PN Kington Town Council

Email:_clerk@kingtontowncouncil.gov.uk
KINGTON

Web site: www.kingtontowncouncil.gov.uk

HEREFORDSHIRE
Members of the Finance & General Purposes Committee you are
hereby summoned to attend a meeting of the

Finance and General Purposes Committee
On Monday 18" March 2024 commencing at 7.00pm
At
The Old Police Station, Market Hall Street, Kington
Committee Members:
Mayor Clir. E. Banks, Deputy Mayor Clir. P. Sell, Clirs R. Banks, B. Bishop, T. Bounds, A. Dixon, M. Fitton,
J. Gardner, E. Rolls, M. Woolford, & R. Warne

for the purpose of transacting the following business

AGENDA

1. Toelect a Chair for the meeting
To note apologies, declarations of interest and requests for dispensation
3. Minutes
a) To agree Minutes of the Finance Committee meeting held on 23" October 2023
b) To agree Minutes of the Personnel Committee meeting held on 21% November
2022
c) To agree Minutes of the Services Committee meeting held on 18" September
2023
4. To consider Committee terms of reference and agree any changes required
To consider committee meeting structure going forward
6. Financial Matters
a) To note financial report for the year to 29t February 2024
b) To note and confirm bank reconciliations for the period to 29'" February 2024
¢} To recommend movement on earmarked reserves for year end
d) To review annual statement of internal control
e) To review annual risk assessment
f) To review asset register and note any issues arising there from
g) Update on CCLA account opening
7. General Purposes
a) Buildings currently occupied by the Town Council and such other buildings that
can be determined as Community Assets:
i.  Update on repairs and maintenance of the Market Hall
ii.  Update on licence to occupy the Market Hall for markets and other
community events

™

w



b) Provision for young people
c) Tourism and Tourist Information Centre
d) Arts, culture and museum provision
e) Social care, support services, talk community and information and advice
provision
f} Markets
8. Personnel Matters
a) Staffing Review
i.  Town Council
ii. Recreation Ground
b) Staff Appraisals
9. Items for the next agenda
10. Date of next meeting

Issued on, by:
Liz Kelso, Town Clerk
13.3.2024



i Kington Town Council

KINGTON

HEREFORDSHIRE The Old Police Station, Market Hall Street, Kington, HR5 3DP
Telephone 01544 239098 or mobile 0.7483 914485
email: clerk@kingtontowncouncil.gov.uk

Minutes of the Finance & General Purposes Committee Meeting
on Monday 23 October 2023 at the Old Police Station, Kington

PRESENT IN ATTENDANCE
Cllr. R. Banks - Chair
Clir. E. Banks
Cllr. M. Fitton Liz Kelso — Town Clerk
Clir. E. Rolls
Cllr. M. Woolford
Agenda
Item
F&GP 031-23 1 Apologies, declarations of interest and requests for dispensation
Apologies were noted from Clirs. P. Sell, T. Bounds and R. Warne. There were no
declarations of interest and no requests for dispensation.
F&GP 032-23 2. Minutes of the previous meeting
The minutes of the meeting held on 17 July 2023 were approved and the Chairman
authorised to sign as a true record of proceedings at that meeting.
F&GP 033-23 3 Quarterly budget report for period to 30.9.2023
The quarterly budget report for the period to 30.9.2023 was noted with no queries raised
and expenditure largely in line with expectations. It was noted that cash balances are
higher than might be expected due to expected expenditure relating to the acquisition of
Crooked Well meadow and repairs and maintenance for the Recreation Ground.
F&GP 034-23 4 Financial examiner report for the quarter ended 30.9.2023
This report was not yet available but members noted the report from the Financial
Examiner for the period to 30.6.2023 which raised no significant issues.
F&GP 035-23 5 Internal Auditor Appointment
It was agreed to recommend to full council that Mulberry & Co. be reappointed internal
auditors for the Town Council for a further year.
F&GP 036-23 6 To consider interim internal audit for the current year
After due consideration it was agreed not to request an interim internal audit for the
current year.

Finance & General Purposes Committee held 23.10.2023
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F&GP 037-23 7 Management of cash balances — Update on opening of CCLA account
It was noted that the CCLA account, as authorised at the full council meeting earlier this
month, had not yet been opened.

F&GP 038-23 8 2024-5 Budget
It was agreed that all councillors be requested to consider budget lines at the November
full council meeting with amendments and suggestions to the Clerk for inclusion in a draft
budget for consideration and agreement at the January meeting.

F&GP 039-23 9 ltems for the next agenda
The following items were raised for the next agenda:
e Financial examiners report for period to 30.9.2023
e Financial Plan for green spaces management
e 2024-5 draft budget and precept request

F&GP 040-23 10 Date of the next meeting
It was agreed that the next meeting of the F&GP Committee will take place on Monday
18t December 2023 at 5.00pm in the Old Police Station, Market Hall Street.

There being no further business, the meeting was declared closed.

Chairman
Date:

Finance & General Purposes Committee held 23.10.2023
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Kington Town Council

Web Site: www.kingtontowncouncil.gov.uk
Email; clerk@kingtontowncouncil.gov.uk

Minutes of the Personnel Committee Meeting

held on 215 November 2022
at The Old Police Station, Market Hall Street, Kington

Present In attendance
Clir. E. Banks Liz Kelso - Clerk
Clir. R. Banks Ruth Robinson — Assistant Clerk
Clir. M. Fitton
Clir. E. Rolls
Cllr. D. Redmayne
Clir. R. Warne
Agenda
Min Ref. item
Per 025-22 1 Apologies, declarations of interest and requests for dispensation
Apologies were noted from Clirs. B. Macleod-Needs and R. Widdowson There were no
declarations of interest and no requests for dispensation
Per 026-22 2 Minutes of the previous meeting
The Minutes of the meeting held on 18™ July 2022 were confirmed and the Chairman authorised
to sign the Minutes as a true record of proceedings at that meeting.
Per 027-22 3 Exclusion of the public
It was agreed that due to the confidential nature of the business of the next five agenda items
including personal information that members of the public be excluded from the following
agenda items in accordance with the provisions of the Public Bodies (Admission to Meetings)
Act 1960(3).
Per 028-22 4 Appointment of Assistant Town Clerk
Following the successful completion of a 13 week probationary period, it was agreed that the
committee recommends to Full Council that Ruth Robinson be confirmed as Assistant Clerk.
Per 029-22 5 Clerk’s Appraisal

The completion of the Clerk’s appraisal was noted with several of the action points already in
hand.

Minutes of the Personnel Committee Meeting held on
21°t November 2022
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Per 030-22

Per 031-22

Per 032-22

Per 033-22

6

7

8

6

Amendment to Staff Contracts and Job Description

It was noted that during the Clerk’s appraisal that some contractual terms were out of date
following changes in legislation, the NALC standard terms and conditions and/or agreement of
the town council. It was therefore resolved that the contact document be amended to reflect
applicable terms and conditions as at the current time and that this be put to full council for
agreement.

Members noted that staff contracts refer to policies that are to be referred to the Scrutiny
Committee for review/updating.

Staff Pensions

Members noted the report on the provision of a pension scheme for staff, considering the
options between the Local Government Pension Scheme and a contribution based scheme such
as that offered by NEST. After due consideration and in particular noting the funding
implications and potential liabilities for a small town council which might arise from the Local
Government Pension Scheme, it was resolved to recommend to the Town Council that a
contribution based scheme offered through NEST should be adopted for Town Council and
Recreation Ground Trust staff. It was further agreed to recommend that the employer
contribution for both the Town Council and Recreation Ground Trust should be set to match the
contribution of the employee, i.e. currently 5% of eligible earnings.

Staffing arrangements for Kington Recreation Ground Trust
It was agreed to defer this agenda item to the next meeting.

Date and time of next meeting
The date and time of the next meeting will be confirmed.

Chair

Date:

Minutes of the Personnel Committee Meeting held on

21° November 2022
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h) Leisure Centre
There was nothing to report under this agenda item although it was
unclear who the trustees of the Leisure Centre Trust are.

i) LHS Foundation
There was nothing to report under this agenda item. The next meeting
of the Foundation is scheduled for next month.

i) Educational provision
There was nothing further to report under this agenda item.

k) Markets
Members noted that the current proposals for the Licence to Occupy
the Market Hall under discussion with Herefordshire Council might
involve some operational changes for the market, particularly with
regard to storage of goods.

Serv 013-23 7 Date of next meeting and items for the next agenda
The next meeting is scheduled for Monday 20*" November at 6.30pm or
on the rising of the Planning Committee, whichever is later.

There being no further business, the Chairman declared the meeting
closed.

Signed
Chair of Services Committee Date

Meeting of the Services Committee held 18.9.2023 Page 3 of 3



Serv 012-23 5 Agenda standing items

a) Buildings currently occupied by the Town Council and such other
buildings that can be determined as Community Assets
Members noted that following queries raised on the draft licence to
occupy the Market Hall, Herefordshire Council are supportive of finding
a mutually beneficial arrangement whereby community use of the
Market Hall can be facilitated. Details will need to be discussed and
may require the town council to take on responsibility for taking
bookings for the Market Hall. It was clear that Herefordshire Council
expect costs of maintaining the building to be borne by users but
charges are currently estimated to be relatively low. A further report
will be made to the next full council meeting.

b) Public Conveniences
It was nothing to report on this agenda item

c) Provision for young people
There was nothing to report on this agenda item although members
asked if the Turning Point drop in sessions, identified during the
presentation from Turning Point at the last meeting, had started. A
report from Turning Point will be requested for the next meeting.

d) Tourism and Tourist Information Centre
Clir. E. Banks has been discussing the future of tourism and the tourist
information centre with the Herefordshire BID with staff from the BID
attending a drop in session for local businesses every two weeks in
Kington.

The social media support for the tourist information centre has now
stopped. Visitor numbers to the TIC have remained steady this year.

e) Arts, Culture and Museum Provision
Members noted that events are taking place over the Big Draw
weekend shortly at various locations.

f) Social care, support services and information and advice provision
The next meeting of the Community Forum will be held next month at
the Lion Café.

Members were concerned to hear of the difficulty in accessing mental
health support in Kington by young people. This will be raised with the
representative from the Surgery when they attend.

g) Health Provision and Care
A representative from the Surgery had agreed to attend the meeting
for this agenda item but did not do so. This item will be deferred to the
next meeting.

Meeting of the Services Committee held 18.9.2023 Page2of 3



KAINGTON Kington Town Council

HEREFORDSHIRE

Email: clerk@kingtontowncouncil.gov.uk
Web site: www .kingtontowncouncil.gov.uk

Minutes of the Services Committee Meeting
held on Monday 18" September 2023
at the Old Police Station, Market Hall Street, Kington

Serv 008-23

Serv 009-23

Serv 010-23

Serv 011-23

PRESENT IN ATTENDANCE
Cllr. E. Banks Liz Kelso — Town Clerk
Clir. A. Dixon Ruth Robinson — Assistant Clerk
Clir. . Gardner
Clir. K. Greig Karel Bretveld — Age UK

Clir. M. Widdowson — In the Chair

Agenda Actions
item

1 Apologies, declarations of interest and requests for dispensation
Apologies were noted from Clirs. R. Banks. M. Fitton & P. Sell. There
were no declarations of interest or requests for dispensation.

2 Minutes of the meeting held on 17*" July 2023
It was agreed that the Minutes of the meeting held on 171 july 2023
which had been previously circulated, be signed by the Chairman as a
true record of proceedings at that meeting.

3 Collaborative working with Kington Medical Practice
This item was deferred to the next meeting.

4 Services for older residents — Age UK
Members noted with thanks a presentation from Age UK about services
available for older residents in Kington and plans for future support.
Advice and guidance services, drop in sessions, a foot clinic, handyman
and gardening support and help with benefits were some of the areas
where additional support was considered relevant. Ensuring residents
are aware of the support available was also discussed and considered
particularly important.

Meeting of the Services Committee held 18.9.2023 Page10of3



KINGTON

HEREFORDSHIRE

Kington Town Council
Finance, Personnel and General Purposes
Committee

The Finance, Personnel and General Purposes Committee is a committee of Kington Town
Council and shall operate within the terms of reference set by the Full Council.

MEMBERSHIP

Membership of the Planning Committee will be a minimum of 7 (seven) Councillors and

a maximum of 10 (ten) councillors, including ex officio the Mayor and Deputy Mayor(s),
and with other members to be appointed each year by the Town Council at its annual
meeting. Full Council may, if it so wishes, appoint additional members during the year by
resolution of the Council.

The quorum for the Committee will be 5 (five).

The Chair and vice Chair will be elected at the first meeting of the Committee after
Kington Town Council annual meeting.

All Councillors may attend and contribute to the meeting, but only those members
appointed to the Committee by the Council may vote on resolutions.

OPERATIONS

5.

6.

78

The Committee will act in accordance with the Standing Orders and Financial Regulations
adopted annually at the Kington Town Council Annual Meeting, the Ethical and
Environmental Policy and such other policies and procedures of the Town Council as are
relevant to the subject under discussion.

The Finance, Personnel and General Purposes Committee will meet bi-monthly, or at
such other times as may be required to discuss and recommend to the Council on urgent
items of business within its remit.

The Clerk and/or Responsible Financial Officer (if different) will undertake any
correspondence required.



10.

11.

The agenda will be published, with items to be discussed listed and any supporting
papers, no later than 3 clear working days in advance of the meeting.

Minutes will be taken and distributed with Kington Town Council (KTC) papers and
agreed at the next Committee meeting.

Members of the Committee may vote on resolutions put to the committee.

All meetings of the Committee shall be open to the public, except that the Committee
may resolve to exclude the press and the public to deal with confidential items as
permitted by legislation. For the avoidance of doubt, councillors who attend meetings of
the Finance, Personnel and General Purposes Committee but are not members of the
committee are considered to be members of the public and must leave the meeting in
the event that the meeting resolves to exclude the press and public for any agenda item.

DELEGATED POWERS AND RESPONSIBILITIES

12.

13.

14.

The Finance, Personnel and General Purposes Committee will have such delegated
powers as are conferred by resolution of full Council from time to time.

The Committee is authorised to set up task and finish groups/advisory groups as it may
wish from time to time in order to support its functions except that such task and finish
groups/advisory groups are only authorised to report back to the Committee and may
not commit the Town Council or the Committee to any act or expenditure or carry out
any functions that have not been delegated to the Committee by Full Council.

The Committee has the following delegated powers and responsibilities:
a) To prepare and recommend to full council:

e The annual budget for the Council
e Recommendations for the Precept

b) To monitor income and expenditure of the Town Council in relation to the approved
budget set by the Town Council and report significant variances to the Town Council
and/or make recommendations to Full Council as deemed appropriate

c) To consider the effectiveness of the Internal Audit processes and make
recommendations to Full Council for the appointment of the Internal Auditor

d) To appoint a councillor who is not a member of the Committee to monitor the Town
Council bank accounts against the cash book and to report on findings to the
Committee

e) To oversee the preparation of the Annual Governance and Accounting Return and
supporting documents with a view to making a recommendation to Full Council



f)

g)

h)

To consider the reports from the Internal Auditor and make recommendations as
required to Full Council

To oversee the management of the period for electors rights to view the accounts
and supporting documents for the Town Council

To oversee the management of cash balances of the Town Council in accordance with
any appropriate investment policy in effect from time to time or as resolved by the
Town Council

To monitor and oversee all employment issues relevant to permanent, temporary,
full and part time staff and such casual staff as may be employed by the Town Council
from time to time, to include but not be limited to:

e Reviewing staffing structure to best meet the needs of the Council

e Reviewing staff working conditions including wellbeing, health and safety at
work, salary structures

e To set up and appoint sub-committees to respond to grievance or disciplinary
issues in accordance with the relevant policies and procedures of the town
council

To periodically review employment policies and procedures, including health and
safety policies and procedures to ensure they are up to date and relevant to the
Town Council and make such recommendations as may be appropriate for any
changes.

To manage the processes for the appointment of new staff with a view to making
recommendations for appointment to Full Council. This may include undertaking
interviews of candidates in accordance with policies and procedures if delegated

authority to do so by Full Council.

To review issues relating to the following matters and report relevant issues to the
Town Council as the committee feels relevant:

e Buildings occupied by the Town Council and such other buildings that can be
determined as Community Assets
Provision of public conveniences
Youth provision within the town

e Tourism and matters relating to the Tourist Information Centre

e Arts, culture and museum provision

e Social care, support services and information and advice provision
e Health provision and care

m) The Committee is authorised to liaise with and discuss with relevant and appropriate

outside bodies such issues as arise in relation to its interests, with the proviso that:
e Such discussions are reported on to the Town Council



e Such discussions do not include any commitments on behalf of the town
Council beyond any delegated powers that may be accorded to the
Committee by the Town Council

e Such discussions pay due regard to any confidential issues identified by the
Town Council



12/03/2024 Kington Town Council Page 1
Lt Detailed Receipts & Payments by Budget Heading 29/02/2024
Cost Centre Report
Actual Year Current Variance Committed Funds

To Date Annual Bud  Annual Total Expenditure  Available

General Income
Precept 117,500 117,500 0
Interest Received 1,253 0 (1,253)
Income from markets 922 1,000 78
General Income :- Receipts 119,676 118,500 (1,176)
Net Receipts 119,676 118,500 (1,176)
Administration
Staff Salary 36,727 33,000 (3,727) (3,727)
PAYE and NI 10,603 15,000 4,397 4,397
Pension 0 700 700 700
Staff Mileage & Benefits 0 50 50 50
Training 843 450 (393) (393)
Mayor's Allowance 0 1,000 1,000 1,000
Bank Charges 167 200 34 34
Audit Fees 880 1,200 320 320
Asset Transfer/Legal 354 0 (354) (354)
Subscriptions & Memberships 373 0 (373) (373)
Insurance 4739 5,500 761 761
Stationery 310 600 290 290
Printing & Copying 1173 1,200 27 27
Postage 12 150 138 138
Telephone & Broadband 1,389 1,500 111 111
Website 194 400 207 207
IT 919 750 (169) (169)
Grants Paid 927 5,000 4,073 4,073
Elections 223 4,400 4177 4177
Office Rent 2,090 3,000 910 810
Office Costs 1,106 4,750 3,644 3,644
TIC 2,500 2,500 0 0
Maintenance 0 1,000 1,000 1,000
Markets Running Costs 0 500 500 500
War Memorial 2,795 5,000 2,205 2,205
Equipment Purchase KTC 254 500 246 246
Sundries 435 50 (385) (385)
Administration :- Indirect Payments 69,011 88,400 19,389 0 19,389
Net Payments (69,011) (88,400) (19,389)
plus Transfer from EMR 2,795
Movement to/(from) Gen Reserve " (66,216)

Continued over page



12/03/2024 Kington Town Council Page 2

L Detailed Receipts & Payments by Budget Heading 29/02/2024

Cost Centre Report

Actual Year Current Variance Committed Funds
To Date Annual Bud  Annual Total Expenditure  Available

Recreation Ground

Rec Ground Salary Support 4,000 5,000 1,000 1,000
Maintenance 7,763 3,000 (4,763) (4,763)
Rec Running Costs 1,436 3,000 1,564 1,564
Rec Cottage 2,895 45,000 42,105 42105
Grass Cutting 1,535 6,000 4,465 4,465
Equipment Purchase 0 5,000 5,000 5,000

Recreation Ground :- Indirect Payments 17,628 67,000 49,372 0 49,372

Net Payments (17,628) (67,000) (49,372)

Churchyard

Maintenance 5,745 2,000 (3,745) (3,745)
Grass Cutting 1,650 2,500 850 850
Churchyard :- Indirect Payments 7.395 4,500 (2,895) 0 (2,895)
Net Payments (7,395) (4,500) 2,895
Projects
Christmas Decorations 11,845 13,000 1,155 1,155
Festivals Marketing 1,744 0 (1,744) (1,744)
Kington in Bloom 5,236 5,500 264 264
Armed Forces DAy 0 1,500 1,500 1,500
Projects :- Indirect Payments 18,825 20,000 1,175 0 1,175
Net Payments (18,825) (20,000) {1,175)
VAT Data
VAT on Receipts 8,270 0 (8.270)
VAT Data :- Receipts 8,270 0 (8,270)
VAT on Payments 6,746 0 (6,746) (6,746)
VAT Data :- Indirect Payments 6,746 0 (6,746) 0 (6,746)
Net Receipts over Payments 1,524 0 (1,524)
Grand Totals:- Receipts 127,945 118,500 (9,445)
Payments 119,605 179,900 60,295 1] 60,295
Net Receipts over Payments 8,340 (61,400) (69,740)
plus Transfer from EMR 2,795

Movement to/(from) Gen Reserve 11,135
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Date: 10/03/2024 Kington Town Council Page 1

Ll Bank Reconciliation Statement as at 29/02/2024 User: LKELSO

for Cashbook 1 - Current Bank Alc

Bank Statement Account Name (s) Statement Date Page Balances
Current Alc 29/02/2024 169 123,772.23
123,772.23
Unpresented Payments (Minus) Amount
0.00
0.00
123,772.23

Unpresented Receipts (Plus)

0.00

0.00

123,772.23

Balance per Cash Book is :- 123,772.23

Difference is :- 0.00
Signatory 1:

BIETIR. socmmnisssinsmmimmmmimss s s s sanadesy SIgNEA ..ccccennrenieriere e et st Date

Signatory 2:



Date: 06/03/2024 Kington Town Council Page 1

L Bank Reconciliation Statement as at 31/12/2023 User: LKELSO

for Cashbook 3 - Unity Trust 4143

Bank Statement Account Name (s) Statement Date Page Balances
Unity Trust 31/12/2023 79 65,593.26
65,593.26
Unpresented Payments (Minus) Amount
0.00
0.00
65,593.26

Unpresented Receipts (Plus)

0.00

0.00

65,593.26

Balance per Cash Book is :- 65,593.26

Difference is :- 0.00
Signatory 1:

MEAMB oo st ey SIGNEA et DAt sinnmmmmssmmnsssms

Signatory 2:



Date: 06/03/2024 Kington Town Council Page 1

Time: 14:18 Bank Reconciliation Statement as at 31/12/2023 User: LKELSO

for Cashbook 2 - Unity Trust 5108

Bank Statement Account Name (s) Statement Date Page Balances
Unity Trust 5108 31/12/2023 146 2,100.73
2,100.73
Unpresented Payments (Minus) Amount
0.00
0.00
2,100.73

Unpresented Receipts (Plus)

0.00

0.00

2,100.73

Balance per Cash Book is :- 2,100.73

Difference is :- 0.00
Signatory 1:

NAME i i SIGNEA o 151 ) (- SR —

Signatory 2:



12/03/2024

11:30

Kington Town Council
Earmarked Reserves

Page 1

320
325
330
335
340
345
350
355
360

Account

Opening Balance

EMR Recreation Ground

EMR Projects - War Memorial
EMR Projects - Christmas Light
EMR Projects - Churchyard
EMR Projects - Shop Fronts
EMR Projects - Map

EMR Projects - Planters

EMR - Green Spaces Grant
EMR - Festivals Grant

Net Transfers Closing Balance

63,465.00 63,465.00
5,000.00 -2,785.00 2,205.00
3,893.53 3,893.53
2,500.00 2,500.00
1.50 1.50
2,002.50 2,002.50
235.00 235.00
288.37 288.37
6.60 6.60

77,392.50 -2,795.00 74,597.50




KINGTON

HEREFORDSHIRE

KINGTON TOWN COUNCIL
Statement of Internal Control
2023-4

Background

The Accounts and Audit Regulations 2015, as amended, requires that the Council must ensure that it
has a sound system of internal control which ensures that the financial management of the council:

e Facilitates the effective exercise of its functions and the achievement of its aims and
objectives

e Ensures that the financial and operational management of the council is effective

e Includes the effective arrangements for the management of risk

Local Councils are required to review the effectiveness of the internal control system at least once a
year.

Internal Control Environment
The Town Council

e The Town Council consists of 15 town councillors and meets monthly to approve all payments,
and to receive reports and recommendations from committees

e The Town Council has appointed a number of committees, with clear terms of reference, which
consider aspacts of the day to day business of the council, including a Finance and General
Purposes Committee which has specific responsibilities for financial matters relating to the
operation of the Town Council.

e The Town Council has adopted Standing Orders, Financial Regulations and other policies in
accordance with recommended practice and reviews this annually.

e The Town Council operates under General Power of Competence

Town Clerk/Responsible Financial Officer

e The Council has appointed a Clerk to the Council who acts as the Council’s advisor and
administrator. The Clerk is the Council’s responsible Financial Officer and is responsible for
administering the Council’s finances.

e The Clerk is responsible for the day-to-day compliance with laws and regulations that the Council
is subject to and for managing risks. The Clerk also ensures that the Council’s procedures, control
systems and policies are adhered to

Annual Statement of Internal Control
Adopted by Kington Town Council at a meeting held on 4.3.2024



Internal Auditor

e The Town Council has appointed an independent internal auditor who is responsible for
reporting to the Town Council on an annual basis

e The Internal Audit report includes a review of systems and procedures, adherence to
regulations, compliance with accounting standards and review of risks and contributes to the
Annual Governance Statement and Accounting Return of the Town Council.

e At least every three years or as frequently as is felt appropriate, the Finance & General Purposes
Committee will review the effectiveness of the Internal Audit process and report this to Full
Council

e At least every three years or as frequently as is felt appropriate, the Finance & General Purposes
Committee will review the appointment of the Internal Auditor and make recommendations to
Full Council

e The appointment or re-appointment of the internal auditor will be agreed on an annual basis

External Audit

e Inaccordance with the Accounts and Audit Regulations, the external auditor for the region is
appointed nationally and for the current year is PKF Littlejohn.

e Asa Town Council with a turnover in excess of £25,000 for the year, the Town Council is
required to submit an Annual Governance and Accounting Return relating to the financial year
ending 31% March in a prescribed format to external auditors for review, no later than 30 June.

e Matters raised by the external auditors must be reviewed by the Town Council each year and the
report of the external auditor must be published on the Town Council’s website.

Exercise of Electors Rights

e Each year local electors have the right to inspect the accounts and all documents relating to
those accounts, including contracts, work orders, reports etc. and to raise any issues thereon
with the external auditors during a period of 30 working days which includes the first ten days of
July.

e Confirmation of the arrangements for the exercise of electors rights must be published on the

Town Council’s notice boards and website no later than one day before the start of the specified
period.

Internal Control Measures
Accounting records

All accounting records, cash books, etc. are kept electronically using RBS Alpha Software system.
Payments are uploaded to the cash book on a monthly basis and reconciled to the bank
statement(s) monthly

e Reports generated by the software system form the basis for reports to the F&GP Committee
quarterly

Annual Statement of Internal Control
Adopted by Kington Town Council at a meeting held on 4.3.2024



Banking

e Unity Bank plc are the Town Council’s approved banking providers

e Signatories to the bank account to be approved annually and must consist of at least three
authorised signatories with two out of the three being required to authorise all payments,
standing orders, direct debits and other instructions to the bank

e Authorised signatories may view accounts and approve payments only

e  Any staff member with authority to prepare payments may not also approve payments

Payments

e Depending upon the nature of the supply, all invoices are checked by the Clerk/RFO to confirm
that the goods or services have been received, that the price is correctly quoted, invoices are
addressed to the Town Council, VAT is correctly identified and there is a corresponding order,
invoice or authority for the purchase/supply.

e All payments are listed on a payment schedule for presentation to the relevant meeting of the
Town Council for authorisation. Once approved, the payment schedule is attached and forms
part of the Minutes of the relevant meeting. Any payment made between meetings, in
accordance with the provisions of the financial regulations, are reported at the next available full
council meeting.

e Original invoices are retained for inspection, numbered for ease of reference and filed in date
order for each financial year.

e Payments are made electronically wherever possible and are uploaded to the bank by the
Clerk/RFO at least monthly in accordance with the payment schedule as presented to the
meeting

e All payments, whether electronic or by cheque and including direct debit and standing order
payments, are authorised by at least two signatories and records of those authorising are
available through the banking records.

e Where payment by direct debit is required by a supplier, payments are reviewed and authorised
on an annual basis by Full Council.

e Standing Order payments are used for salary payments only and authorised by full council
annually.

* Amendments to payee bank details must be authorised by two cheque signatories in accordance
with bank payment systems.

Receipts

e Receipts generally consist of the payment of the annual precept, VAT reclaim, income from the
markets and any grant receipts which are paid directly into the Town Council bank account

e The Clerk/RFO checks each receipt against amounts expected, that they are correctly calculated
and received when due.

e Any income received other than directly into the account must be banked within 7 days of
receipt.

VAT

e Clerk/RFO checks all invoices are addressed to the Town Council and that VAT is correctly
calculated and shown separately

e A separate account for VAT paid (and received) is maintained and at least annually a claim made
under VAT126 to reclaim VAT on non business activities, and reported to the Town Council

Annual Statement of Internal Control
Adopted by Kington Town Council at a meeting held on 4.3.2024



PAYE

e All staff contracts are prepared by the Clerk and agreed by the Town Council, indicating salary
scale, whether overtime payments are to be made and matters such as holiday pay, sick pay, etc.
etc.

o All staff are paid through the PAYE system using HMRCs Basic Tools programme to calculate
correct amounts and payments to HMRC as required

e Salaries are paid electronically each month to be received by the employee no later than 28" of
each month

e The Clerk prepares payslips detailing gross and net payments, details of deductions etc. and
sends these to the relevant staff member no later than the end of each month.

e An annual reconciliation of PAYE payments is made in March of each year to ensure any under
or over payment is addressed before the end of the financial year

e Relevant P60s and other payroll documentation is provided to all staff no later than May each
year for the preceding tax year

Budgets

e The Finance & General Purposes Committee prepares a budget each year using data from
current and previous year expenditure plus plans for activities in the budget year. Work starts
in September/October with the aim of presenting the final draft to Full Council for approval in
January at the latest.

e Full Council approves the budget for the forthcoming year no later than the January preceding
the financial year to which the budget refers

e During the financial year a review of expenditure against budget is carried out quarterly by the
Finance & General Purposes Committee and any concerns reported to Full Council at the next
available Full Council meeting

Precept

e Arecommendation on precept for each year is made by the Finance & General Purposes
Committee as part of the budget setting process, taking into account planned level of
expenditure for the year and the use of any general or earmarked reserves and approved by Full
Council no later than January of the year immediately preceding the financial year to which it
refers.

e The Clerk/RFO prepares the necessary Precept request for submission to the Unitary Authority in
accordance with the required timescales, retaining a copy of the submission within the
accounting records

e As payment is received, the Clerk/RFO checks this against expected payment, reporting receipt
to Full Council at the next available meeting.

Purchases

e Financial Regulations, as agreed by Full Council, set out procedures for obtaining quotations or
tenders for contracts for goods and services at specified contract levels

e All tenders and specifications for the supply of goods and services are prepared by the Clerk/RFO
in accordance with Financial Regulations and other policies and procedures agreed by the
Council

Annual Statement of Internal Control
Adopted by Kington Town Council at a meeting held on 4.3.2024



e With the exception of routine administrative expenditure and consumables, all orders for goods
and services to be approved by Full Council or the Clerk/RFO in accordance with Financial
Regulations and Standing Orders

Asset Management

e All acquisitions and disposals to be noted on the asset register by the Clerk/RFO

Insurance and Risk Management

e Adequate levels of insurance to be maintain for all assets and liabilities as recommended by the
Town Council’s insurance advisors and reviewed annually

e A review of all risks to be carried out annually by the Finance and General Purposes Committee
and approved by the Town Council.

Effectiveness of Internal Control Measures

e Each year the Finance & General Purposes Committee will review the effectiveness of the
Internal Control Measures and report to Full Council, making recommendations as appropriate.

Annual Statement of Internal Control
Adopted by Kington Town Council at a meeting held on 4.3.2024
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