Didcot Town Council

Notice of a meeting of the
Finance & General Purposes Committee
19th March 2018 at 7.30pm
All Saints Room, Civic Hall, Didcot

Admission of the public and media
The council welcomes members of the public to its meetings in accordance with the
Public Bodies (Admission to Meeting) Act 1960.

Reports and minutes
We add reports and minutes to our website.

Recording, photographs and filming
The press or public may audio-record, photograph or film meetings, or report from
the meeting using social media. As such members of the public may be recorded or
photographed during the meeting.
We ask that anyone wishing to record or photograph the meeting notifies the Town
Clerk before the start of the meeting.

Public participation
The council welcomes the public’s involvement in meetings, which must be in
accordance with our rules (Standing Order 18-20 on a matter before the Committee).
At the relevant time during the meeting, the Chairman will invite members of the
public to present their questions, statements or petitions.
To find out about participation contact the Town Clerk.

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837

Agenda
1.
2.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

To receive apologies
To receive declarations of interests. Members are reminded to declare any
interests they may have on any item on this agenda in accordance with Didcot
Town Council’s code of conduct.
To agree the minutes of the meeting held on 19th February 2018
Questions on the minutes as to the progress of any item
To consider and agree grant aid application(s) (report attached)
To note grant aid project report(s) (report attached)
To note the financial statements and budgets as at 28th February 2018
(report attached)
To note the Internal Audit Action Plan document (report attached)
To receive an update report from the Town Fayre Working Group
Review of Financial Regulations (report attached)
To consider earmarking funds for the financial year 2018/19 (report
attached)
To consider the resolution submitted by Cllr Mr NF Harris referred to the
Finance & General Purposes Committee from Council :
The Didcot Town Council welcomes the cessation of the use of so called
"confidential minutes". Council notes that such minutes were unlawful and
could be seen as a potential obstacle to its determination to be open and
transparent in all that it seeks to do on behalf of the residents of Didcot.
To further the cause of clarity through transparency and to increase the
involvement and interest of the Town's residents in the work of the Town
Council the Council agree to improve its channels of communication by
introducing a webcasting (streaming) system which will include digital audio
and visual recording of its meetings and live streaming. Such a move would
demonstrate the Council's determination to achieve a significant increase in
the numbers of residents participating in its proceedings. Council further
agrees to acquire the equipment necessary to implement a satisfactory
webcasting (streaming) system.
Council recognise the fact that individual members of the public, including
councillors, are entitled to use any technology available to them in recording
any of its public proceedings. Accordingly Council are happy to agree this
motion as part of their approach to the encouragement of wider involvement
by Didcot's Townspeople in its deliberations and decision making.
EXCLUSION OF THE PRESS AND PUBLIC
Pursuant to Section 1 of the Public Bodies [Admission to Meetings] Act 1960
the committee will be asked to exclude the press and public from the meeting
on the grounds that publicity would be prejudicial to the public interest by
reason of the confidential nature of the business to be transacted

13.

To approve Willowbrook Leisure Centre annual contract fee and accounts (report
has restricted circulation)

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837

14.

To consider the terms of use for the use of Willowbrook vacant space by TRAIN
(report has restricted circulation)

Julie Perrin
Interim Town Clerk
13th March 2018

Voting committee members:
Councillors
Dr S Clarke (Chairman)
Mr S Connel
Mr A Dearlove
Mr D Healy

Mr T Harbour (Vice Chairman)
Mr M Khan
Mr B Service

Nominated substitute committee members:
Councillors
Mr T Bedford
Mr B Cooper
Mr J Hart
Mr R Milton-Eldridge

Council Offices, Britwell Road
Didcot
OX11 7HN

Mr C Robertson
Mr A Thompson
Mr N Hards

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Finance and General Purposes Committee
Monday 19th February 2018 at 7.30pm
Didcot Civic Hall
Minutes
Note: These minutes are subject to approval as a true and correct record
by the next meeting of this Committee.

Present:
Councillors:
Mr T Harbour (vice-chairman)
Mr S Connel
Mr A Dearlove

Mr D Healy
Mr M Khan
Mr B Service

Officer:
Ms J Perrin, Interim Town Clerk
No members of the public

In the absence of the Chairman the Vice-Chairman took the Chair.

Public participation
None.

391. Apologies
None.

392. Declarations of interests
Whilst not a disclosable pecuniary interest, Cllrs Mr Dearlove and Mr Khan declared,
and asked that it be noted, that they had in their role as District Councillors recently
1

considered a grant application from Oxfordshire Play Association and made an
award.

393. Minutes of the meeting held 22nd January 2018
Proposed by Cllr Mr Harbour, seconded by Cllr Mr Service it was
RESOLVED to agree, as a correct record the minutes of the meeting held 22nd
January 2018 and to sign them as such.

394. Questions on the minutes as to the progress of any item
None.

395. Grant aid applications
The Committee considered one grant aid application:
a)

Oxfordshire Play Association
Application amount £1,000

Towards the total cost of providing a play and activity day on Saturday 23rd June
2018 at Edmonds Park.
Following some discussion regarding the level of funding it was proposed by Cllr Mr
Harbour, seconded by Cllr Mr Healy and
RESOLVED – to make a grant award of £500.
It was requested that in addition to detailing the grant aid awards given to
organisations in previous years, an indication of the application sum also be provided
within future grant aid summaries.

396. Grant aid reports
None.

397. Financial statements and budgets as at 31st January 2018
The Committee considered and NOTED the financial statements and budgets as at
31st January 2018.

398. Internal Audit Action Plan
An updated action plan to monitor progress on recommendations arising from the
recent Interim Internal Audit was considered.
The action plan update was NOTED.
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399. Town Fayre Working Group Report
An update report was provided following a meeting of the Town Fayre Working
Group. Some concern was raised regarding the proposed £50 minimum fee for
commercial traders. It was accepted that the fee level had been discussed at length
and would apply only to business stalls, the concern raised was to be brought before
the next meeting of the working group.
The report was NOTED and the Committee welcomed the progress made by the
working group towards providing an excellent Summer Fayre.

400. Risk Register Review
Having reviewed the draft risk register and considered the activities of the Council it
was proposed by Cllr Mr Harbour, seconded by Cllr Mr Service and
RESOLVED - to approve the risk register as written.

401. Police Community Support Officer Funding 2018/19
The Committee discussed the merits of partially-funding a Police Community
Support Officer (PCSO) and the process by which the Town Council may raise
matters of concern/request action. It was accepted that ultimately decisions on the
deployment of Officers must rest with Thames Valley Police. It was noted that the
funding necessary to continue to partially fund a PCSO had been allocated within the
2018/19 approved budget. Proposed by Cllr Mr Harbour, seconded by Cllr Mr Khan it
was
RESOLVED – to enter into a 12 month agreement (1st April 2018-31st March 2019)
with Thames Valley Police to partially fund a PCSO at a total contract sum of
£17,720.50. Further scrutiny of this expenditure was advised for the 2019/20 budget.

402. Contracted Human Resources/Health & Safety Support
An existing contract providing specialist Human Resources and Health & Safety
support was due to end 31st March 2018. Correspondence had been received
offering to extend the contract period for a further three years.
The service provided was discussed and the value of continuing the external
contract considered. Proposed by Cllr Mr Service, seconded by Cllr Mr Khan it was
RESOLVED – to extend the support contract for a further three year period at a fixed
annual sum of £3,299.80.

403. Council Tax Leaflet
Town and Parish Councils with precepts exceeding £140,000 are required to publish
details of their expenditure, a draft leaflet had been produced and was considered.
Proposed by Cllr Mr Harbour, seconded by Cllr Mr Connel it was
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RESOLVED to RECOMMEND TO COUNCIL that the leaflet be published as written
with the addition of TRAIN and Oxfordshire Play Association being listed as grant aid
recipients.

404. New Website Provision
The options for providing a new web site were considered by the Committee.
Quotations had been sought and a comparison report provided. The 2018/19 budget
allocated a sum of £2,600 for the provision of a new website to include the transfer of
data from the existing platform.
Proposed by Cllr Mr Harbour, seconded by Cllr Mr Service it was
RESOLVED – to accept the quotation identified as option C within the Officers
report, an update report on the new web site was to be provided to the Committee
each quarter.

405. Environment Committee Earmarked Funds
The Committee were asked to consider approving the allocation of any unspent
funds (at year end) in budget 955-90025 Environment Projects to provide a new
earmarked fund for the refurbishment of the skatepark.
Proposed by Cllr Mr Connel, seconded by Cllr Healy it was
RESOLVED – to agree the allocation of funding as requested.

EXCLUSION OF THE PRESS AND PUBLIC
Pursuant to Section 1 of the Public Bodies [Admission to Meetings]
Act 1960 the committee resolved to exclude the press and public
from the meeting on the grounds that publicity would be prejudicial to
the public interest by reason of the confidential nature of the
business to be transacted

406. Willowbrook Leisure Centre Fee Review
Proposed by Cllr Mr Harbour, seconded by Cllr Mr Connel and
RESOLVED - to approve the 2018/19 fees as proposed by SOLL.

The meeting closed at 8.32pm.

Signed__________________Chairman

Date __________________
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Agenda item 5

Didcot Town Council

Finance and General Purposes Committee
19th March 2018
Report author: Julie Perrin

Grant Aid application(s)
Introduction
1. The Committee is asked to consider the grant aid applications set out in this
report.

Recommendation
2. The Committee should consider the grant aid applications and agree an amount
to award if the Committee decides to fund the applications.

Background
3. Didcot Town Council has a policy of providing grant funding for organisations.
The following applications are summarised below for consideration.
a) DIDCOT FOOD FESTIVAL 2018
Date received:
February 2018
Amount:
£3,000
Application summary:
Food Festival
Previous awards/
£2000 August 2018
applications in the current
and the preceding 2
financial years:
Previous amount requested £2000 June 2017
Supporting documentation
Application form and supporting
held in the office:
information as required

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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b) HOMESTART
Date received:
Amount:
Application summary:
Previous awards/
applications in the current
and the preceding 2
financial years:
Previous amount requested
Supporting documentation
held in the office:

February 2018
£4046
To continue to run a group supporting first
time parents
£900 August 2016

£3332 August 2016
Application form and supporting
information as required

Financial Implications
4. The financial report shows a total of £4,156 within the grant aid budget (201/
3188).

Legal Implications
5. The Council can give grants to organisations and the Council sets out its rules
within its grants policy

Risk Implications
6. The Council has a grant aid policy with which application(s) should comply.

Julie Perrin
Interim Town Clerk

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Finance and General Purposes Committee
19th March 2018
Report author: Julie Perrin

Grant aid project report
Introduction
1.

This report asks the committee to note the information provided by grant aid
recipients.

Background
2.

Didcot Town Council, through the Finance & General Purposes Committee,
provides grant funding for organisations and activities that contribute
constructively to, and enhance, the life and community of the Town, so as to
benefit the people of Didcot.

3.

As part of the policy the council requires that grant recipients provide the
Council with a written report within four months of the award date. The report
should detail how the funds were spent and how residents of Didcot are
benefitting.

Recommendation
4.

That the committee notes the report attached provided by
(a)
Citizens Advice Oxfordshire, South & Vale (report attached)

Risk and Legal Implications
5.

None arising from noting the report.

Julie Perrin
Interim Town Clerk

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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DIDCOT TOWN COUNCIL – 4 MONTHLY GRANT REPORT

MARCH 2018

Citizens Advice Oxfordshire South and Vale

Background
1. In December 2017, Didcot Town Council’s Finance and General Purposes Committee
awarded Citizens Advice a grant of £10,000. We are grateful to the Town Council for this
funding; it is essential to our financial security. We receive no funding from the national
Citizens Advice charity or any other national source. All our income is raised locally.
This report sets out what the funding has been used for.

Purposes for which the grant is being used
2. We are using the grant to pay for (a) the management of the Didcot Advice Centre in
Dales, 9-15 High Street Didcot OX11 8EQ and (b) the training, professional development
and supervision of the 37 trained volunteers who provide the Citizens Advice service in
Didcot.
3. Our volunteers are trained as face to face advisers, telephone advisers, supervisors,
administrators, IT support and receptionists. They are managed by a dedicated Advice
Services Manager and Advice Session Supervisor. Our service quality is high:
•
•
•
•
•
•
•
•
•
•

Advisors train for 9-12 months + additional training to give in depth advice
Each advice session is managed by a paid Supervisor
Supervisors support and advise volunteers
Supervisors challenge and check case reports
Supervisors offer feedback & appraise Advisors
A sample of case reports is checked by our lead quality Assessor
And a sample of these are sent to the national CA Assessor
OSAV CA is then benchmarked against national standard
OSAV’s Quality of Advice assessed at over 80% for last 4 quarters
In Q3 of 2017/18, it was assessed at 90%

Our clients
4. We expect to advise about 2,400 clients in 2017/18 by phone and face to face from the
Didcot Advice Centre.
Analysis of client numbers by ward (unique monthly clients):

Didcot West

Didcot North east

Didcot South

Total
2015/16
1,405
2016/17
1,559

393
452

373

639

435

672

There were 154 (or 11%) more Didcot clients in 2016/17 compared to 2015/16
2017 /18
1,462 YTD
(11 months)

389

384

636

We expect there to be a similar number of clients in 2017/18 as in 2016/17.

5. The difference between the total number of clients served by the Didcot office and the
number of clients from Didcot wards is explained by the fact that some clients who work
in Didcot but live elsewhere may use the service, as will clients from the surrounding
Parishes. The Town Council will be interested to know that many Parish Councils are now
contributing towards our costs.

6. Top 6 topics people bring to us:
•

Benefits and tax credits

28%

•

Debt

14%

•

Employment

11%

•

Housing

10%

•

Relationships /family

10%

•

Consumer goods & services

5%

7. Our costs in Didcot
•

Approx cost of each client advice session:

£
36

•

Total cost of CA service in Didcot (2,400 x 36):

86K

•

District Council covers 60% of total cost:

52K

•

Didcot Town Council grant:

10K

•

Amount to be raised from Parish Councils / Trusts:

24K

8. Our Impact (across South and Vale)
•

Clients’ overall experience (very good / good)

97%

•

Helped to find a way forward

94%

•

Problem resolved (at first session)

61%

•

Problem resolved (6-8 weeks after)*

72%

•

Stressed / depressed before advice**

2 in 3

•

Less stressed/ depressed after advice**

4 in 5

•

Quality of Advice (audited)

Green

•

Each £1 invested in OSAVCAB led to***:

(completely / mostly)

£4.82 in savings to Government

*Figures derived from independent survey of OSAV Citizens Advice clients
*Citizens Advice (2014) findings from national outcomes and impact research
*** Cost benefit model approved by HM Treasury set out in National Citizens Advice
‘Modelling the value of the Citizens Advice service in 14/15’
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Didcot Town Council

Finance and General Purposes Committee
19th March 2018
RReport author: Julie Perrin

Financial Statements and Budgets
Introduction
1. This report presents a draft summary of the Council’s financial activities as at 28th
February 2018. The Committee is asked to consider the information.

Recommendation
2. That the Committee considers and notes the financial statements and budgets.

Background
3. Attached are monthly reports that present a summary of the Council’s financial
activities as at 28th February 2018 - they are:
(a)
(b)
(c)
(d)
(e)

the detailed income and expenditure report by budget heading;
the detailed balance sheet (excluding stock movement);
the cash and investment reconciliation;
sales ledger aged account balances;
purchase ledger aged account balances.

Delegated authority
4. Under Standing Order 102, the administration of the Finance and General
Purposes budget is delegated to this Committee.

Legal and risk Implications
5. The Council is required to arrange for the proper administration of its financial
affairs: this will include regular reporting.

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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6. The Accounts and Audit Regulations require local councils to ensure that
financial management is adequate and effective and have a sound system of
internal control.
Julie Perrin
Interim Town Clerk

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Finance and General Purposes Committee
119th March 2018
RReport author: Julie Perrin

Internal Audit Action Plan
Introduction
1. This report asks the Committee to note the progress on recommendations made by
the internal auditors (recorded on the Internal Audit Action Plan appendix 1).

Recommendation
2. That the Committee notes the progress made.

Background
3. In May 2017, following a recommendation of the Committee, the Council reviewed
the internal control systems. South Oxfordshire District Council was appointed as
Internal Auditor for the current financial year.
4. The initial interim report has been provided and was noted by Council in November
2017.
5. Recommendations in eleven areas have been received and an action plan to monitor
progress has been created.
6. A further interim review will take place to cover other areas as detailed in the audit
report.

Financial Implications
7. None.

Legal and Risk Implications
8. The Accounts and Audit Regulations 2011 require the Council to undertake an
adequate and effective internal audit of its accounting records and of its system of
internal control in accordance with the proper practices in relation to internal control.
Julie Perrin
Interim Town Clerk

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Appendix 1

Didcot Town Council

Internal Audit Action Plan

1) Committee Terms of Reference
Recommendation
The council should review
and agree terms of
reference for each
committee when
appointments are made to
those committees.

Risk
Level
Low

Action
New Property Review Committee
formed with terms of reference
agreed at full council

Progress
Date
16/10/17

Review of working groups & sub
committees underway

11/12/17

Review of working groups & sub
committees complete and
approved by Council

08/01/18

2) Financial Regulations – Supporting Procedures
Recommendation
Procedures should be
introduced for all council
processes. These should
be subject to regular review
and include a version
control mechanism.

Risk
Level
Medium

Action

Progress
Date

• authorised signatories
• petty cash
• review of fees and
charges
• debt recovery and
management of bad debt
• banking arrangements electronic
• cash handling and
banking of income
• official orders
• periodic stock and stores
checks.
8-1
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3) Contract Management
Recommendation
The project to record
contracts should be
progressed and a
mechanism for managing
contracts documented and
agreed. This should include
regular reviews to monitor
contract periods, terms and
expenditure.

Risk
Level
High

Action

Risk
Level
Medium

Action

Database of contractors created

Progress
Date
24/11/17

4) Asset Disposal Policy
Recommendation
An asset disposal policy
should be implemented to
include:
• documentation required
• approvals required
• valuation methods
• disposal methods

Draft Asset Disposal Policy
considered by Finance & General
Purposes Committee

Progress
Date
20/11/17

Asset Disposal Policy adopted by
Council

08/01/18

Action

Progress
Date
08/11/17

5) Transparency Code
Recommendation
Consideration should be
given to either continuing to
publish information in the
data transparency section
of the council’s webpage, or
updating the page to refer
to explain the information is
not mandatory.

Risk
Level
Low

Additional information published
on existing website
Allocation of funding for new
website 2018/19 budget
considered

20/11/17

Allocation of funding for new
website in 2018/19 budget
approved

08/01/18

Action

Progress
Date

6) Risk Management Policy & Procedure
Recommendation
An overarching risk
management policy should
be implemented.

Risk
Level
Medium
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7) Risk Register
Recommendation
The council’s risk register
should be reviewed to:
a) remove items that do
not relate to the council.
b) ensure that dates of last
reviews are captured
and records evidence
that reviews are up to
date and all risks
scoring over 3 are
addressed in a timely
manner.
c) include risks that are
strategic, reputational,
customer and
contractual. For
example, failure to meet
objectives, clarity of
roles in
contracts/partnerships,
confidence and trust in
the council.
d) Ensure all aspects of
the individual risk areas
are fully covered.
Ensure that there is
councillor review of the risk
register at least annually.

Risk
Level
Medium

Action

Risk
Level
Medium

Action

Updated risk register reviewed by
F & GP Committee and
approved.

Progress
Date
19/02/18

8) Investment Strategy
Recommendation
An annual investment
strategy should be
implemented in line with
DCLG guidance.

Draft Investment Strategy
considered by Finance & General
Purposes Committee
Investment Strategy adopted by
Council

Progress
Date
20/11/17

08/01/18
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9) Insurance of Assets
Recommendation
It is recommended that:
a) Clarification is sought as
to the correct valuation
of the Ford Tractor to
ensure it is suitably
covered.
The basis for the insurance
recharge to the civic halls
should be reviewed. Ideally,
the civic hall and function
rooms should be
differentiated from the
council offices for insurance
if they are operating as a
separate entity.

Risk
Level
Low

Action
Correct valuation of Ford Tractor
applied

Progress
Date
17/10/17

Breakdown of insurance cover
obtained to assist split of Town
Council/Civic Hall costs

8/11/17

Action

Progress
Date

10) Asset Register
Recommendation
It is recommended that a
review of the asset register
is undertaken to:
a) cross reference with
insurance details to
ensure completeness
and accuracy, such as
descriptions.
b) record additional details
for assets including
• A unique asset identifier
or the UPRN for land
• Model and serial
numbers of equipment
• Date, value and method
of last valuation
• Notes for additions,
deletions and changes,
e.g. minutes agreeing.

Risk
Level
Low
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11) Land Held in Trust
Recommendation
a) The description and
listing of the land held in
trust should be
managed in accordance
with guidance provided
within section 9 of
governance and
accountability for
smaller authorities in
England 2017.
b) Advice should be sought
as to whether the land
held in trust requires the
council to declare this
on the annual return.
c) The trust deeds for the
land should be reviewed
to ensure that the
council is meeting any
stated requirements as
trustee.

Risk
Level
Medium

Action
Trust documents have been
reviewed. The Trust is registered
with the Charity Commission and
a nil return has been entered.
The Trust will be included on the
annual return 2017/18

Progress
Date
01/03/18

Julie Perrin
Interim Town Clerk
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Didcot Town Council

Finance and General Purposes Committee
19th March 2018
RReport author: Tom Hudson

Town Fayre Working Group update
The Town Fayre Working Group met on 6th March.
Since the last meeting
- the stage requirements have been agreed; a reduced price encourage the Town
Fayre team to end the Fayre at 9pm rather than 10pm.
- The person who coordinated the music for the Town Fayre two years ago has also
agreed to do so again this year.
- The website http://www.didcotsummerfayre.co.uk/ has been purchased and
populated with basic information, but will be managed by a local company.
- The event has been promoted via facebook
- The funfair have agreed to send a number of rides along
No expenditure has yet been incurred, but it is expected that from the next meeting
there will be costs which will be fed back to the Working Group.
Following feedback from Didcot Chamber of Commerce, the working group agreed
to reverse the £50 pitch fee for commercial enterprises, and will now be seeking a
donation.
The Committee should be aware that there is general support for reducing costs
through the use of sponsorship opportunities for various elements of the Fayre.
Councillor Mocky Khan has agreed to the license holder for the temporary events
license, which will be applied for by Sustainable Didcot.
Good progress is being made regarding interest in who will be coming, with a
particular focus being put on trying to attract sustainable transport – be it the selfdriving cars on Milton Park or electric vehicles.
Tom Hudson
Deputy Town Clerk
Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Finance and General Purposes Committee
19th March 2018
Report author: Julie Perrin

Review of Financial Regulations
Introduction
1. The Committee is asked to consider if any changes are necessary to the
Council’s Financial Regulations.

Recommendation
2. The Committee should consider the current adopted Financial Regulations, and if
required recommend any changes to Council for approval.

Background
3. The Council’s Financial Regulations were last reviewed in September 2016.
4. The Financial Regulations govern the Council’s conduct of financial management
and may only be amended or varied by resolution of the Council.
5. The Finance and General Purposes Committee has delegated authority for the
Council’s financial administration and is asked to review the current Financial
Regulations and recommend any amendments required.

Financial Implications
6. None.

Legal Implications
7. The Audit Commission Act 1998 and the Accounts and Audit Regulations issued
from time to time under the Act set out how local councils should account for the
public funds they manage. Financial Regulations form one part of the Council’s
system of internal control and should be subject to review: the Council’s own

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Financial Regulations state that they will be subject to review on an annual
basis.

Julie Perrin
Interim Town Clerk

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Financial Regulations
September 2016

GENERAL .............................................................................................................. 4
ANNUAL ESTIMATES ............................................................................................ 4
BUDGETARY CONTROL ....................................................................................... 4
ACCOUNTING AND AUDIT ................................................................................... 5
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GENERAL
1. These financial regulations govern the conduct of the financial transactions of the
Council and may only be amended or varied by resolution of the Council.
2. The Council shall be responsible for ensuring that the financial management is
adequate and effective and that the council has a system of internal controls which
facilitates the effective exercise of its functions and which manages risk. The
Council shall review at least once a year the effectiveness of its systems of internal
controls.
3. The Responsible Financial Officer (RFO), under the policy direction of the Council,
shall be responsible for the proper administration of the Council's affairs.
4. The RFO shall be responsible for the production of financial management
information.
ANNUAL ESTIMATES
5. Each Committee shall formulate and submit proposals to the Council in respect of
revenue and capital costs for the following financial year not later than the end of
November each year or such other time as the Council may specify from time to
time.
6. Detailed estimates of all receipts and payments for the year shall be prepared each
year by the RFO.
7. The Council shall review the estimates not later than the end of January each year
and shall fix the Precept to be levied for the ensuing financial year. The RFO shall
supply each member with a copy of the approved estimates.
8. The annual budgets shall form the basis of financial control for the ensuing year.
BUDGETARY CONTROL
9. Expenditure on revenue items may be incurred up to the amounts included in the
approved budget.
10. No expenditure may be incurred that will exceed the amount provided in the
revenue budget, the RFO may, with the agreement of Council or committee, vire
between heads.
11. The RFO shall regularly provide the Council with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure
against that planned.
12. The Town Clerk may incur expenditure on behalf of the Council which is necessary
to carry out any repair, replacement or other work which is of such extreme urgency
that it must be done at once, whether or not there is any budgetary provision for the
expenditure, subject to a limit of £5000. The Town Clerk shall report the action to
the Council as soon as practicable thereafter.
13. Unspent provisions in the revenue budget shall not be carried forward to a
subsequent year.
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14. No expenditure shall be incurred in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the Council is
satisfied that the necessary funds are available, or the requisite borrowing approval
has been obtained.
15. All capital works shall be administered in accordance with the Council's standing
orders and financial regulations relating to contracts.
ACCOUNTING AND AUDIT
16. All accounting procedures and financial records of the Council shall be determined
by the RFO as required by the Accounts and Audit Regulations and any
subsequent amendments thereto.
17. The RFO shall be responsible for completing the annual financial statements of the
Council as soon as practicable after the end of the financial year and shall submit
them and report thereon to the Council.
18. The RFO shall be responsible for completing the Accounts of the Council contained
in the Annual Return (as supplied by the auditor appointed from time to time) and
for submitting the Annual Return for approval and authorisation by the Council
within the timescales set by the Accounts and Audit Regulations and any
subsequent amendments thereto, or set by the Auditor.
19. The RFO shall be responsible for ensuring that there is an adequate and effective
system of internal audit of the Council's accounting, financial and other operations
in accordance with the Accounts and Audit Regulations and any subsequent
amendments thereto. Any officer or member of the Council shall, if the RFO or
Internal Auditor requires, make available such documents of the Council which
appear to the RFO or Internal Auditor to be necessary for the purpose of the
internal audit and shall supply the RFO or Internal Auditor with such information and
explanation as the RFO or Internal Auditor considers necessary for that purpose.
20. The Internal Auditor shall carry out the work required by the Council, with a view to
satisfactory completion of the Internal Auditor's Report section of the Annual Return.
The Internal Auditor, who shall be competent and independent of the operations of
the Council, shall report to Council in writing on a regular basis with a minimum of
one annual report in respect of each financial year.
21. The Council shall carry out a review of the effectiveness of internal audit on an
annual basis in accordance with the Accounts and Audit Regulations and any
subsequent amendments thereto.
22. The RFO shall make arrangements for the opportunity for inspection of the
accounts, books, and vouchers as legally required by the Audit and Accounts
Regulations and any subsequent amendments thereto.
23. The RFO shall, as soon as practicable, bring to the attention of all councillors any
correspondence or report from the Internal or External Auditor, unless the
correspondence is of a purely administrative matter.
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BANKING ARRANGEMENTS AND CHEQUES
24. The Council's banking arrangements shall be made by the RFO and approved by
the Council. They shall be regularly reviewed for efficiency.
25. A schedule of the payments required, forming part of the Agenda for the Meeting
shall be prepared by the RFO and be presented to Council. If the schedule is in
order it shall be authorised by a resolution of the Council.
26. Cheques drawn on the bank account in accordance with the schedule referred to in
paragraph 27 or in accordance with paragraph 39 shall be signed by two members
of Council.
PAYMENT OF ACCOUNTS
27. All payments shall be effected by cheque, BACS, internet banking or other means
of payment drawn on the Council's bankers provided that the instructions for each
payment are signed, or otherwise evidenced, by two authorised bank signatories,
retained, and any payments are reported to Council as made.
28. All invoices for payment shall be examined, verified and certified by the Town Clerk
or other responsible officer. The Town Clerk or other responsible officer shall satisfy
him/herself that the work, goods or services to which the invoice relates shall have
been received, carried out, examined and approved.
29. The Finance Officer under the supervision of the RFO shall examine invoices in
relation to arithmetical accuracy and shall analyse them to the appropriate
expenditure heading. The Town Clerk shall take all steps to settle all invoices
submitted in a timely way.
30. Where the Town Clerk and RFO certify that there is no dispute or other reason to
delay payment, the Town Clerk may (notwithstanding paragraph 38) take all steps
necessary to settle invoices.
31. Where the Council’s finance and banking arrangements require use of a personal
identification number (PIN), other password(s) or equipment, for access to the
council’s records on that computer, the RFO shall be responsible for ensuring
that appropriate security arrangements are made.
32. No employee shall disclose any PIN, password, or make available any
equipment, relevant to the working of the council or its bank accounts, to any
person not authorised in writing by the RFO.
33. Regular back-up copies of the records on any computer shall be made and shall
be stored securely away from the computer in question, and preferably off site.
34. The council shall ensure an adequate level of computer security which may
include anti-virus, anti-spyware and firewall, and software with automatic
updates.
35. Where internet banking arrangements are made with any bank, the RFO and/or
The Finance Officer shall be appointed as the Service Administrator(s). The Bank
Mandate approved by the council shall identify a number of councillors who will
be authorised to approve transactions from those accounts. The bank mandate
will state clearly the amounts of payments that can be instructed by the use of the
6

Service Administrator alone, or by the Service Administrator with a stated number
of approvals.
36. Access to any internet banking accounts will be directly to the access page
(which may be saved under “favourites”), and not through a search engine or email link. Remembered or saved passwords facilities must not be used on any
computer used for council banking work.
37. Changes to account details for suppliers, regardless of the means by which they
are paid, may only be changed on verification that they have changed. This will
generally involve making verbal contact with the supplier on the last known
telephone number to verify that a change has occurred. Where a period of six
months or more has elapsed since the last payment to a supplier, the Finance
Officer will make the same checks if banking details do not appear on the invoice.
A record of the telephone discussion will be noted on the invoice, signed by the
Finance Officer and countersigned by the RFO.
38. The RFO may provide petty cash to officers for the purpose of defraying operational
and other expenses. Vouchers for payments made shall be forwarded to the RFO
with a claim for reimbursement.
(a)

The Finance Officer under the supervision of the RFO shall
maintain a petty cash float of £150 to pay minor expenses.
Vouchers for payments made from petty cash shall be kept to
substantiate the payment.

(b)

Income received must not be paid into the petty cash float but
must be separately banked, as provided elsewhere in these
regulations.

(c)

Payments to maintain the petty cash float shall be shown
separately on the schedule of payments presented to Council
under paragraph 27above.

PAYMENT OF SALARIES
39. The payment of all salaries shall be made in accordance with payroll records and
the rules of PAYE and National Insurance currently operating, and salaries shall be
as agreed by Council.
40. Payment of salaries and payment of deductions from salary such as may be made
for tax, national insurance and pension contributions, may be made in accordance
with the payroll records and on the appropriate dates.
LOANS AND INVESTMENTS
41. All loans and investments shall be negotiated in the name of the Council and shall
be for a set period in accordance with Council policy.
42. The Council’s Investment Policy shall be reviewed on a regular basis (at least
annually).
43. All investments of money under the control of the Council shall be in the name of
the Council.
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44. All borrowings shall be effected in the name of the Council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose.
45. All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.
INCOME
46. The collection of all sums due to the Council shall be the responsibility of and under
the supervision of the RFO.
47. Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the Council, notified to the RFO and the RFO
shall be responsible for the collection of all accounts due to the Council.
48. The Council will review all fees and charges annually, following a report from
Committee and the responsible officer.
49. Any sums found to be irrecoverable and any bad debts shall be reported to the
Council and shall be written off in the year.
50. All sums received on behalf of the Council shall be banked intact as directed by the
RFO. In all cases, all receipts shall be deposited with the Council's bankers with
such frequency as the RFO considers necessary.
51. The origin of each receipt shall be entered on the paying-in slip.
52. Personal cheques shall not be cashed out of money held on behalf of the Council.
53. The RFO shall promptly complete any VAT Return that is required.
54. Where cash is received by the Council, the RFO shall take steps in accordance with
the Council’s Cash Handling Procedure.
ORDERS FOR WORK, GOODS AND SERVICES
55. Official orders shall be issued for all work, goods or services to be supplied to the
Council, unless a formal contract is to be prepared or an official order would be
inappropriate.
56. Official orders shall be by methods approved by the RFO and are to be signed only
by officers authorised by the Town Clerk who shall be responsible for official orders
issued.
57. The exception to the two preceding paragraph in this section is for supplies of public
utility services, for periodical payments such as rent or rates, for petty cash
purchases, or other such exceptions as the RFO may from time to time approve
and is further set out in paragraph 61 in Contracts and Tenders.
58. A copy of each order shall be supplied to the Finance Officer.
59. Official orders shall be controlled by the Finance Officer.
60. All members and officers are responsible for obtaining best value and value for
money at all times. An officer issuing an official order is to ensure as far as
reasonable and practicable that the best available terms are obtained in respect of
8

each transaction and are subjected to terms of the Council’s financial regulations on
Contracts at paragraph 61 of these regulations.
CONTRACTS AND TENDERS
61. Procedures as to contracts are as follows:
a) Every contract whether made by the Council or by a Committee to which the
power of making contracts has been delegated shall comply with these standing
orders, and no exceptions shall be made otherwise than by direction of the
Council or in an emergency by such a Committee as aforesaid provided that
these standing orders shall not apply to contracts which relate to items (i) to (v)
below:
(i)
(ii)
(iii)

(iv)
(v)

for the supply of gas, electricity, water, sewerage and telephone
services.
for specialist services such as are provided by solicitors,
accountants, surveyors and planning consultants.
for work to be executed or goods or materials to be supplied which
consist of repairs to or parts for existing machinery or equipment
or plant.
for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the Council.
for goods or materials proposed to be purchased which are
proprietary articles and/or are only sold at a fixed price.

b) Where it is intended to enter into a contract.
(i)

(ii)

(iii)

(iv)

for expenditure of £5,500 or less in value the Town Clerk or for
Environment Committee expenditure, The Outdoor Services Manager,
shall have executive power.
exceeding £5,500 but not exceeding £24,999 in value for the supply of
goods or materials or for the execution of works, quotations in writing
from at least three firms shall be obtained by Officers under the direction
of the Town Clerk or Outdoor Services Manager as appropriate, unless
the service/goods is available from one specialist supplier only or for the
reasons set out in paragraph 61 above. Such firms shall be selected in
accordance with standing orders.
Where the Council intends to procure or award a public supply contract,
public service contract or public works contract as defined by the Public
Contracts Regulations 2015 (“the Regulations”), which is valued at
£25,000 or more, the Council shall comply with the relevant requirements
of the Regulations1:
The full requirements of The Regulations, as applicable, shall be followed
in respect of the tendering and award of a public supply contract, public
service contract or public works contract which exceed thresholds in The
Regulations set by the Public Contracts Directive 2014/24/EU (which
may change from time to time).

1

The Regulations require councils to use the Contracts Finder website to advertise contract
opportunities, set out the procedures to be followed in awarding new contracts and to publicise the
award of new contracts
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(v)

(vi)

Subject to paragraph 61a) where a contract does not fall within the scope
of the Public Contracts Regulations 2015 for expenditure exceeding
£25,000, a minimum of three tenders shall be invited from the appropriate
approved list of contractors, under the direction of the Town Clerk or
Outdoor Services Manager as appropriate. If three offers are not
received the Officers may repeat the request to other suitable approved
firms.
a check is to be made whether the European Union Public Sector
Procurement Rules apply and appropriate advice sought.

c) When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the Finance & General Purposes Committee.
d) Notice of a contract exceeding £25,000 shall state the general nature of the
intended contract and the last date by which those tenders should reach the
Town Clerk in the ordinary course of post. Tenders received after that date shall
not be accepted or considered and the tender will be returned directly to the
tenderer.
e) Tenders shall only be accepted if returned with no additional information added
by the tenderer.
f) All sealed tenders shall be opened at the same time on the prescribed date
subject to paragraph (g) below.
g) Tenders shall remain sealed until opened by the Town Clerk or Outdoor
Services Manager as appropriate in the presence of another Officer or a
Member or in Committee on the date specified pursuant to paragraph (d) above
and shall be reported to the appropriate Committee or Sub-Committee.
h) All tenders received, including any returned, shall be recorded. A register of all
contracts awarded shall be kept and maintained by the Outdoor Services
Manager. This register shall be open to inspection by any member of the
Council.
i) Neither the Council nor any Committee, or Sub-Committee is bound to accept
the lowest tender or any tender, quote or estimate; however satisfactory
justification shall be required and recorded in the minutes.
j) If no tenders are received or if all the tenders are identical the Council may
make such arrangements for procuring the goods or materials or executing the
works as it thinks fit.
k) A notice issued under the regulations shall contain a statement of the effect of
the following.
(i)

If a supplier/tenderer of any goods/services is to his/her
knowledge related to any member of or the holder of any office
under the Council, he/she and the person to whom he/she is
related shall disclose the relationship in writing to the Town Clerk.
A person who fails so to do shall be disqualified for such contract
and, if engaged, the contract may be withdrawn without further
notice. The Town Clerk shall report to the Council or to the
appropriate Committee any such disclosure.
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(ii)

(iii)

Canvassing of members or of any Committee, directly or
indirectly, for any work/service under the Council shall disqualify
the supplier/tenderer. The Town Clerk or Outdoor Services
Manager as appropriate shall inform every supplier/tenderer of
this paragraph.
A member of the Council shall not solicit for any person any work
under the Council or recommend any person for such work; but,
nevertheless, a member may give a written testimonial of a
supplier’s ability, experience or character for submission to the
Council.

62. Tenders for the purchase of land, surplus equipment, etc., from the Council will be
dealt with in accordance with the general interpretation of the regulations unless
otherwise decided by the Council.
PAYMENT UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS
63. Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).
64. Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments. In any case where it is estimated that the total cost of
work carried out under a contract, excluding agreed variations, will exceed the
contract sum by 5% or more a report shall be submitted to the Council.
65. Any variation to a contract or addition to or omission from a contract must be
approved by the Council and Town Clerk to the Contractor in writing, the Finance &
General Purposes Committee being informed where the final cost is likely to exceed
the financial provision.
STORES AND EQUIPMENT
66. The officer in charge of each section shall be responsible for the care and custody
of stores and equipment in that section.
67. Delivery Notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.
68. Stocks shall be kept at the minimum levels consistent with operational
requirements.
69. The officer in charge of each section shall be responsible for periodic checks of
stocks and stores.
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PROPERTIES AND ESTATES
70. The Town Clerk shall make appropriate arrangements for the custody of all title
deeds of properties owned by the Council. The RFO shall ensure a record is
maintained of all properties owned by the Council, recording the location, extent,
plan, reference, purchase details, nature of the interest, tenancies granted, rents
payable and purpose for which held in accordance with the Accounts and Audit
Regulations and any subsequent amendments thereto.
71. No property shall be sold, leased or otherwise disposed of without the authority of
the Council, together with any other consents required by law, save where the
estimated value of any one item of tangible movable property does not exceed
£100.
INSURANCE
72. Following an annual risk assessment, the RFO shall effect all insurances and
negotiate all claims on the Council's insurers in consultation with the Town Clerk.
73. The Town Clerk shall give prompt notification to the RFO of all new risks, properties
or vehicles which require to be insured and of any alterations affecting existing
insurances.
74. The RFO shall keep a record of all insurances effected by the Council and the
property and risks covered thereby and annually review it.
75. The RFO shall be notified of any loss liability or damage or of any event likely to
lead to a claim, and shall report these to Council at the next available meeting.
76. All appropriate employees of the Council shall be included in a suitable fidelity
guarantee insurance which shall cover the maximum risk exposure as determined
by the Council.
RISK MANAGEMENT
77. The Town Clerk with the RFO shall prepare and promote risk management policy
statements in respect of all activities of the Council.
78. When considering any new activity the Town Clerk and RFO shall prepare a draft
Risk Management policy for the activity and shall bring a draft addressing the legal
and financial liabilities and Risk Management issues that arise to Council for
consideration and, if thought appropriate, adoption.
79. The Council shall carry out a Risk Assessment review on an annual basis in
accordance with the Accounts and Audit Regulations and any subsequent
amendments thereto. The Council minutes shall record the review.
REVIEW OF FINANCIAL REGULATIONS
80. Financial Regulations shall be reviewed on an annual basis.
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Review record
Reviewed and updated 5th September 2016, minute 136
Financial Regulation 48 Updated April 2014 with RPI increase.
Adopted by the Council 10th June 2013, minute 76 refers
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Agenda item 11

Didcot Town Council

Finance and General Purposes Committee
19th March 2018
Report author: Julie Perrin

Earmarked Reserves 2018/19
Introduction
1. This report asks the Committee to consider the earmarking of reserves for the
financial year 2018/19.

Recommendation
2. The Committee should consider earmark reserves for 2018/19 as follows:
Current
budget
cost code

Description

Current
remaining
budget
28/02/18
£

102/1268

Election fund

5,500

109/1940

Building maintenance fund

44,680

325/9056

Ladygrove lakes – replacement staging

20,000

325/9058

Building project fees

28,295

955/90010 Building repair fund

100,000

955/90015 Depot building fund

400,000

955/90025 Election fund

10,000

3. The financial amounts listed in the table above may be subject to change at year
end. Committee is asked to consider the principle of earmarking funds remaining at
year end and not the current level indicated.
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4. The Committee should note the earmark reserves already approved for 2018/19 as
follows:
Current
budget
cost code

Description

Current
remaining
budget
28/02/18
£

955/90020 Skatepark refurbishment

17,348

n/a

15,000

GDPR fund

Background
5. Councils have “no legal powers to hold revenue reserves other than those for
reasonable working capital needs, or for specifically earmarked purposes, whenever
an authority’s year-end general reserve is significantly higher than the annual
precept or rates and special levies, an explanation should be provided to the
auditor” (Governance and Accountability for Small Authorities in England, Section 5,
June 2016).
6. The Council can hold earmarked reserves for a number of reasons, for example:
•

As part of a programme of asset renewal and refurbishment

•

To carry forward an underspend on a specific project

•

To allow the carry forward of budgeted projects that the council has not been
able to complete in the current year due to specific circumstances

•

To meet known future liabilities.

Financial Implications
7. The financial implications are set out above.

Legal Implications
8. By earmarking reserves the Council is complying with the legal power to hold
reserves for earmarked purposes.

Risk Implications
9. Earmarked funds clearly set out the intention to deliver the projects to which they
relate lowering the risk that projects approved will not be delivered through lack of
funding.
Julie Perrin
Interim Town Clerk
Council Offices, Britwell Road
Didcot
OX11 7HN
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