Finance and Governance Committee
MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND

Summons to attend meeting to be held on
Wednesday 11th July at 5:00pm
at the Council Offices, Market Street Carnforth
18040

To receive apologies for absence

18041

To receive declarations of interest

18042

To consider Minutes of the meeting held on Wednesday 13th June 2018
(attached)

18043

To consider items of urgent business

18044

To adjourn the meeting for a period of public discussion (Note: Any
matters needing a ‘decision’ will be considered as an agenda item at a
future meeting)

18045

To consider Internal Audit Report and recommendations (attached)

18046

To consider draft risk assessment 2018 (attached)

18047

To consider financial monitoring reports June 2018 (to follow)

18048

To consider debtor invoicing & monitoring arrangements (Town Clerk
to Report)

18049

To consider Touring Cinema project (Cllr Grisenthwaite and Town Clerk
to report)

18050

To consider Local Council Award scheme (Cllr Gardner to report)

18051

To consider update on Committee actions and recommendations (Town
Clerk to report)

Town Clerk
28 Wilson Grove, Heysham, Morecambe, LA3 2PQ
Tel: 07846 256 006
Email: clerk@carnforthtowncouncil.org

06 July 2018

Carnforth Town Council

Draft Minutes of the Finance & Governance Committee
held at the Council Offices, Market Street, Carnforth on
Wednesday 13th June 2018
Present:

Councillor Grisenthwaite (Chair); Councillor Aspin;
Councillor Parker (part); Councillor Roe

In attendance:

Bob Bailey, Town Clerk; Derek Whiteway (CPFA), Internal Auditor

18027 Apologies: Apologies were received from Councillors Bromilow and Wooff
18028 Declarations of Interest and Dispensations: There were no declarations of
interest or requests for dispensation for items on the Agenda.
18029 Minutes: It was RESOLVED that the Minutes of the Finance and Governance
Committee held on 2nd May approved.
18030 Urgent Business: There were no matters of urgent business
18031 Adjourn for public discussion: No members of the public attended the
meeting.
18032 Annual Accountability and Governance Return (AGAR): The Clerk reported
that subject to discussions on the matters arising from the Internal Audit (Agenda
item 18033 refers) Part 3 of the Annual Governance and Accountability Return
(AGAR) for 2017/2018 will need to be completed and referred to the Town
Council for agreement and signature by the Town Mayor.
It was explained that Annual Audit Report 2017/18 contained within the AGAR
must be completed by the Internal Auditor based on his/her independent
‘assessment of risk’ and a ‘selective assessment of compliance with relevant
procedures and control in operation during the financial year ended 31st March
2018’, together with the Internal Auditors conclusions on the internal controls in
place.
Sections 1 and 2 are to be completed and approved by the Town Council being
the Annual Governance Statement and Accounting Statements for 2017/18.
The AGAR must then be submitted to the External Auditor by 25th June for them
to carry out their audit, complete Section 3 and return the AGAR to the Town
Council.

18033 Internal Audit Report: Derek Whiteway CPFA then took Members through each
heading of the requirements of the internal audit as set out in the AGAR. He
explained the work that he had undertaken during the audit, highlighting good
financial management by the Town Council and recommendations where this
oould be enhanced.
The Internal Auditors overall conclusions on completion of the audit was that
there were:
1. ‘No significant discrepancies found, except for a small number of minor
errors in recording figures’;
2. ‘Correct accounting basis has been employed’, and the;
3. ‘Payments system is well-designed and efficient with strong approval
procedures
Suggested areas of improvement were around:
1.
2.
3.
4.

updating the current risk assessment and improving the format;
maintaining a single source accounting record (cash book);
simplifying monitoring report(s) at a ‘higher level’;
carrying out a review of pay and contractual systems through the HMRC’s
PAYE system.

Based on the audit carried out, the Internal Auditor has concluded that in all
‘significant aspects the control objectives [as set out in the AGAR] were being
achieved throughout the financial year to a standard adequate to meet the
needs of the authority’. As such he has ‘signed off’ the Annual Internal Audit
Report’ section of the AGAR.
Members asked several questions before it was RESOLVED that the Internal
Auditor be thanked for his thorough and extensive audit and that he produces a
written report outlining action needed to implement the recommendations. It
was further RESOLVED that the Town Clerk completes the Town Council’s
sections of the AGAR for approval and signature at the June meeting of the Town
Council.
18034 Financial Monitoring Reports (April & May): As agreed at the May meeting of
the Committee the Clerk presented new monthly transaction reports for April and
May itemising income and expenditure for all the Council’s bank accounts, the
budget heading (or category) and an overall ‘Running Balance’.
Members commented that the reports were very clear and easy to follow,
providing the right level of detail needed to understand the Council’s finances
each month. Notwithstanding, the written recommendations yet to be received
from the internal auditor, it was noted that the reports as presented and already
planned (such as a monthly budget report), are in line with the level of detail that
the Finance and Governance Committee need to make informed decisions on the
Council’s finances.
There was then a general discussion about what ‘high level summary’ should be
considered by the Town Council including the Schedule of Payments and Receipts
(formally referred to as the Treasurer’s Order)
It was then RESOLVED that the Monthly Transaction Reports for April and May
and the format of the reports as presented be approved and that, when

practicable, the Schedule of Payments and Receipts (or similar) be presented to
the Town Council as a recommendation from the Finance & Governance
Committee giving assurance on the validity of the expenditure incurred by the
Town Council in fulfilling its functions and activities.
18035 Review of Fees and Charges: The Clerk suggested that Members may wish to
review the current fees and charges for the hire of the Civic Hall and other areas
of income as part of the annual budget process later in the year.
Members briefly discussed the current areas of income generation and the
potential for opportunities to expand these in the future. It was then RESOLVED
that current fees and charges be reviewed by the Committee in September as
part of the budget process and for subsequent approval by the Town Council.
18036 Draft Privacy Notice: Further to the approval at previous meetings of the Town
Council and this Committee the Clerk had produced, and previously distributed
to all Members of the Council, a draft Privacy Notice in accordance with GDPR
requirements. Members were reminded that Privacy Notices are a key element of
GDPR as a public statement of how the Council (or any organisation) applies data
protection principles to processing data.
It was reported that the Privacy Notice differs from a data protection policy
(Agenda item 1837 refers) which, necessarily, goes into more details about data
protection objectives, responsibilities and how to handle violations.
Members considered that the Privacy Notice as drafted, provided a clear and
concise explanation of the legal basis for processing data; how the information
might be used and stored and for how long; the rights that the ‘data subject’ has,
and; how they can raise a complaint.
It was then RESOLVED that the Privacy Notice as drafted be recommended by
the Finance and Governance Committee for approval by the Town Council.
18037 Draft Data Protection & Information Policy: The Clerk had also written a draft
Data Protection and Information Policy as directed by this Committee and the
Town Council. The Policy drafted in line with the new GDPR requirements sets
out in detail how the Council will comply with the rules, known as ‘data protection
principles’ and details of the rights of the individual, or data subject, under the
Data Protection Act 2018.
After some discussion, it was RESOLVED that the Data Protection and
Information Policy as drafted be recommended by the Finance and Governance
Committee for approval by Town Council
18038 Draft Publication Scheme: The Clerk reported that the Freedom of Information
Act 2000 requires that every authority has a Publication Scheme that sets out the
Council’s commitment to make certain classes of information routinely available
to the public. These include, but are not restricted to, policies and procedures,
minutes of meetings, annual reports and financial information etc.
Given the additional requirements of GDPR, the Town Clerk has drafted a revised
Publication Scheme (based on a model standard) for the Town Council setting
out information held now - as well as any that it might be held in the future –

where it is/will be held and whether there will be any charges for the information
being made available.
Members were asked to consider whether there should be a charge for any
disbursement costs (i.e. photocopying, postage and delivery) for requests for
information.
After some comments and questions, it was RESOLVED that the draft Publication
Scheme as presented, be recommended by the Finance and Governance to the
Town Council for approval. It was further RESOLVED that no charge for
disbursements costs be made, although the Town Council will reserve the right to
cover its costs where a high volume of information is requested.
18039 Draft Terms of Reference: Following a discussion at the last meeting of the
Finance & Governance Committee, Members considered a revised Terms of
Reference. The revised draft sets out details about the Membership and conduct
of meetings and the Committees delegated powers and responsibilities for
financial management, (including monitoring and reporting); governance and risk
management arrangements and resource management.
After some discussion, it was RESOLVED that, subject to a minor amendment, the
Terms of Reference of the Finance and Governance Committee be approved and
recommended to the Town Council for adoption.
The meeting closed at 18:00

Town Clerk
28 Wilson Grove, Heysham, Morecambe, LA3 2PQ
Tel: 07846 256 006
Email: clerk@carnforthtowncouncil.org

15 June 2018

TERMS OF REFERENCE
MEMBERSHIP:
•

Five Councillors and/or Town Mayor or Deputy Mayor

•

Membership of the Committee will be decided at the Annual Meeting of the Town
Council

•

The first order business at the first meeting of the Committee after the Annual
Town Council meeting will be to elect a Chair and Vice-Chair

•

A quorum will be three members

•

Non-Members of the Committee may attend in their capacity as a Councillor and
will be allowed to speak on items of the Agenda

•

The Committee will invite representatives from other organisations to the
Committee meetings as required

MEETINGS:
•

The Committee will meet every month but may conduct business about routine
financial matters by email as required;

•

A record of activities and decisions taken by the Committee will be recorded in the
Committee Minutes;

•

Minutes of the Committee will be submitted to the Town Council at the next
meeting for debate;

•

The Clerk is responsible for acting on the decisions of the Committee as directed

DELEGATED POWERS AND RESPONSIBILITIES: In accordance with the Local
Government Act 1972 the Committee has delegated powers and overall responsibility for
financial management, monitoring and reporting; governance and risk management
arrangements and resource management as set out below:
Financial management, monitoring and reporting:
•

Review and monitor the income and expenditure of the Council as a whole

•

Provide guidance and to Committees and Council on overall levels of income and
expenditure

•

Draft annual budget in consultation with Committees

•

Recommend annual precept to Council

•

Receive monthly financial monitoring reports and to authorise all income and
expenditure

•

Establish a proper system of internal control

•

Monitor outstanding debts and procedures for debt recovery

•

Consider and respond to financial recommendations made by Committees

•

Consider Internal Audit and External Audit reports and to report findings and
recommendations to Council

•

Consider grant applications and make recommendations to Council

•

Annually review all Council fees and charges

•

Annually review the Council’s Financial Regulations and any other policies and
procedures relating to financial matters

•

Monitor and manage the use of reserves and annually review the strategy for
determining the amount of reserves in the budget

Governance and risk management arrangements:
•

Annually review Standing Orders and other governance and risk management
policies and procedures

•

Ensure that the functions and activities of the Council comply with statutory
requirements and adopted policies and procedures, including Freedom of
Information, Transparency Code and the General Data Protection Regulations

•

Consider all complaints received in accordance with the Council’s complaints
procedure and make recommendations to Council

•

Report annually on the complaints received and any lessons learned and acted
upon

Resource management
•

Manage the selection and recruitment of staff employed by the Council

•

Manage all other staff related matters, including sickness absence and disciplinary
and grievance procedures as the need arises

•

Manage the performance of the Town Clerk and establish arrangements for an
annual appraisal of his/her performance and professional development
requirements

•

Establish arrangements for the development, training and performance
management of all other staff employed by the Council

•

Develop a programme of Member training and development

•

Report annually on Member and staff training undertaken and skills developed
during the year

•

Oversee the use of information and communications technology, including
management of the Council’s website and social media in support of the Council’s
business activities and functions

Report to Carnforth Town Council
Author: Derek Whiteway
Date: 17th June 2018

Subject: Annual Internal Audit 2017/18
1

Introduction

1.1 At the request of the Town Clerk, an internal audit review has been undertaken of
the Council’s financial and internal control systems, with the objectives of:
a)
b)

Providing assurance as to the adequacy and effectiveness of the systems in
place and making recommendations as appropriate; and
Providing an opinion on to the extent of compliance with ‘Internal Control
Objectives’ as set out in the standard form of Annual Internal Audit Report
included in the Annual Governance and Accountability Return (AGAR) for
2017/18.

1.2 My key findings were discussed with members of the Finance Committee at its
meeting on Wednesday, 13th June 2018.
1.3 This report is structured along the lines of the ‘Internal Control Objectives’ specified
in the AGAR. A copy of my completed Annual Internal Audit Report from the AGAR
is included as an Appendix to this report.

2

Control Objective A - Appropriate accounting records have been properly
kept throughout the financial year.

2.1 My review considered the accounting records for 2017/18 financial year, including
bank statements, reports to Council, VAT working papers, etc. My findings and
conclusions were as follows:
a)

I concluded that the control objective had been met. No significant
discrepancies were found, with exception of a small number of minor errors in
the recording of figures.

b)

Despite my conclusion in a), it was evident that a comprehensive prime
accounting record (i.e. cash book) had not been maintained. This meant that
the audit trail was not altogether clear and verifying accounting entries was in
some cases problematic. The variety of records kept made it difficult to
reconcile the different reports produced, including VAT returns, reports to
Council, etc.

c)

The Town Clerk advised me that in drafting the 2017/18 accounts, he had been
unable to agree the opening brought forward figure shown on the 2016/17
Accounting Statement. After some investigation, this difference was partially,
but not wholly explained, leaving an unidentified figure of £462 to be written
back into the accounts for 2017/18.

2.2 Recommendations:
1.

3

That a comprehensive cash- book or similar accounting record is established
as the prime source of financial reporting, including bank reconciliations,
budget monitoring, final account, VAT returns, etc.

Control Objective B - This authority complied with its financial regulations,
payments were supported by invoices, all expenditure was approved and
VAT was appropriately accounted for.

3.1 My review considered the payments system and the reports produced. A sample of
paid invoices were examined. My findings and conclusions were as follows:

4

a)

I concluded that the control objective had been met. The payments system is
well-designed and efficient in relation to the needs of the Council, with strong
approval procedures.

b)

All sampled payments were properly incurred and supported by a valid
invoice, with the exception that a small number of relatively low value
payments were identified where VAT had been reclaimed without a valid VAT
invoice being held.

Control Objective C - This authority assessed the significant risks to
achieving its objectives and reviewed the adequacy of arrangements to
manage these.

4.1 My review considered the most recent risk assessment record and whether any
view of risk had been undertaken. My findings and conclusions were as follows:
a)

I concluded that the control objective had not been met.

b)

The most recent risk assessment was dated 2015 and I found no evidence of
any more recent formal review of risk. There is an expectation that a
corporate risk register or record should be formally reviewed at least annually.

c)

The existing risk assessment contains a range of items which are not expressed
in consistent terms. Whilst each entry may be relevant, the lack of consistency
hinders effective evaluation and prioritisation of risks. The format of the risk
assessment can therefore be improved to more clearly state and quantify the
risk and make the document a more effective management tool.

4.2 Recommendations:

5

2.

That a formal review of the Council’s risk assessment be undertaken at the
earliest opportunity and that this is subject to at least annual review in the
future.

3.

That the format of the risk assessment record is revised to ensure that risks
are clearly expressed in a consistent manner to facilitate comparison and
prioritisation.

4.

That the purposes of, and procedures for managing, the risk assessment are
included in Council Members’ training plans, including any induction
processes.

Control Objective D - The precept or rates requirement resulted from an
adequate budgetary process; progress against the budget was regularly
monitored; and reserves were appropriate.

5.1 My review considered the budget monitoring reports and the overall financial
position of the Council. I did not specifically review the budget and precept setting
process itself. My findings and conclusions were as follows:
a)

I concluded that the control objective had been met, subject to the following
observations:

b)

The Budget Monitoring reports to Council include monthly budget figures, but
these are not combined with actuals to date to highlight any areas requiring
attention. The reports are currently too detailed to be easily used to improve
financial management and/or take remedial action.

c)

Monitoring of the budget would benefit from the introduction of higher-level
summary reports to Council and/or Finance Committee, with a review of
budget headings and a focus on exceptions.

d)

The current level of reserves (£29k as at 31/03/18) appear appropriate in
relation to the annual precept/budget; but the Council may wish to consider
establishing specific reserves for certain purposes to reflect plans and
ambitions, e.g. repairs and renewals, events, initiatives, etc.

5.2 Recommendations:

6

5.

That a review is undertaken of budget headings in preparation for the next
budget setting process. This should take into account the information needs
of each of the Council’s committees as well as the Town Council itself, and
focus on providing information on any exceptions arising.

6.

Budget monitoring reports should be designed so as to provide clear
information on any exceptions and areas requiring attention/remediation.

7.

Consideration should be given to whether it would be beneficial to establish
any specific earmarked reserves for particular purposes, including future
repairs and renewals, initiatives or events.

Control Objective E - Expected income was fully received, based on correct
prices, properly recorded and promptly banked; and VAT was appropriately
accounted for.

6.1 My review considered the income paid into the bank accounts, the invoice list
maintained and the current schedule of charges. My findings and conclusions were
as follows:
a)

I concluded that the control objective had been met, subject to the following
observations:

b)

Income is regularly received and banked into the two bank accounts

c)

A list of invoices raised has been maintained, but this has not been developed
into a full record of amounts due, received and written-off (debtors ledger)

d)

VAT has been charged and declared to HMRC appropriately

e)

The Town Clerk advised me that the schedule of charges was out of date and
arrangements were already in hand to r conduct a review.

6.2 Recommendations:

7

8.

A comprehensive list (spreadsheet) should be maintained containing details
of known charges due to be made, and a list of invoices raised with details of
all payments received, sums outstanding and any recommendations for
write-off.

9.

The planned review of the schedule of charges should be undertaken so as to
inform and coordinate with the next annual budget setting process.

Control Objective F - Petty cash payments were properly supported by
receipts, all petty cash expenditure was approved and VAT appropriately
accounted for.

7.1 The Council does not currently operate any petty cash based systems, therefore this
objective is not applicable.

8

Control Objective G - Salaries to employees and allowances to members
were paid in accordance with this authority’s approvals, and PAYE and NI
requirements were properly applied

8.1 My review considered the Payroll system being operated and examined a sample of
payments to employees. My findings and conclusions were as follows:
a)

I concluded that the control objective had been met, subject to the following
observations:

b)

HMRC’s own ‘Basic PAYE Tools’ system is used, providing a sound process for
calculating and reporting pay and PAYE/NI.

c)

In discussing the system, I was aware of some uncertainty about the
background and accounting treatment of some payroll elements, notably the
Civic Hall Manager’s rent deduction. It was apparent that at this stage, being
new to the system, the current Town Clerk does not feel fully confident in
operating it and would benefit from further guidance/training in its use.

8.2 Recommendations:
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10.

The Town Clerk should receive further training and guidance in the operation
of the HMRC ‘Basic PAYE Tools’ system.

11.

Once the above point has been resolved, a review is undertaken of how
employees’ pay and other contractual conditions are managed through the
system, to provide certainty regarding both the pay due and any deductions
made.

12.

The terms of the Civic Hall Manager’s rent deduction should be clarified to
ensure it is correctly applied in the payroll and accounting records.

Control Objective H - Asset and investments registers were complete and
accurate and properly maintained

9.1 I examined the current Asset Register and discussed its contents with the Town
Clerk. The Council does not currently hold any investments. My findings and
conclusions were as follows:
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a)

I concluded that the control objective had been met, subject to the following
observations:

b)

The asset register appears to be a very comprehensive record of assets,
although the last review was in 2015. The Council’s Asset Management
Committee has recently resolved that a formal review should be undertaken.

Control Objective I - Periodic and year-end bank account reconciliations
were properly carried out

10.1 I reviewed the year end bank reconciliation and information provided in the Town
Clerk’s periodic monitoring reports. My findings and conclusions were as follows:
a)

I concluded that the control objective had been met, subject to the following
observations:

b)

As mentioned under Control Objective A – Accounting Records, the variety of
records held tends to hinder reconciliation and needs to be rationalised.

c)

There is a need for clearer evidencing and reporting of periodic reconciliation
procedures and reporting.

10.2 Recommendations:
13.

11

Periodic bank reconciliations including all accounts should be undertaken by
the Town Clerk and reported to the Finance Committee alongside the regular
financial monitoring reports.

Control Objective J - Accounting statements prepared during the year were
prepared on the correct accounting basis (receipts and payments or income
and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors
were properly recorded.

11.1 I reviewed the Council’s bank statements, monitoring reports and the draft Annual
Governance and Accountability Return (AGAR). My findings and conclusions were
as follows:
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a)

I concluded that the control objective had been met, subject to the following
observations:

b)

The correct accounting basis (receipts and payments) has been employed.

c)

Aside from the issue over the opening balance (see para 2.1(c)), receipts and
payments have been agreed to the underlying records maintained.

d)

As already mentioned, the records maintained did not facilitate the audit trail
(see comments and recommendations under Control Objective A – Accounting
records).

Summary

12.1 In summary, my opinion is that the Council has established all the elements
necessary to provide a sound system of internal control, and with a few minor
exceptions, these have operated sufficiently to provide assurance as to the accuracy
of the accounts.
12.2 I have, however, concluded that in many areas, there is scope for procedures and
records to be improved and/or rationalised to improve efficiency and the quality of
financial monitoring and management.
12.3 I have made a total of 13 recommendations which I believe will serve to strengthen
the Council’s financial management and internal control.

12.4 I should like to thanks the Town Clerk and all members of the Council that I have
spoken to for their input and courtesy and I wish the Council every success in the
coming year.

Derek Whiteway
17th June 2018

Carnforth Town Council
Internal Audit 2017/18

Summary of Recommendations

No Recommendation
1

2

3

4

5

6

7

8

That a comprehensive cash- book or similar accounting record is
established as the prime source of financial reporting, including bank
reconciliations, budget monitoring, final account, VAT returns, etc.
That a formal review of the Council’s risk assessment be undertaken at
the earliest opportunity and that this is subject to at least annual
review in the future.
That the format of the risk assessment record is revised to ensure that
risks are clearly expressed in a consistent manner to facilitate
comparison and prioritisation
That the purposes of, and procedures for managing, the risk
assessment are included in Council Members’ training plans, including
any induction processes
That a review is undertaken of budget headings in preparation for the
next budget setting process. This should take into account the
information needs of each of the Council’s committees as well as the
Town Council itself, and focus on providing information on any
exceptions arising
Budget monitoring reports should be designed so as to provide clear
information on any exceptions and areas requiring
attention/remediation
Consideration should be given to whether it would be beneficial to
establish any specific earmarked reserves for particular purposes,
including future repairs and renewals, initiatives or events
A comprehensive list (spreadsheet) should be maintained containing
details of known charges due to be made, and a list of invoices raised
with details of all payments received, sums outstanding and any
recommendations for write-off

Derek Whiteway 17th June 2018

Priority
High

Med

Med

Med

Med

Med

Med

High

1

Agreed?

Responsibility

Due Date

Carnforth Town Council
Internal Audit 2017/18

Summary of Recommendations

No Recommendation
9

10
11

12

13

The planned review of the schedule of charges should be undertaken
so as to inform and coordinate with the next annual budget setting
process.
The Town Clerk should receive further training and guidance in the
operation of the HMRC ‘Basic PAYE Tools’ system
Once the above point has been resolved, a review is undertaken of
how employees’ pay and other contractual conditions are managed
through the system, to provide certainty regarding both the pay due
and any deductions made
The terms of the Civic Hall Manager’s rent deduction should be
clarified to ensure it is correctly applied in the payroll and accounting
records.
Periodic bank reconciliations including all accounts should be
undertaken by the Town Clerk and reported to the Finance Committee
alongside the regular financial monitoring reports.

Derek Whiteway 17th June 2018

Priority
Med

High
High

Med

Med

2

Agreed?

Responsibility

Due Date

CARNFORTH TOWN COUNCIL
RISK ASSESSMENT AND LOG

Date: 6th July 2018

Author: Bob Bailey, Town Clerk

July 2017

Risk
No.

Description of Risk

Controls in Place / Mitigation

Low /
Medium /
High
Risk

R1. Personal injury / damage to members
of the public or their property arising
from defects on the council’s property

Property comprises of fixed installations
(i.e. seats and benches). Undertake
regular maintenance checks and carry out
prompt repairs as required.

Medium

R2. Compensation claim by employee or
contractor in respect of injury sustained
in the cause of his / her employment /
engagement

The nature of the Town Clerks work
means that there is a low risk of injury.
There is a medium risk of injury from work
carried out by the Outdoor Maintenance
Operative and Civic Hall Manager
A small amount of income is received by
cash / cheque. Any losses are covered
by insurance. Income is banked promptly
and precept / VAT reimbursements are
directly paid into the bank account
Every month, bank statements are
scrutinised and reconciled by the Town
Clerk and accounts transactions / bank
reconciliations reported to Finance &
Governance Committee. Banking
arrangements were reviewed in April /
May 2018 and accounts are annually
checked by internal / external auditors
All BACS / cheque transactions are
authorised by two councillors. All
expenditure is approved by the Town
Council and transactions subject to
monthly scrutiny by Finance &
Governance Committee. Internal and
external auditors examine accounts
annually. Audited accounts are open to
public scrutiny annually.

Medium

R3. Loss of cheques / cash held on behalf
of council

R4. Financial
R
loss due to banking error
4

R5. Loss
R of monies due to fraudulent action
by5employee(s)

Risk Log

Actions Taken / Planned

Responsibility

Outdoor Maintenance Operative and Civic
Hall Manager maintain equipment / assets
owned by the council. Insurance includes
employee liability cover for staff.
Periodically review insurance cover and
timely renewal to avoid compensation
claims
Insurance includes employee liability cover
for staff. Annually review insurance cover
to mitigate compensation claims and
associated costs

Council / Staff

Council

Low

Annually check adequacy of insurance
cover

Council /
Town Clerk

Low

Annually review banking arrangements to
secure best possible terms and conditions

Council /
Town Clerk

Low

Check adequacy of insurance. Undertale a
formal annual review of internal control
arrangements as part of the AGAR

Council

Risk
No.

Description of Risk

R6. Damage
R
to council property by third
party
6

R7. Compensation
R
claim resulting from
(alleged)
7
negligent act or accidental
error or omission by the council or its
employee(s)

R8. Actions
R
against the council for libel or
slander
8

R9. Failure to represent community interest
adequately in relation to matters likely
to impact significantly on the town

R10. Order for precept not submitted or paid
by local authority. Precept is
inadequate to meet plans

Risk Log

Controls in Place / Mitigation

Some property is intended for public use
and potentially at risk of damage by a
third party. Maintain property in good
condition and ensure adequate insurance
cover
Medium risk given current activities of
Town Council. Maintain adequate
insurance cover and ensure Town Council
decisions are based on full information
including professional advice where
necessary
Meetings are conducted in accordance
with standing orders and financial
regulations. These were last reviewed in
2015/16. FOI Publication Scheme
approved in June 2018
Community engagement is currently
provided through social media, website (to
be reviewed) and the Carnforth Express.
Formal consultation arrangements
currently limited but there will be wide
consultation on the developing
Neighbourhood Plan. Town council is
consulted by principal authorities and
agencies. Membership of NALC / LALC
provides professional advice
Precept for the following year considered
in January following the budgetary
process. Receipt of precept checked by
Town Clerk. Precept based on plans for
the town in the coming year and
forecasted difference between income
and expenditure.

Low /
Medium /
High
Risk

Actions Taken / Planned

Responsibility

Medium

Regularly check property and adequacy of
insurance cover

Council / Staff

Medium

Check adequacy of insurance cover.
Monitor and review governance
arrangements.

Council /
Town Clerk

Medium

Review Standing Orders and Financial
Regulations and other policies

Council /
Town Clerk

Medium

Develop community engagement
arrangements through online surveys,
public meetings, social media and website.
Introduce a Press and Media and Social
Media policies.

Council /
Town Clerk

Medium

Precept submitted before deadline each
year. Amount of precept required will be
based on plans for the coming year and the
forecasted difference between income and
expenditure. Budget headings will be
reviewed in in preparation for the next
budget setting process, taking into account
the information needs of each of the
Council’s committees as well as the Town
Council as a whole.

Council /
Town Clerk

Risk
No.

Description of Risk

Controls in Place / Mitigation

Low /
Medium /
High
Risk

Actions Taken / Planned

Responsibility

A comprehensive cash- book or similar
accounting record will be established as
the prime source of financial reporting,
including bank reconciliations, budget
monitoring, final account, VAT returns, etc.
Budget monitoring reports to be redesigned
to provide clear information on any
exceptions and areas requiring attention /
remediation
As R11 above. VAT will be analysed in
accounts maintained by Town Clerk and
scrutinised by Finance & Governance
committee and Town council
Amount of reserves required for the
following year will be considered as part of
the budget process on the basis of
available funds and costed plans for the
coming year. Reserves policy will be
produced in 2018/19
Support Clerk’s professional development
and Councillor’s attending training where
necessary

Council /
Town Clerk

Medium

Ensure Members are aware of, and kept
up-to-date on, the legal powers of parish
councils

Council /
Town Clerk

Medium

Maintain annual performance /
development appraisal. Town Clerk to
undertake training and continuous
development as required. CiLCA to be
completed in 20018/19
Monitor risk and manage as necessary.
Consider cover for Town Clerk if absent

Council /
Town Clerk

R11. Financial records inadequately /
incorrectly maintained

Town Clerk is a qualified accountant /
audit professional and trained as a
professional Clerk with many years’
experience. Financial records are
checked by internal and external auditors
annually. There is currently no ‘cash
book’ or similar accounting record in
place.

Medium

R12. VAT incorrect / not reimbursed / not
properly accounted for

VAT returns submitted quarterly. VAT
records checked by internal and external
auditors

Medium

R13. Unidentified / inadequate general and /
or earmarked reserves

Considered in budget setting / review of
annual accounts

Medium

R14. Minutes are inaccurate / illegal

Minutes are approved by the Town
Council and committees at every meeting.
Town Clerk has undergone necessary
training
Town Clerk advises Members on the
council’s legal powers and duties and has
undergone appropriate training to be in a
position to advise the Town council
Annual appraisal of Town Clerk’s
performance and development to be
established. Town Clerk is a member of
SLCC and is undergoing CiLCA training

R15. The Town Council undertakes / makes
a payment that is illegal / outside its
powers
R16. Employee(s) performance is
inadequate / underdeveloped

R17. Loss of key staff through long term
illness / early resignation etc.

Risk Log

Cover for Civic Hall Manager is in place.
Alternative arrangements will be made to
cover Outdoor Maintenance Operative.
Clerk in good health but no cover for
absences currently in place.

Low

Low

Council /
Town Clerk

Council /
Town Clerk

Council

Council

Risk
No.

Description of Risk

Controls in Place / Mitigation

Low /
Medium /
High
Risk

R18. Inadequate management of financial
and other risks associated with the
activities of the council

The register of significant risks is out-ofdate.

Medium

R19. Compliance with Transparency Code
for Smaller Authorities (the Code)

Current website is not fully compliant.

Medium

R20. Compliance with General Data
Protection Regulations (GDPR)

Implications of GDPR brought to
Members attention and privacy notice and
data protection and information policy
approved in early 2018

Medium

R21. Compliance with Freedom of
Information Act 2000

Requirements and implications of the
Freedom of Information Act 2000 brought
to Members attention and Publication
Scheme approved in June 2018
Requirements of the acts brought to
Members attention and accounts
produced in accordance with them.
Accounts audited annually.

Medium

R22. Failure to comply with Accounts and
Audit Regulations 2015 and Audit
Commission Act 1998

Risk Log

Medium

Actions Taken / Planned

Responsibility

Review/revise risk register and monitor
actions throughout the year action has
been taken to ensure that risks are
identified and mitigated. Review significant
risks annually
Town Clerk to develop new website during
2018/19 to include information required by
the Code.
Clerk appointed as the Data Protection
Officer. GDPR came into effect on 25th
May 2018. Controls will be reviewed and
new ones put in place during 2018/19 to
ensure compliance and to mitigate the risk
of any GDPR breaches.
Review publication scheme and FOI
requirements / expectations annually.

Council /
Town Clerk

Internal Auditor concluded that the 2017/18
accounts were in accordance with both
acts but made 13 recommendations aimed
at improving financial management
reporting and monitoring. These
recommendations to be considered and, if
agreed, actioned by Finance and
Governance Committee.

Council /
Town Clerk

Council /
Town Clerk
Council /
Town Clerk

Council /
Town Clerk

