TO APPROVE before commitments can be incurred

v' The report needs to outline the effect of the proposed spending on the Revenue
Account over a 3 YEAR PERIOD

SCOPE OF FINANCIAL REGULATIONS

Please remember that: - Financial Procedure Rules cover areas such as risk
management, preventing fraud and corruption and anti —-money laundering

Please also remember that: -
Financial Procedure Rules apply to all external funding programmes where the Council is
the ACCOUNTABLE body

and

No bids can be submitted for EXTERNAL FUNDING unless they are in accordance with
the Council’'s EXTERNAL FUNDING STRATEGY

Warning:- If you overspend without approval, you will have a reduced
budget the following year.



FINANCIAL PROCEDURE RULES
A FINANCIAL MANAGEMENT

Why is this important?

Good financial management secures value for money, controls spending, ensures due
probity of transactions and achieves objectives on time. Decisions are informed by
accurate accounting information. It covers all financial accountabilities, including the
policy framework and budget.

A1 GENERAL

A1A1

A1.2

A1.3

Financial Procedure Rules exist to regulate the Council’s financial affairs, to
provide a framework for proper financial management and to maintain the
required standard of financial administration for the Borough Council.

These Financial Procedure Rules should be read in conjunction with other
polices of the Council and with the Council’s Standing Orders, particularly in
relation to ordering of goods and services and letting of contracts.

These rules are part of the Council’s Code of Corporate Governance.

A2 LEGISLATION

A2A1

A2.2

A2.3

The Head of Finance and Property is the Officer charged with responsibility for
the proper administration of the financial affairs of the Borough Council under
Section 151 of the Local Government Act 1972.

The Head of Finance and Property is the responsible financial officer in
accordance with the Accounts and Audit Regulations 2015 (and Amendments)
(which cover specific issues and requirements which local authorities must
comply with).

Under Section 114 of the Local Government Finance Act 1988, the Head of
Finance and Property has the duty, after first consulting with the Monitoring
Officer and Head of Paid Service (Chief Executive), to report to all Members of
the Council and the external auditor if it appears to him/her that: -

+ The authority, the Executive, a Committee or Officer of the authority, or a
Joint Committee on which the authority is represented: -

o has made or is about to make a decision which involves or would
involve the authority incurring expenditure which is unlawful

o has taken or is about to take a course of action which, if pursued to its
conclusion, would be unlawful and likely to cause a loss or deficiency
on the part of the authority, or



A2.4

A2.5

o is about to enter an item of account, the entry of which would be
unlawful

« The expenditure of the authority incurred (including expenditure it proposes
to incur) in a financial year is likely to exceed the resources (including sums
borrowed) available to it to meet that expenditure.

The Head of Finance and Property is the Council’s Money Laundering
Reporting officer in respect of the Proceeds of Crime Act 2002.

Where, exceptionally, these rules are considered to be in conflict with
legislation, employees are required to comply with the legislation. In all such
cases a record of this must be provided to the Head of Finance and Property.

A3 FORM OF ACCOUNTS AND PRIME FINANCIAL RECORDS

A3.1

The Head of Finance and Property is responsible for determining the
acceptable form of all accounts and prime financial records (manual or
electronic). These records are to be retained as long as required for the
appropriate legislation.

A4 FINANCIAL ADVICE AND GUIDANCE

A4

A4.2

The Head of Finance and Property is responsible for ensuring the provision of
advice to the Council, its Executive, Committees, Sub-Committees and
Councillors and employees on all aspects of local government finance and the
financial implications of the Council’s policies and objectives.

The Head of Finance and Property may issue any instruction intended to
secure proper financial administration, and this is to be effected by the
responsible Officer. Any explanatory guidance on the application of the
Financial Procedure Rules must only be produced with the approval of the
Head of Finance and Property.

A5 ACCESS TO FINANCIAL RECORDS AND INFORMATION

A5.1

A5.2

All employees must provide the Head of Finance and Property with any
information he/she may require concerning the financial operations of the
Council and allow him/her access at any time to the documents and records
under their control.

The Head of Finance and Property shall be informed by the responsible Officer
of any matters, which have significant financial implications for the Council
before a report is submitted to the Executive or to a Committee or Sub-
Committee. He/she must be given adequate time to consider the matter before
despatch of the agenda item to Members.

A6 RESPONSIBLITY OF OFFICERS AND MEMBERS

AG.1

Responsibility for maintaining financial control and ensuring that expenditure is
incurred and income is raised in accordance with the Council’s policies rests
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AG.2

with Employees. Except when sitting as the Council, the Executive, a
Committee or Sub-Committee, Members have no authority individually to direct
that expenditure shall be incurred or income varied, although individual
Members may, and where the Council, Executive, Committee or Sub-
Committee so direct they shall, be consulted on proposals to incur expenditure
or vary income. Individual Executive Members can also approve spending
where there is budget provision for proposals up to £100,000.

The Chief Officers and Heads of Service must ensure that these Financial
Procedure Rules are observed throughout the Service Unit(s) and applicable
partners under their control.

A7 BREACHES OF FINANCIAL PROCEDURE RULES

A7.1

Any breach of these Financial Procedure Rules must be brought to the
attention of the Head of Finance and Property and the appropriate Chief Officer
or Head of Service, who may decide that disciplinary action should be brought
against the offending employee.

A8 SCHEME OF VIREMENT

A8.1

A8.2

A8.2.1

A8.2.2

A8.2.3

A8.2.4

Definition - Virement is the transfer of approved budgets within a service area
from one detailed (subjective) budget heading to another.

Restrictions - The approved annual revenue and capital budgets cover various
service areas and consist of various cost centres, each of which have their own
individual budgets. These budgets must not be used for other purposes except

under the provisions contained within these Financial Procedure Rules.

All virements must be consistent with the Council’s objectives and are subject
to the reporting requirements outlined under Budgetary Control (see rule B5).

Virement can be temporary or permanent. Where there is an estimated
temporary or one-off reduction in expenditure then approved budgets cannot be
vired to fund new, continuing or longer-term commitments.

Virement does not apply to the following budget types:

+» Non-controllable budgets — costs which are controlled by another budget-
holder including capital financing costs, insurances and central recharges.

« Transfers between capital projects (unless authorised by the Executive
under rule B2.7)

« Transfers from service unit training budgets to other service unit budgets

« Any transfers to or from salaries and associated costs budgets (unless
authorised by Management Team)

Virements from training budgets are only permitted between the Service Unit
and the corporate training budget



A8.3

A8.3.1

A8.3.2

A8.4

A8.5

Virements up to £20,000 - Heads of Service are authorised to vire up to
£20,000 within their approved revenue budget from one detailed budget
heading to another per year without the need for consultation with the
exception of the budget types outlined in rule 8.2.3 above. Heads of
Service are also authorised to transfer up to £20,000 of approved revenue
budget between services subject to both the transferring and receiving Head of
Service authorising such virements. They may only transfer approved budgets
for expenditure to other approved expenditure budgets. Similarly they can only
transfer approved budgets for income to other approved income budgets.

Before a Head of Service can authorise any virement he/she must ensure that
any planned savings incorporated within approved budgets have been, or are
capable of being, achieved before virement from any budget head takes place.

In all cases where the Head of Service authorises budget transfers they must
be fully documented and the Head of Finance and Property must be notified
immediately in writing. Heads of Service shall report upon virements made
when submitting information for budget monitoring reports to the Executive.

Virements over £20,000 - for revenue budget amounts over £20,000,
excluding virement of salaries budgets, approval can be sought from:

e Chief Officers — up to £50,000
e Head of Finance and Property — up to £100,000

Virement of Salary Budgets — for any proposal to vire salary and associated
cost budgets approval should be sought from Management Team

A9 TREATMENT OF YEAR END BALANCES

A9.1

No savings arising in approved budgets shall be carried forward to the following
financial year except with the approval of the the Executive and full Council.

A10 EMERGENCY EXPENDITURE

A10.1

A10.2

A10.3

In cases of emergency and where it is necessary for expenditure to be incurred
for which no provision has been made in the approved annual budget, and for
which no virement is available, an Emergency Expenditure approval must be
sought.

For amounts not exceeding £20,000, the Head of Finance and Property may
authorise the expenditure following a request made to him/her in writing by the
relevant Head of Service/Chief Officer.

For amounts exceeding £20,000, the matter will then be dealt with in
accordance with Budget and Policy Framework Procedure Rule 4 (where it is
not practical to convene a full meeting of Council in the time available and the
Chair of the Scrutiny Committee agrees).



A10.4

A10.5

A10.6

A10.7

For amounts exceeding £20,000, written approval shall be sought from the
Head of Finance and Property and the Chief Executive, prior to consultation
with the Leader, or in his/her absence the Deputy Leader and the relevant
Executive Portfolio holder or in his/her absence another Executive member.

No Emergency Expenditure shall be incurred, for the above until all the written
authorisations as required have been received.

For amounts attributable to the services of the Major Peacetime Emergency
Plan, the Chief Executive and Emergency Officer (Chief Operating Officer in
consultation with the Head of Finance and Property (or their authorised
deputies) may authorise all necessary and proper expenditure, subject to a
report being submitted to the next ordinary meeting of the Executive and the
Scrutiny Committee.

Any approval given under this Rule shall be reported by the relevant Head of
Service to the next meeting of the full Council.

A11 STATEMENT OF FINANCIAL MANAGEMENT RESPONSIBILITIES

HEADS OF SERVICE

A111

A11.2

A11.3

A11.4

A11.5

A11.6

Overall responsibility for budgets and financial control for services under his/her
management, in accordance with the Council’s Constitution, including the
maintenance at all times of a system of effective controls including a full and
proper division of duties to provide proper financial control.

Delegation of budget management, monitoring and control to budget holders
and, where appropriate, supervisors of budget holders, as designated by the
relevant Head of Service.

Responsibility for virement between cost centres and within cost centres (both
subject to any limits or consultation requirements imposed by the Council)
(currently £20,000 each year between individual budget heads without the need
for consultation) and for ensuring the Council’s objectives and priorities are
maintained.

Responsibility for seeking supplementary estimates and for reporting on budget
variations.

Responsibility for co-ordination of the production of the annual budget for the
Service Unit

Responsibility for reporting to the Executive, the Scrutiny Committee and the
individual Executive portfolio Members on;

« The requirements of the annual budget

% The monitoring of the annual budget

« The actual expenditure and income for the financial year
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A11.7

A11.8

A11.9

A11.10

A11.11

A11.12

Responsibility for monitoring and controlling the activities of designated budget
holders

Ensuring co-ordination of practices and maintenance of effective systems for
financial control and the delivery of value for money within activities.

Responsibility for ensuring proper arrangements is in place for budgetary
control, including maintaining a continuous record of commitments.

To ensure that all persons ordering goods or services and all designated
budget holders are properly trained in financial matters and comply with Council
policy and the Council’s Constitution.

Promoting co-operative working between all Service Units, to ensure the proper
administration of the financial affairs of the Council.

Co-operate with the Finance and Property Unit in the production of the
Council’s Annual Statement of Accounts.

BUDGET HOLDERS

A11.13

A11.14

A11.15

Responsibility for controlling and managing specific budgets as designated by
the relevant Head of Service. This incorporates a requirement to maintain a
continuous record of commitments.

Monitoring of income and expenditure budgets in line with Council Policy, the
Council’s Constitution and reporting of variances to the relevant Head of
Service.

The proper certification or authorisation of commitments (orders), accounts for
payment and other payment requisitions and the proper accounting for income
due, as authorised by the relevant Head of Service.

FINANCE AND PROPERTY UNIT

A11.16

A11.17

Provide proper financial information and advice, as directed by the Head of
Finance and Property and Accounting Division Manager

Responsibility for co-ordination of the production of the Council’'s annual
revenue and capital budgets. In preparing the budget the Finance Unit will: -

+ Maintain and supply budget information for presentation to the
Management Team, Scrutiny Committee / Budget Scrutiny Panel, Executive
and Council

« Provide a budget timetable with key dates for estimate preparation and
ensure that information is available when needed.

« Provide a summary of budget variations for Heads of Service to include in
Budget Reports in four of the annual Committee cycles and in monthly
monitoring reports to Executive portfolio Members.
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A11.18

A11.19

A11.20

A11.21

A11.22

A11.23

« Provide a standard narrative on the budget overview to accompany budget
reports.

% Provide estimates for all centrally maintained expenditure and income: -

Salaries and Wages/National Insurance/Superannuation

Insurances

Pensions

Employee Car Leasing

Rents/Rates

Central Recharges

Capital Financing

Rental Income (to the extent that it is recovered via the periodical rental
system)

O O O O O O o0 O

% Provide advice on Growth and Savings

This list is not wholly prescriptive and can be amended by agreement with the
Head of Finance and Property .

Responsibility for co-ordination of the preparation of the Council’'s Statement of
Accounts.

Maintain an overview of the financial control of all budgets for which Heads of
Service are responsible.

Preparation of reports to the Scrutiny Committee in four of the annual
Committee cycles providing an overall revenue monitoring position for the
authority as a whole.

Preparation of reports to Scrutiny Committee and full Council in four of the
annual Committee cycles detailing Supplementary Estimates and Emergency
Expenditure approvals in the year to date.

Co-ordination of the procedure for securing Emergency Expenditure approvals.

Co-ordination of the allocation of revenue and capital resources.

A12 ACCOUNTING POLICIES

A121

The Head of Finance and Property is responsible for the selection and
operation of the accounting policies of the Council.

A13 THE ANNUAL STATEMENT OF ACCOUNTS

A13.1

The Head of Finance and Property is responsible for ensuring that the annual
statement of accounts is prepared in accordance with the Code of Practice on
Local Authority Accounting in the United Kingdom: A Statement of
Recommended Practice.
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A14 TRUST FUNDS AND CHARITIES

A14.1  Trust funds and charity accounts must be administered in accordance with the
appropriate statutory provisions and at least to the same standard as those
operated by the Council, to demonstrate good stewardship and effective use of
resources.

A15 STRATEGIC SERVICE DELIVERY PARTNERSHIPS

A15.1  The Chief Operating Officer is authorised to approve additional spending, or a
reduction in spending, of up to £100,000 in relation to strategic service delivery
partnerships in consultation with the Head of Finance and Property, Leader and
the Executive Member for Resources and Performance Management

13



B FINANCIAL PLANNING

Why is this important?

The importance of this area is in the need for sound planning, monitoring and control of
resources. Sound budget management is crucial to informing good decision making and
achieving best value in the use of the Council’s resources.

B1 PERFORMANCE PLANS

B1.1

B1.2

B1.3

B1.4

The Council has various performance plans and strategies which need to be
published to explain the objectives, current performance and proposals for
improvement. The Annual Report is a key element of engagement with the
public.

Advice should be sought from the Head of Finance and Property on the
financial information that needs to be included in performance plans.

Heads of Service are responsible for ensuring that accurate and timely
information is produced for the production, monitoring and review of
performance plans.

Heads of Service are required to ensure that there are robust systems of
control to ensure that timely and accurate information is maintained and
recorded in the performance plans.

B2 CAPITAL EXPENDITURE AND FINANCE

B2.1

B2.2

B2.3

B2.4

B2.5

A five year Capital Investment Needs Strategy will be maintained and reviewed
annually.

The Capital Programme will include all expenditure proposals which the Head
of Finance and Property deems should be regarded as capital expenditure
irrespective of how it is intended that they should be financed.

A Capital Budget is to be prepared annually for submission to the Executive
and to the Council for approval.

The Capital Budget is to be accompanied by a statement showing the revenue
effect of the budget over a three year period.

Projects within the capital programme can be released once the Head of
Service is satisfied that:

- Funding approvals are in place
- Standing orders and procurement regulations will be complied with

- A detailed breakdown of proposed net spending has been provided to the
Head of Finance and Property

14



B2.6

B2.7

B2.8

B2.9

B2.10

- Any revenue implications of the project are provided for within the revenue
budget and medium term financial strategy

There is no requirement for a report to the Executive on each project but a full
business plan should be in place and agreed with the relevant Chief Officerr
prior to commencement. The Head of Service or Management Team can
however present a report to the Executive on the proposed project if it is
considered appropriate”.

Provided that the estimated costs do not exceed the provision made within the
approved Capital Budget, the Executive may authorise the expenditure subject
always to compliance with the Council’s Standing Orders in relation to
contracts.

Where the estimated costs of a scheme exceed the provision made within the
approved Capital Budget, before a contract is entered into or expenditure is
incurred the Executive must, wherever possible, determine that a virement be
made from the provisions included for other schemes within the Capital
Programme.

Where estimated excess costs over budget provision cannot be met by
virement, before a contract is entered into or expenditure incurred, a report
must first be made to the Executive to consider the allocation of the required
additional resources and make a recommendation to the Council.

No amount provided in a Capital Budget approved by the Council may be used
for any purpose other than that for which it was authorised except by prior
authorisation of the Executive.

A monitoring report covering the whole of the Capital Budget must be submitted
to the Scrutiny Committee . Following closure of the accounts for the year,
reports must be made to Scrutiny Committee, on the actual expenditure and
income for the year. Where the method of finance is by leasing, the report will
include a cost comparison showing the differences in the annual revenue costs
between leasing and conventional borrowing.

B3 REVENUE BUDGET

B3.1

B3.2

Estimates of revenue expenditure and income, including a three-year forward
assessment of the revenue budget, are to be prepared by the appropriate
Heads of Service, as directed by the Head of Finance and Property. They must
be submitted to the Scrutiny Committee and Executive in accordance with the
Budget and Policy Framework Procedure Rules and in accordance with the
timetable and any guidelines determined by the Council.

In association with the preparation of the annual revenue budget, Heads of
Service are to review charges for services and rents and make appropriate
recommendations to Scrutiny Committee and Executive.
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B4 BUDGET FORMAT

B4.1

B4.2

The format of the budget approved by full Council is the responsibility of the
Head of Finance and Property, having regard for the appropriate legislation,
codes of practice and service needs.

Heads of Service are responsible for preparing a budget in a format that
complies with the requirements of the Head of Finance and Property

B5 BUDGETARY CONTROL

B5.1

B5.2

B5.3

B5.4

B5.5

B5.6

B5.7

B5.8

Budgetary control must be maintained by the appropriate Heads of Service.

Heads of Service must maintain a continuous record of commitments and
submit to Management Team in four of the annual Committee cycles a
monitoring report on income and expenditure for services under their control. A
monitoring report covering the overall revenue budget must be submitted by the
Accountancy Division Manager to Scrutiny Committee and the Executive in four
of the annual Committee cycles. Following the closure of the accounts for the
year a report must be made to the Executive, on the actual expenditure and
income for the year. On each reporting occasion detailed explanations must be
given of major variations between expenditure and budget. The format of the
reports shall be as directed by the Head of Finance and Property.

Heads of Service must also report monthly on their budgets to the relevant
Executive portfolio Member.

Subject to the provisions outlined for virement, Heads of Service are
responsible for ensuring that no amount included in any budget approved by
the Borough Council is used for any purpose other than that for which it is
authorised.

Transfers of expenditure provision between budget heads (virement) may be
made only in accordance the provisions outlined in these Financial Procedure
Rules for virement.

Heads of Service must ensure that any likely overspending or proposed item of
expenditure not provided for in the approved estimates, which cannot be met by
a virement, shall only be incurred with the prior consent of the Council. This
consent is to be sought by means of an application for a supplementary
estimate to the Executive.

Any shortfall in estimated income which cannot be met by virement shall be
reported by the relevant Head of Service to the next meeting of the Scrutiny
Committee.

No expenditure for which a supplementary estimate has been sought shall be
incurred until the approval of the Council has been obtained, with the exception
of the circumstances arising as detailed in these Financial Procedure Rules
covering emergency expenditure.
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B5.9

B5.10

B5.11

B5.12

A report detailing any virements and supplementary estimates to be considered
and emergency approvals granted together with a summary of supplementary
estimates (including emergency approvals) granted since the start of the
current financial year, showing the overall effect on the General Fund, shall be
presented to each meeting of the Council as directed by the Head of Finance
and Property.

Subject to compliance at all times with these Rules and with the Standing
Orders of the Council Heads of Service are empowered to incur expenditure up
to the amounts included within their approved budget. No expenditure, capital
or revenue, shall be incurred in connection with the adoption of any new policy
or significant extension of existing policy without the prior approval of the
Executive or the Council.

Where additional in-year spending is proposed and which is to be funded from
expected income from grants, fees and charges or other contributions, the
following authorisation limits will apply:

e Up to £20,000 — Heads of Service

e Between £20,000 and £50,000 — Heads of Service in consultation with
the Head of Finance and Property

e Over £50,000 — Heads of Service in consultation with the Head of
Finance and Property and the Executive Member for Resources and
Performance Management

All such approvals outlined in regulation B5.11 above must be documented ,
signed and sent to the Head of Finance and Property for budget monitoring
purposes.

B6 MAINTENANCE OF RESERVES

B6.1

B6.2

B6.3

B6.4

The use or application of any earmarked reserve shall be a matter for
determination by the full Council on the recommendation of the Executive and
in accordance with the Council’s Reserves Policy.

The Executive may approve the use of earmarked reserves up to a limit of
£100,000 to support spending. Such approvals must be reported through to the
next meeting of the Council.

Where the Executive recommend the use of earmarked reserves exceeding
£100,000 then the approval must be given by full Council.

The Head of Finance and Property is responsible for providing advice on the

prudent level of reserves, taking account of the advice of the external auditor on
this matter.
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B7 RESOURCE ALLOCATION

B7.1 The allocation of resources needs to be prioritised to ensure a fair distribution
and to fulfil legal responsibilities. Resources may include staff, money,
equipment, goods and materials.

B7.2 The Head of Finance and Property will advise on the methods available for
funding resources and assist in the allocation of resources to budget holders.

B7.3 Heads of Service must work within the budget limits and use the resources
allocated in the most efficient, effective and economic way. This is to ensure
that they can achieve value for money.

B7.4 Heads of Service must identify opportunities to minimise or reduce resource
requirements or consumption without having a detrimental effect on agreed
levels of service delivery.
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C RISK MANAGEMENT AND THE CONTROL OF
RESOURCES

Why is this important?

It is essential that robust, integrated systems are developed and maintained for
identifying and evaluating all significant operational risks to the Authority. Equally,
regulations are needed to ensure arrangements are in place to protect the assets and
resources of the Council.

C1 RISK MANAGEMENT

C1.1 The Head of Finance and Property is responsible for ensuring that the Council
has and maintains appropriate Risk Management arrangements.

C1.2 Heads of Service should ensure that risk management is embedded in the
Council’s decision-making process so that the risk implications of strategic and
operational decisions can be considered.

C1.3 Appropriate Officers should ensure that risk management is maintained at an
operational level and to report to Heads of Services changes in the risks faced
by the Council.

C1.4 Heads of Service should ensure that the Council’s Risk Management
arrangements are complied with in their service, and to ensure that new risks,
threats and opportunities are assessed, appropriate controls are in place to
address the risk and that any further actions required to reduce the identified
risk are implemented.

C2 INTERNAL CONTROL

C2.1 Internal Control is the system of controls devised by management to help
ensure that the authority’s objectives are achieved in a manner which promotes
economic, efficient and effective use of resources and ensures all income due
to the Council is collected and that the Council’s assets and interests are
safeguarded, whilst securing probity and legitimacy of transactions and
preventing and detecting fraud, misuse or irregularity.

Cc2.2 The Head of Finance and Property is responsible for advising on effective
systems of internal control.

c2.3 Heads of Service shall ensure that a robust system of internal control is in
operation throughout their service. They should ensure that there are
arrangements to establish and review the sound arrangements for separation of
duties, safeguarding assets, appraising, planning, authorising and controlling
their operations in order to achieve continuous improvement, efficiency,
economy and effectiveness.

C24 Heads of Service should monitor the effectiveness of the system of internal
control within their service on a regular basis, and ensure that they are
performing the required control objectives.
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C2.5

Heads of Service and Chief Officers will provide Statements of Assurance on
the operation of the governance arrangements including internal controls in
their services to the Leader and Chief Executive to enable the Annual
Governance Statement to be completed.

C3 INSURANCE

C3.1

C3.2

C3.3

The Head of Legal and Democratic Services shall arrange and administer all
insurance taken out by the Council, in consultation with the Head of Finance
and Property and in accordance with the requirements of the Council. Heads
of Service must ensure that indemnity limits are adjusted as appropriate so as
to ensure the Council is always adequately covered against risk.

Heads of Service shall promptly notify the Head of Legal and Democratic
Services of all risks, liabilities, properties or vehicles which require to be
insured and of any alterations affecting risk or insurance indicating the amount
of cover required.

Heads of Service shall immediately notify the Head of Legal and Democratic
Services of any fire, loss, accident, incident or other event which may give rise
to a claim against the Council’s insurers.

C4 TREASURY MANAGEMENT

C4.1

C4.2

C4.3

C4.4

C4.4.1

C44.2

Treasury Management is defined as the management of the Council’s cash
flows, its borrowings and its investments, the management of the associated
risks and pursuit of the optimum performance or return consistent with those
risks. It includes all activity relating to banking arrangements, borrowing and
lending of money, and leasing.

Control for overall treasury management matters will rest with the Head of
Finance and Property who shall act in accordance with the Prudential Code for
Capital Finance in Local Authorities and the Code of Practice on Treasury
Management in Local Authorities produced by the Chartered Institute of Public
Finance and Accountancy (CIPFA). No other officer of the Council, except
those officers authorised in writing by the Head of Finance and Property are
permitted to engage in treasury management activities.

The following clauses as recommended by the Code of Practice have been
adopted by the Council.

This Council adopts CIPFA’s Code for Treasury Management in Local
Authorities.

A Treasury Policy Statement setting out strategy and procedures shall be
adopted by the Council and subsequently its implementation and monitoring
shall be delegated to the Executive

All money in the hands of the Council shall be aggregated for the purposes of
treasury management and shall be under the direction of the Head of Finance
and Property.
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C4.4.3 All executive decisions on borrowing, investment or financing shall be
delegated to the Head of Finance and Property and through him/her to those
officers authorised in writing by him/her who shall be required to act in
accordance with Council policy, CIPFA’s Prudential Code for Capital Finance in
Local Authorities and the Code of Practice on Treasury Management in Local
Authorities.

C4.4.4 Reports shall be made to the Executive not less than four times in each
financial year on the activities of the Treasury Management operation and on
the exercise of powers delegated to the Head of Finance and Property One
such report shall comprise an annual report on Treasury Management for
presentation by 30th September of the succeeding financial year.

C5 ASSETS

C5.1 Assets of the Council include land, buildings, plant and machinery, equipment,
software, stock and information. The Head of Finance and Property shall direct
how records of these assets should be maintained.

C5.2 Heads of Service should ensure that all assets of the Council are appropriately
maintained and securely held. They should also ensure that contingency plans
for the security of assets and continuity of service in the event of a disaster or
system failure are in place.

C5.3 The Councils assets should only be used for the purposes of the authority and
should be properly accounted for. The Head of Finance and Property will
determine appropriate arrangements for the maintenance of Asset Registers
and other records of assets.

C54 Heads of Service are responsible for maintaining appropriate arrangements for
the security of assets under their control. This includes verification checks on
assets on a periodic basis, for example an annual check of inventory.

C5.5 Where assets are no longer required by the Council, these should be disposed
of under the authorisation of Heads of Service according to the requirements of
the authority (Standing Orders for Contracts) so as to maximise benefits.

C5.6 Employees have a personal responsibility in respect of information assets, to
protect and maintain the accuracy and confidentiality of information.

C5.7 Keys to assets, buildings, plant, vehicles, safes etc. should be securely held at
all times. The loss of any such keys must be reported to the Head of Finance
and Property as soon as possible.

C5.8 Heads of Service should make arrangements for the valuation of assets for
accounting or other purposes to meet requirements specified by the Head of
Finance and Property.

C6 INVENTORIES AND STORES RECORDS

C6.1 Heads of Service shall designate officers to be responsible for the safe custody
and physical control of stores, vehicles, plant, furniture and equipment within
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C6.2

C6.3

C6.4

C6.5

C6.6

Cc7
C7.1

C7.2

C7.3

their own Service Units and for the maintenance of proper records and
inventories for all assets and equipment held by the Service Unit. Heads of
Service must ensure that inventories are kept up to date and checked at least
annually.

The Chief Operating Officer shall maintain a proper record and inventories of
computer hardware, software and communications equipment in order to
ensure that this is completed Heads of Service shall obtain the approval of the
Chief Operating Officer or his/her authorised representative for any
procurement, installations, relocations or reinstallations of any hardware,
software or communications equipment.

Heads of Service shall arrange for periodic checks of equipment and stores to
be carried out by officers other than those responsible for their safe custody
and control. All stocks of equipment and stores are to be checked at least once
per year. The Head of Finance and Property is to be advised of their value and
any discrepancies that might have occurred by means of a certificate signed by
the officer who carried