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MEETING OF FINANCE AND GENERAL PURPOSES COMMITTEE 
HELD ON 11th JANUARY 2021 AT 7.30PM   
 

Present:  Cllrs Northam (Chairman), Trundle, Lloyd, Young, S. Alexander, Sullivan, Goldsmith and Campbell. 
                                            
Clerk:     John Fullbrook                       
     

Members of the Public in attendance:        3  
 

Meeting commenced:             7:32 pm 

                        DRAFT MINUTES                 ACTIONS    

F&GP/21/36 
36.1 
 

APOLOGIES FOR ABSENCE                                                                                                                 
Apologies received from Cllrs Norcross   
 

 

F&GP/21/37 
37.1 
 

DECLARATIONS OF INTEREST AND DISPENSATIONS 
None  

 

F&GP/21/38 
38.1 
 

QUESTIONS FROM THE FLOOR  
None received 
 

 

F&GP/21/39 
39.1 
 

MINUTES OF PREVIOUS MEETING 
Cllr Northam proposed, seconded by Cllr Lloyd that the minutes of the meeting held on 14th 
December 2021 be agreed as a true and fair record of the meeting. Agreed  
 

 

F&GP/21/40 MATTERS ARISING AND ACTIONS   
40.1 
 

40.2 
 

40.3 
 

40.4 
 

40.5 

 

40.6 
 

40.7 
 

F&GP/21/41 
41.1 
 
 

41.2  
 
 

41.3   
 
 
 

Grants sent to Steyning Business Chamber  - Actioned  
 

Ouse and Adur Rivers Trust grant sent – Actioned  
 

Vintage Years Group informed of SPC Councils continued support – Actioned  
   

Budget papers to be amended and distributed in advance of next meeting – Actioned 
 

Cllr Northam to compile a template for a project discussion paper and distribute  - Actioned  
 

Clerk to distribute the template, and Cllrs to bring back papers for next meeting – Actioned  
 

Clerk to update Projects supporting paper and bring back to next meeting – Actioned  
 

FINANCE MATTERS  
To approve list of payments. Cllr Northam proposed, seconded by Cllr S. Alexander that the 
list of payments for November 2021 be approved as a correct record. Agreed  
 

I & E Reports. Cllr Northam proposed, seconded by Cllr S. Alexander to agree the F&GP  
income and expenditure reports for November 2021 as a correct record. Agreed  
 

To agree the recommendation from Personnel committee with regards to staff salary budget 
figure for the next fiscal year – 2022/23. Cllr Campbell contended that he needed to speak to 
certain items that should only be heard under confidential session as they related to staffing 
matters. The Chair determined he would bring forward the confidential session if agreed.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.steyningpc.gov.uk/


F&GP/21/42  
42.1 
 
 
 
 
 
F&GP/21/43 
43.1.1 
 
 
 
 
 
 
 
 

 
43.1.2 
 
 
 
 
 
 
 
 
 
 
 
 

43.1.3 
 
 
 
 
 
 

 
43.1.4 
 
 
 
 
 

 
43.2 
 
 
 
 
 
 
 

CONFIDENTIAL SESSION 
Cllr Northam proposed, seconded by Cllr S. Alexander to resolve that under the Public Bodies 
(Admissions to Meetings) Act 1960, in accordance with Standing Orders 3d to exclude the 
press and public on the grounds that the confidential matters to be discussed under agenda 
items 6.3 and 10 may involve disclosure of personal or privileged information which would be 
inappropriate to put in the public domain. Agreed 
 
FINANCE MATTERS 
Staff Salary Budget for the next fiscal year – 2022/23. 
The Personnel committee had commissioned an independent assessment of the Clerk and 

Deputy Clerks Jobs in relation to the market rates for their Salary, given the work that is 

currently undertaken. The previous assessment had been carried out over ten years earlier 

and it had been noted that both roles had changed dramatically since then. The Salary 

Evaluation was an independent report carried out by the Local Council Consultancy and 

undertaken in accordance with the NALC/SLCC Joint Agreement on Terms and Conditions 

2005. For this discussion it was noted that the two recommendations from the Personnel 

Committee were to be considered for the purposes of budget provision only.                                                                                                                     

The recommendations from the Salary Evaluation Report were that:  

      A    The post of Clerk, Responsible Financial Officer and Steyning Centre Manager be graded 

at SCP37-41 (LC3 Substantive). 

      B    The post of Deputy Clerk and Deputy Steyning Centre Manager be graded at SCP 24-28 

(LC2 Substantive).  

      C    The council considers providing additional staffing resource to address the significant 

excess hours. 

      D    The Deputy Clerk and Admin Assistant receive pay for the additional hours worked each 

month to staff the monthly film night.  

Cllr Campbell proposed an amendment, seconded by Cllr Goldsmith that this committee 

accepts the recommendation from Personnel Committee that the recommendations A, B, C 

and D {noted above} are agreed, subject to the word ‘alleged’ being added to 

recommendation C {that is – ‘alleged significant excess hours’}, with the proviso that the 

personnel committee are to set up a working party to discuss C as a separate item and that D 

should not be considered as overtime, it should be as additional hours and taken out of the 

film income. Not Agreed. 3 For {PC,GS,RG}, 5 Against {CY,SN,TL,LT,SA} 

Cllr Northam proposed, seconded by Cllr S. Alexander that this committee accepts the 

recommendation from the Personnel Committee that the recommendations A, B, C and D 

{noted above} are agreed, with the proviso that the personnel committee are to set up a 

working party to discuss C as a separate item and that D should not be considered as 

overtime, it should be as additional hours and taken out of the film income. Agreed. 7 For 

{CY,TL,LT,PC,GS,SA,SN}, 1 Abstained {RG} 

Making budget provision to accommodate Salary increase due to possible implementation of 
staff salary regrading due to Job re-assessment report. 
Cllr Northam proposed, seconded by Cllr S. Alexander that F&GP Committee accepts the 
recommendation from the personnel committee to make budget provision for a potential 
salaries increase for the fiscal year 2022/23 (Budget Line 4000) according to the budget 
supporting paper (£154,000). Agreed.  
5 For {SN,TL,LT,SA,CY}, 3 Against {PC,RG,GS} 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CLERK 
 
 
 
 
 
 
 
 
CLERK 
 
 
 
 
 



43.3 
 
 
 
 

F&GP/21/44 
44.1 

Decision on HR Support Funding for 2022/23 (Budget Line 4053). 
Cllr Northam proposed, seconded by Cllr Lloyd that this committee accepts the Personnel 
committee recommendation that £1000.00 is budgeted for HR Support to use for staff 
contracts and arbitration meetings. Agreed.   
 

COMMUNITY AWARDS 
To agree nominations for SPC 2021 Community Awards. 
Cllr Northam proposed, seconded by Cllr Young that Council accepts both nominations for the 
2021 SPC Community Awards. Agreed 
 

The Chairman then took committee out of confidential session and invited back into the room the 
three members of the public once more 

 
CLERK 
 
 
 
 
 

CLERK 

 

F&GP/21/45 
45.1 
 
 
 
 
 
 
 

45.2 
 
 
 
 
 
 
 
 
 
 
 

F&GP/21/46 
46.1 
 
 
 

46.2 
 
 

46.3 
 
 
 
 
 
 
 

46.4 
 
 

46.5 
 

46.6 
 

 

FINANCE MATTERS 
Council Projects prioritisation for the 2022/23 SPC Budget discussion. 
It was suggested that Premises committee reconsider attempting to purchase a new 
dishwasher via maintenance funds this year rather than wait until it was to be financed as a 
project item for next year. After a long discussion the committee could not agree to prioritise 
the projects listed on the supporting paper and chose instead to look at the consolidated 
budget but remain mindful that the special projects total budget figure would have to be 
dealt with once more before agreeing the final SPC Budget figures for 2022/23. 
 

Cllr Northam suggested committee consider agreeing the F&GP committee budget and the 
whole SPC consolidated budget for 2022/23 at the same time. Committee considered a zero 
percent increase to the budget, as well as the option to incorporate a £20,000 project budget 
which would result in a 3.12% increase to the SPC budget precept figure. Cllr Northam also 
noted that by agreeing the consolidated budget , committee would also be agreeing the F&GP 
budget. 
Cllr Northam proposed, seconded by Cllr S. Alexander to recommend to full council that SPC 
accepts the consolidated budget (for 2022/23) as per supporting paper 6.6.3, which includes a 
Precept figure of £332,357, equivalent to a 3.12% increase in Precept. Agreed, 4 For 
(SN,TL,SA,LT), and 4 Against (RG,CY,PC,GS), with the motion being passed on the Chairs 
casting vote. 
 

PROGRESS REPORT 
F&GP/20/48.15     Clerk’s outstanding list of actions to be discussed at personnel committee – 
This was discussed at the 10th January Personnel Committee meeting and is due to be 
discussed further at a Personnel working party. 
 

F&GP/20/82.3        HDC to be contacted to provide greater clarity in regards their terminology 
for 106 monies – Ongoing 
 

F&GP/20/95.2        Former Committee Chair to sign outstanding Minutes – Committee 
considered the motion – ‘As Cllr Goldsmith, the former chair of F&GP, has stated over the 
past several months that he is too busy to sign previous minutes, the committee requests the 
current chair to sign minutes on his behalf’.  
Committee decided that this now be taken to Full Council so that Standing order 12C could be 
suspended and that the Chair of the Council be asked instead to sign the minutes as per 
motion stated above. 
 

F&GP/20/96.7        Steyning Swimming Pool payment obligations to be discussed at Working 
party – Ongoing 
 

F&GP/21/6.13       Move emergency reserve monies to a savings account – Ongoing 
 

F&GP/21/17.6       CCTV renewal consideration taken to Full Council – Ongoing 
 

 
 

D. CLERK 

 
 
 
 
 
 
 

CLERK 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

CLERK 
 
 

CLERK 
 
 
 
 
 
 
 

CLERK 
 
 

CLERK 
 

CLERK 
 



46.7 
 
 

46.8 
 

46.9 
 

46.10 
 

45.11 
 
 
 

F&GP/21/47 
47.1 
 
F&GP/21/48 
 
 
 

F&GP/21/20.1       Chairman’s Function cancellation taken to Full Council, with Community 
Award Ceremony arrangements to be confirmed – Ongoing 
 

F&GP/21/30.1       MOU agreement recommendation taken to Full Council - Ongoing 
 

F&GP/21/31.1       Clerk to convene the FOI review panel - Ongoing 
 

F&GP/21/32.1       Recommended action from Audit report taken to Full Council - Ongoing 
 

F&GP/21/32.2       Recommendation for Grant Award policy amendment taken to Full Council 
- Ongoing 
 
  
INFORMATION/CORRESPONDENCE ITEMS  
None 

 
DATE OF NEXT MEETING – 15th March 2022 @7.30pm. 
 

The Chair closed the meeting at 9.43 pm  
 
Signed   …………………………………………………….     Date 15th March 2022    
 

Here is the link to the video recording of this meeting:-  

https://youtu.be/rj3xbGvnuho 
 

CLERK 
 
 

CLERK 
 

CLERK 
 

CLERK 
 

CLERK 

         
 

https://youtu.be/rj3xbGvnuho










Steyning Financial Position as at 28 / 02 / 2022          Item 6.2 
 
    

  Cash:       
   Current a/c            135,675 
   Savings a/c            142,170 
   Petty Cash         32 

   Total             277,877         
 
  Emergency Reserve a/c:                                            80,000 
  _______________________________                                   __________ 

  Total Funds               357,877 
 
  Forecast Operating expenditure to year end: 
   Community committee    9,800 
   Planning & Premises cttee              8,450 
   F&GP                80,255 
   Neighbourhood Planning         0 
   Total operating exp f/cast               98,505 
 
  Projects & Earmarked:  
   Project 1  - Allotment water supply         7,085 
   Project 2  - Dishwasher installation         4,500 
   From Earmarked Reserves (below)  -         0 
   Total project exp f/cast                11,585 
 
  Forecast Income to year end: 
   Precept            0 
   Grants             0 
   Steyning Centre Income   4,800 
   Other                       875 
   Total income f/cast to year end    5,675 
  ________________________________________                                   _ 

  Net expenditure to end of year             104,415 
 

  Forecast out-turn for year      £253,462 
 

 

 

List of Earmarked reserves for 2021/22      Amount unspent 

Neighbourhood plan                   £2,341.00 

HR Services                   £3,743.00 

LED lighting upgrade                   £1,142.00 

MPF / Allot Access.                   £2,000.00 

CIL Monies                   £5,034.00 

{Bus Shelter Notice Boards}                   £1,000.00 

TOTAL           £15,260.00 
 













































Briefing Note for item 6.7 

 

NALC have now agreed the salary rise for 2021/22 at 1.75% - to be enacted for as soon as 

possible – And if approved would come into effect for the March 2022 SPC salary pay 

round which involves Clerk and Deputy Clerk 

 

This needs to be approved by F&GP please 

 

 
From: WSALC Admin <Sent: 03 March 2022 15:14 
Subject: 2021-22 Salary Award 
 
Dear Clerk 
 
We have been informed by NALC that the National Joint Council for Local Government Services (NJC) 
has agreed the new rates of pay applicable from 1 April 2021. 
 
Please see the attached document for further information. 
 
Kind regards, 
 
Anna 
 
 

 

WSALC Limited 
Phone 03303 450597 
Website www.wsalc.co.uk  
9 Pound Lane, Godalming, Surrey, GU7 1BX  

 

http://www.wsalc.co.uk/




Briefing Note – item 8.1.1 
 
We need to agree please the MOU (but amended with new dates) and the 
Wardens partnership agreement for the next three years 2022 – 2025. 
 
The previous agreements are attached for your information as 8.1.2 and 8.1.3. 
 
Bramber and Upper Beeding Parish Councils have already agreed. 
 
Please see below the email we received on the 3rd February 
 
 
 
 
 
 
 
 
Good afternoon John, Paul and Celia 
  
I hope this email finds you well. 
  
I am currently going through the details for the yearly invoices relating to the employment of the 
neighbourhood wardens. No surprises I don’t think, and the projected costs will hold true. I am 
collating and checking the information with accounts and although I will be able to give you a fairly 
accurate figure to be invoiced within a few weeks we will probably not issue the invoice until the 
second week of April so that we can include everything within our end of year shut down.  
  
Looking through the files I also noticed that the three-year agreement for the Neighbourhood Wardens 
finishes on 31st March 2022 and so will need to be renewed/extended. Sorry, this is a slightly shorter 
timescale than I would have liked to have given you but some personnel and structural changes at 
HDC meant that it slipped off the radar slightly, my apologies. Like me I am hoping that Steyning, 
Bramber and Upper Beeding Parish Councils recognise the terrific contribution that the 
neighbourhood wardens Paul and Mike make to the community and residents of the parish, and you 
will agree to a further three-year agreement. Certainly, the added pressures, demands and needs that 
have been generated by Covid19 and associated restrictions mean that the neighbourhood wardens 
are needed now more than ever and their work on the ground is crucial. 
  
Please let me know if a telephone conversation will be advantageous and I would be happy to set this 
up. 
  
I have attached the current agreement for reference and the MOU that you all signed. 
  
Once again apologies for the short timescale in bringing this to your attention. 
  
Best regards 
  
Nick 

 
Nick   Jenkins 
 

Community Services Manager 
 















Item 8.2 - To agree street cleaner annual payment increase 

 

Increase for Street cleaner from 1st April 2022 to 31st March 2023  

 

The Contractor for the street cleaning and bin emptying has informed of the increase due from 1st 

April 2022 to 31st March 2023, in accordance with the terms of payment within the Street Cleaning 

Contract for an annual increase in line with the UK Consumer Index, which was 5.5%.   

The street cleaning will rise from the current £1420.00 per month to £1498.10 per month and the 

bin emptying will rise from £256.00 to £270.08  

The overall annual increase will be from £20,112 to £21,218.16   

 

 

The Budget agreed for next year is £21,450.00 

 

 

 

 

 

 

 

For your information – this is the extract from the contract 

9.      TERMS OF PAYMENT 

The Contractor must submit monthly invoices to include any additional chargeable works at such  

hourly rate as has been authorised in writing (including by email) by the Clerk or Deputy Clerk.  

The Parish Council reserves the right to withhold payment to the contractor in the event of any 

dispute concerning service delivery. 

The terms of payment shall be 30 days from receipt of invoice. 

The price quoted on the Tender Form of the Contractor shall be fixed for the first 12 months. 

Thereafter further years of the contract term shall be subject to variation in line with the Consumer 

Price Index (CPI) as published by the Office for National Statistics. 

 



 

 

 
 

STEYNING PARISH COUNCIL FINANCIAL RISK ASSESSMENT 
 

TO ENSURE THERE IS NO POTENTIAL NON-COMPLIANCE WITH LAWS, REGULATIONS AND 
CODES OF PRACTICE 

 

1. Internal Audit 
The Internal Auditor to visit at least annually in order to ensure that the various accounting 
procedures are being adhered to.  Following the visit, the Responsible Financial Officer must advise 
the Council of the outcome. 
(a) Ensure the cash book is up to date, look at chequebook to see the number of the last cheque drawn, 

and there are no pre-signed blank cheques. 
 
(b) Ensure the cash book is totalled and balanced. Test arithmetic.  Check balancing to coincide with 

bank statements. 
 
(c) Inspect reconciliation and test arithmetic.  Check whether all unpresented cheques are cleared from 

the previous reconciliation. 
 

Reason:  To reduce risk of embezzlement, fraud, etc. 
 

 2. Internal Control 
 The Councillor responsible for Internal Control to inspect the accounts quarterly to ensure that the various 
 accounting procedures are being adhered to. Following his inspection, he should report to the Finance & 
 Community Committee.  Areas to be checked include: 

• Agreeing the reconciliation of the cash books balance with the bank accounts and ensuring that the 

  accounts are reconciled regularly. 

• Counting petty cash held in the office. 

• Checking the validity of payments 

• Testing a sample of credits received for validity and proper processing, 

• Checking vat payments and claims 

• Agreeing employers’ returns to HMRC 
 

Reason: To reduce the risk of embezzlement, fraud etc. 

 3. Standing Orders and Financial Regulations 
To review Standing Orders and Financial Regulations annually in order to ensure that they remain relevant to 
the work of the Council. – This is completed annually at SPC Full Council and is minuted 
 

Reason:  To ensure still relevant and sufficient safeguards in place. 
 

4. Expenditure and Payments 
The Clerk, following resolution of the Council, should authorise supply of goods and services and competitive 
prices to be sought in accordance with the Financial Regulations. 
Before payment of invoices is made all invoices should be checked to ensure that the figures are correct, and 
invoices are properly addressed to the Parish Council. 
 
Cheque Payments 
Two Councillors must sign all cheques and they must initial the counterfoil. All cheques need Council 
approval or as per Standing Order. 
 



 

 

OR 
 

Bacs / Chaps Payments 
AS per SPC Financial regulations 6.9 
If thought appropriate by the council, payment for certain items may be made by BACS or CHAPS methods 
provided that the instructions for each payment are signed, or otherwise evidenced, by the RFO or Deputy 
Clerk and one authorised bank signatory are retained and any payments are reported to council as made. 
The approval of the use of BACS or CHAPS shall be renewed by resolution of the council at least every two 
years 
 

Where it is necessary to make a payment before it has been authorised by the Council, such payment shall 
be certified as to its correctness and urgency by the Responsible Financial Officer.  Such payment shall be 
authorised by the committee, if any, having charge of the business to which it relates, or by the Proper 
Officer for payment with the approval of the Chairman or Vice-Chairman of the Council as per SPC financial 
regulations point 4.1,’ Budgetary control and authority to spend’. 
 

All payments ratified under Standing Order shall be separately included in the next schedule of payments 
before the Council. 
Expenditure under Local Government Act 1972, s.137 must be recorded in a separate column in the cash 
book and the use of this power should be recorded in the minutes. 
 

Where possible Petty Cash should not be used, but if it is required the Clerk should control the Petty Cash 
system and up to the sum of £100.00 per month is allowable.  An additional £100.00 may be had during a 
month in consultation with the Chairman or in his absence, the Vice-Chairman.   
 

All these processes are undertaken at SPC overseen by the SPC RFO. 
 

Reason:  To ensure public money not being misused. 
 

5. Insurance 
Ensure that all purchases of new equipment are referred to the insurers in order to obtain cover for these 
items. 
The Council or the relevant Committee shall review insurances annually to ensure that the sums insured are 
index linked where appropriate and adequate, especially Public Liability. 
Certificates of Insurance to be kept for 40 years. 
 

Reason:  In case Public Liability claims are made and to comply with the Law. 
 
The following table attempts to identify the risks involved and recommends the necessary actions.  The 
list is not exhaustive, and the Parish Council may consider other risks. 
 

Service Area Risk Recommendation 

Insurance Public Liability (statutory) Continue existing cover (£10m) 

 Employer’s Liability (statutory) Continue existing cover (£10M) 

 Money and assault Continue with existing cover (£1,000)* 

 Fidelity Guarantee Continue with existing cover (£150K)* 

 
Insurance cont’d 

Property Continue with existing cover on 
buildings, contents, street furniture 
etc. 

 Revenue protection: 
Business interruption 
On gross revenue 
Increased cost of working 

 
Existing cover (£1M)* 
Existing cover (£90K)* 
Existing cover (£10K)* 

 Officials Indemnity Continue with existing cover (£500K)* 

 Libel and Slander Continue with existing cover (250K)* 

 Personal Accident Existing cover (£50K)* 



 

 

Payroll Loss of data on PC due to system 
fault. 

Data is backed up regularly to the 
Microsoft cloud. 

 Loss of services of employee. Immediately advertise any vacancy (if 
permanent loss) and request help from 
remaining employees to cover 
temporary loss. 

Administration Payment arrangements Continue with requirement to report 
all payments to Council for approval.  
Continue with requirement for 
signatories to initial cheque stubs or 
Bacs payments. 

 Reconciliation Continue with bank reconciliation to be 
carried out on the receipt of each 
statement. 

 Agency advice Continue with memberships of SALC 
and SLCC. 

Allotments Increase in net expenditure. Review allotment rents annually. 

Open Spaces and Play Areas Loss of use of play equipment. Continue with regular maintenance 
and safety checks and take unsafe 
equipment out of service until repairs 
carried out. 

Precept / Council Tax 
Benefit 
Grant  

Annual precept not the result of 
proper detailed consideration.  

Continue to present budget to every 
F&C Committee meeting. 

 Inadequate monitoring of 
performance. 

Continue to regularly consider budget 
monitoring report (monthly). 

 Illegal expenditure. Continue to ensure that all expenditure 
is within legal powers. 

 Reduction in income Budget in anticipation. 

Accounting Non-standard and/or non-
compliant records kept. 

Continue to require adequate, 
complete and statutory financial 
records and accounts 

 Non-compliance with statutory 
deadlines for the 
completion/approval/submission 
of accounts and other financial 
returns.  

Continue to ensure that all accounts 
and returns are completed and 
submitted by the deadlines. 

 Non-compliance with internal 
audit requirements. 

Appoint internal auditor and continue 
practice of appointing internal audit 
committee. 

Contracts Ensure continued value for money 
coupled with continuity of work. 

Approve the practice of seeking 
tenders for grounds maintenance every 
three years by advertising in local press 
and issuing specifications and tender 
documents to contractors expressing 
an interest. 
Tenders to be opened by the Chairman 
and Clerk and reported to next 
available Council meeting. 

 
* - These recommended cover amounts noted in the table above are indeed covered by the 2020 SPC insurance policy and in many 
cases the cover far exceeds minimum recommended levels as befits the need 

 
All elements noted as recommended actions in the table above are undertaken routinely by SPC. 
{In 2020/21 an exception has been the review of Allotment rents}   



 

 

 

6. Budget Procedures 
Ensure adoption of a Budget each year in order that the Council may set its Precept, and this should be 
properly minuted. -  A budget preparedness schedule is agreed annually at SPC. 
To monitor the expenditure against budget by Committees and Council. – Completed monthly at SPC 
Any items of expenditure not within the original Budget should be referred to the Finance Committee who 
should decide from where these monies would be taken. – Undertaken at F&GP committee  
 

Reason:  To ensure sufficient budgetary controls. 
 

7. Income 
Review charges annually.  Ensure that all charges are made for services provided.  Cash and cheques 
received should be given a written receipt and placed in a safe place until banked.  The reason for this is to 
ensure that all monies are properly banked.  These payments should be entered into the receipts and 
payments book and monthly checked with the bank statement.  All cash on the premises should be 
adequately secured. - Income and expenditure is reviewed and agreed monthly at SPC. Income is secured in 
locked cabinet and regular biweekly trips to post office bank the small amount of cash income. 
 

Reason:  To ensure money is not stolen. 
 

8. Salaries and Wages 
All payments of employees’ salaries should be authorized during the Budget process and all necessary PAYE, 
and NIC, deductions taken and conveyed to HMRC, including the annual return.  No payment to staff should 
be made without the deduction of Tax without the agreement of HMRC. - This is completed by the SPC 
Office and signed off by an SPC signatory 
 

Reason:  Otherwise the Council could be liable for payment of such Tax not deducted. 
 

9. Asset / Land Registers 
The Asset register should be written up at least annually with details of acquisitions and disposals. The Land 
register should be reviewed annually. – These are checked and agreed by SPC annually 
 

Reason:  To ensure the Council is fully aware of their financial position. 
 

10. Annual Statement 
Year-end accounts to be prepared annually for audit. - These are checked and agreed by internal and 
external audit processes at SPC and then agreed and minuted at Council meetings 
 

Reason:  To comply with the Law. 
 

11. V.A.T. 
All incoming invoices should be checked to ensure that the correct VAT has been charged.  VAT claims for 
repayment should be made at least annually, and are in fact completed quarterly through HMRC’s digital 
VAT system by the SPC RFO 
 

Reason:  To ensure monies due to the Council are reclaimed regularly.  
 
 
 

JF/Risk Assessment/RA Financial / reviewed and agreed 13.10.20 

 
 




