
Governance and Accountability Policy for Besthorpe Parish  Council.

Adopted at Parish Council Meeting of 9th May 2016
Introduction
This “Governance and Accountability for Besthorpe Parish Council” provides more detail in particular with reference to the role and procedures of the Clerk and the internal auditor.
This document is produced in accordance with the Norfolk Association of Local Councils document “Governance and Accountability for Local Councils” dated February 2009 reference LAIS 1270.
Please note:- 
“The Clerk” refers to the Besthorpe Parish Council Clerk



“The Council” refers to Besthorpe Parish Council, unless otherwise stated “The Chairman” refers to the Chairman of Besthorpe Parish Council
Besthorpe  Parish Council General Procedures
· Besthorpe  Parish Council employ a Clerk on a Salaried (pro rata) basis.  The Clerk acts as the Responsible Financial Officer (RFO) for the Council and also advises on matters of policy and procedure at all Council Meetings.  

· The Clerk attends training courses, as necessary, to keep himself up to date with the latest legislation and requirements to enable the smooth and correct running of the Council meetings.   The Clerk will also advise Councillors on other training requirements, either recommended or obligatory, and the cost, if any, of such training courses.
· Besthorpe Parish Council are affiliated to the “Norfolk Association of Local Councils”. This organisation provides information to the Parish Clerk regarding latest Government, County Council and District Council legislation and requirements. The Clerk will provide such information at the Parish Council at Monthly meetings, usually under the agenda item “Clerks Report” and circulate such written information to Councillors on a monthly basis. 
· The Council circulate a folder, or folders, each month to all Parish Councillors so that adequate time is provided for Councillors to read and digest the information. Each individual Councillor is responsible for ensuring that the folder is passed on to the next person on the list in a timely fashion. Councillors should inform the Clerk and Chairman of periods of absence so that there are no unnecessary delays in the circulation of the folder(s).
· The . Parish Council hold bi monthly meetings at a venue which is open to the public. The Clerk records the minutes of each meeting and should circulate the unsigned minutes to Councillors for review before the next Council meeting. The  Parish Council will discuss these minutes at the next meeting and if approved at the meeting the Chairman will sign the minutes as a true and accurate record of the previous meeting.  

· The Clerk is responsible for safe keeping of all of the minutes of Council meetings. Such safe keeping may include storage of Council minutes and other documentation at a safe location, usually at Norfolk Council Central Documentation centre.

· The  Parish Council hold an Annual Parish meeting, again at a venue open to the Public. The Clerk is responsible for taking the minutes of this meeting.

· The Clerk is responsible for publishing the Agenda for meetings in a suitable timeframe in a location that is visible to the public, usually the Parish Council Notice Board.
· If the Clerk is unable to attend any meetings he and / or the Chairman should ensure that another person will take the minutes of any Council meeting.

· The Chairman has a key to the Council notice board and is responsible for keeping the Notice Board in a tidy fashion and ensure any documentation is relevant to Council business and is up to date. The Clerk should also have a key to the Notice Board.

· The  Parish Council has an Annual Precept meeting, open to the public, usually held in October, where the Councillors discuss and agree the Precept requirement for the following financial year, beginning in April.  The Clerk takes the minutes of this meeting and submits the Parish Precept to Breckland District Council in due time.  The Clerk is also responsible for ensuring that the Breckland District Council provide the Precept grant to the Council at the correct time. 
· There is no obligation for the Council to accept any applications for grants, each application will be judged on an individual basis. The Clerk should advise the Council at the Precept meeting if any such application falls outside of legislation or would break any financial considerations.

· The Clerk is responsible for distributing the Grants made at each Precept meeting to the relevant organisation. 
· The Clerk acts as the responsible financial officer for The Parish Council and keeps a full and detailed set of Accounts, including VAT returns.  All invoices and receipts are kept and recorded by the Clerk. The accounts are set up on a double entry book keeping system in accordance with the requirements document LAIS 1270 “Governance and Accountability in Local Councils: A practitioners Guide 2008 (England)”.
· The Clerk is responsible for ensuring that the Council have proper insurance to cover any liabilities that may occur. Specifically the Clerk must ensure that the Council have adequate third party liability and adequate Employers’ insurance as the Council may have other salaried employees. The Chairman should ensure that the Council’s Insurance Policy is renewed by the Clerk on time.

· The Clerk is responsible for submission of VAT returns to HM Customs and excise in a suitable time frame, to avoid any penalties for late or non submission. The Clerk should ensure that the Council reclaims VAT on all purchases and services provided.
· The Parish Council Accounts include a balance sheet which shows, assets, liabilities and Cash reserves and should fully balance each year. 

· Asset List. The Parish Clerk is responsible for keeping an up to date inventory of all Council Assets. This will include such items as Information technology equipment, bus shelters and any other items purchased by the Council.
· The current Council precept is approximately £5,950 per annum at the time of writing and its balance sheet is about £2,564 and therefore the Council Finances are less than £200,000, the level at which extra risk Management becomes applicable (document LAIS 1270).
· As indicated above the Council Assets are less than £50,000 which means that should a bank that the Council uses fail then the Councils funds are protected by the relevant legislation. The Council should ensure that no high risk investments are being made on its’ behalf. 
· The Clerk is responsible for the maintenance of the Council’s bank accounts.
· The Clerk must only be able to transfer funds between the Councils Bank Accounts and make deposits and bank transfers for payment of invoices. The only method of withdrawing funds will be by the cheque system which is authorised by two Council signatories. 
· The Clerk is responsible for advising council on precept levels and how Council can spend its reserves.  It is the responsibility of the Clerk (RFO) to ensure that Council operate grants, loans and the like in a proper manner.  
· Any loans, as opposed to grants or donations, made to organisations should be reclaimed by the Parish Clerk in the agreed timescale. Any such loans must be agreed at a Parish Council meeting and recorded in the minutes of the meeting. Repayment schedules and timing of any payments should also be agreed at the Council meeting and recorded in the minutes of the meeting. 
· The Clerk is not able to agree a loan on his own or use Council funds for any purpose not specifically agreed in writing in the Council minutes. Any deviation from this Policy will require the Council to consider disciplinary action against the Clerk at its’ first available meeting. 

· Under exceptional circumstances the Council Chairman could convene an emergency meeting to discuss any irregularities or problems that might be brought to light. However any anonymous allegations, either written or verbal (e.g. telephone) will not be considered by the Council.
· Leases – The Clerk is responsible for these and collection of any fees, as relevant.  It is very important in future to keep any signed leases, documents or agreements in a safe place and readily available for reference. 
· As part of the Insurance Policy The Parish Council have an indemnity against fraud committed by the Responsible Financial Officer (the Clerk). It is understand that this covers the normal level expected by Local Councils.
· The Clerk prepares the accounts after the end of the financial year, ready for submission to the Internal & Government Auditors.  The  Parish Councillors see these accounts before submission and they are approved prior to submission by the  Parish Councillors at a Parish Council meeting.
· The Parish Council appoint an Internal Auditor who will inspect the books and accounts on an occasional basis, and especially before the submission of the Annual accounts to the Government Auditors  In accordance with the NALC and Parish Council requirements the  Parish Council Internal Auditor is an independent person.  
· The Clerk supplies details of the Besthorpe Parish Council Bank Accounts at each Parish Council Meeting.  The Clerk also supplies details of the cheques issued during the previous month to Councillors at each monthly council meeting. 
· All cheques drawn up by the Clerk have to be signed by two Councillors and the necessary documentation must also be supplied to the councillors when signing the cheques, e.g. receipts or invoices. It is the responsibility of the Parish Councillors to satisfy themselves that all cheques are correct and for the purpose intended prior to signing the cheques.
· The Clerk should ensure that there are sufficient Councillors that are able to sign cheques on behalf of the Council. Relevant signatures and forms will need to be provided to the bank by the Clerk. If a councillor resigns and was a cheque signatory then the Clerk should arrange for this signature to be removed from the list provided to the bank.

· Any unbudgeted expenditure by The Parish Council which is not covered by that agreed at the Annual Council Precept meeting has to be brought forward to the next monthly Council meeting for Approval by the Council.

· The Clerk will advise the  Parish Council of any changes in Legislation or changes imposed by any other authority which have, or might have, a financial implication for the Council.
· The Clerk is responsible for ensuring that any Salaried Employee, including himself, has a properly drawn up written contract which is maintained to meet the latest Health and Safety requirements and any changes in legislation which occur during the lifetime of the contract.

· The Clerk is responsible for ensuring that any National Insurance Contributions for any salaried Council employee are either paid or notified to the relevant authority.

· The Clerk is responsible for ensuring that any Tax due on salary for any salaried Council employee is either deducted or notified to the relevant authority.

· The Clerk should issue a P60 (and P11 if applicable) at year end to any Salaried employee of the Council.

· The Parish Council encourage all new Councillors to attend the training course “Introduction to Parish Councils” normally run by Norfolk Association of Local Councils
· Planning Matters. The Parish Council consider planning applications on a monthly basis. These are provided, at the time of writing, by Breckland District Council. The Parish Council can only advise and provide comments on such planning applications, the final decision will be made by the Planning Committee at Breckland Council. The Clerk is responsible for issuing the plans in a suitable time frame to Parish Councillors for their consideration. The Clerk is then responsible to forward comments and any objections to Breckland District Council in a timely manner. 
· Individual Parish Councillors should also be aware that any comments made at Council Meetings regarding a planning application must be in relation to planning matters only. Any comments of a personal or unwarranted nature regarding a planning matter could put the Individual Councillor outside the “protection” of the Council and liable to civil action by a member of the Public.
· Standing Orders. The Parish Council have a set of Standing Orders, in accordance with the relevant legislation. It is the responsibility of the Parish Clerk to ensure that such Standing Orders are correct, up to date and relevant to the Council. The Parish Clerk should advise the Council if any new, or revised, standing Orders are applicable.  This should mitigate the risk of outside parties taking legal action against the Parish Council not operating in a fit and proper manner.
· (Risk Management) The Council have an item on their Monthly Agenda which asks if any Councillor has an interest in any of the agenda items at the meeting. If a councillor does not indicate they have an interest in an item and then debates and votes on such an issue then the individual Councillor could be subject to disciplinary action. As long as the Parish Council have asked for declarations at the start of the meeting the Parish Council itself is not responsible for any subsequent complaints or investigations.
· Councillors Expenses. Reasonable expenses incurred by Councillors in the course of their Council work should be met by the Council. Such expenses might be for travel at the agreed mileage rate (rate as advised by the Clerk). Expenses should be paid by cheque by the Clerk in the normal manner and cheques signed by two Councillors as normal. 

· Gifts. In accordance with normal practise neither Besthorpe Parish Councillors or the Clerk should  not accept gifts or favours from any person or other body.
Role of the Internal Auditor

The Internal Auditor shall carry out their duties in accordance with the requirements of the statutory bodies.
Comments on above Procedures
It is understood that the Parish Council Accounts have in recent years fully balanced with no discrepancies and have been accepted without comment by the External Auditor.
However both the  Parish Clerk and  Parish Councillors should not be complacent and continue to strive to provide a full and accountable system to the Council Tax payers of the Village.
The Clerk always acts in a pro active manner in advising the Council of any new legislation or other requirements that it needs to meet. 
.
     Policy Created by J M Watling – Parish Clerk
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