Appendix E
Item 15
9th May 2016

Council Meeting

Berwick-upon-Tweed Town Council
PAYMENTS TO BE APPROVED
See page 3 for accompanying explanatory notes
Voucher

Code

Date

Cheque No Description

Supplier

Net

VAT

Total

7 Stationery & Printing

29/04/2016

101306

Stationery

Viking

36.18

7.23

43.41

8 Councillor Travel & Subsistence

29/04/2016

101306

Print cartridge

Viking

21.28

4.26

25.54

9 Postage

29/04/2016

101306

Stamps

Viking

55.00

0.00

55.00

10 Cleaning

29/04/2016

101307

Cleaning

Crystal Stone Ltd

75.00

0.00

75.00

11 Visit Berwick & Events Leaflet

29/04/2016

101308

Design services

J Herbert

450.00

0.00

450.00

12 Hoppa Bus

29/04/2016

101309

Printing

Fantasy Prints

72.00

14.40

86.40

13 Public Seat Maintenance

29/04/2016

101310

Plaques

Shoecare

37.00

0.00

37.00

14 Public Realm Works

29/04/2016

101310

Plaques

Shoecare

45.00

0.00

45.00

15 Public Realm Works

29/04/2016

101311

Repairs

Bob Lee Welding

1,038.00

207.60

1,245.60

16 Bus Shelter Maintenance

29/04/2016

101312

Bus Shelter cleaning

Wheeleigh Clean

241.00

0.00

241.00

17 Councillor Training

29/04/2016

101313

Refreshments

Lowry's at the Chandlery

36.00

0.00

36.00

18 Public Realm Works

29/04/2016

101314

Repairs

G A Thompson

360.00

72.00

432.00

19 IT Support

29/04/2016

101315

IT support

Northern Lab

90.00

18.00

108.00

20 Expenses

29/04/2016

101316

Printing

Shiel Morrison

240.00

0.00

240.00

21 Photocopies

29/04/2016

101317

Photocopies

Capital Solutions

58.76

11.75

70.51

22 Waste Collection

29/04/2016

101318

Waste Collection

Northumberland County Council

194.22

0.00

194.22

23 Waste Collection

29/04/2016

101318

Waste Collection

Northumberland County Council

10.00

2.00

12.00

24 Grass Cutting

29/04/2016

101318

Grass cutting

Northumberland County Council

1,650.00

330.00

1,980.00
5,285.02

25-31 Salaries

29/04/2016

101318

Salaries

Northumberland County Council

5,285.02

0.00

32 Salaries: Payroll costs

29/04/2016

101318

PAYE costs

Northumberland County Council

2.00

0.40

2.40

38 Berwick Deserves Better

29/04/2016

101308

Design services

J Herbert

200.00

0.00

200.00

39 Bounds Riding

29/04/2016

101319

Rosettes

Berwick Bounds Riding

248.85

0.00

248.85

Berwick-upon-Tweed Town Council
DIRECT DEBIT PAYMENTS TO BE NOTED
See page 3 for accompanying explanatory notes
Voucher

Code

Date

Cheque No Description

Supplier

Net

VAT

Total

33 Salaries: Pension

29/04/2016

directdebit

Pension

NEST

158.72

0.00

158.72

34 Gas

29/04/2016

directdebit

Gas

Southern Electric

89.59

4.47

94.06

35 Electricity

29/04/2016

directdebit

Electricity

Southern Electric

51.64

2.58

54.22

36 SSP Electricity

29/04/2016

directdebit

Electricity

Scottish Gas

9.60

0.48

10.08

37 Telecoms

29/04/2016

directdebit

Internet services

BT

95.25

19.05

114.30

Explanatory Notes to accommpany payment list.

Voucher Notes
7 Office Stationary
8 Ink cartridges for Cllrs
9 Stamps
10 Office Cleaning
11 Design work for Visit Berwick/Events leaflet
12 Hoppa Bus posters
13 plaque for commemorative seat
14
15
16
17
18
19
20
21
22-3
24
25-32
33
34
35
36
37
38
39

plaques for Queen's birthday trees
repairs to beacon for Queen's birthday
quarterly bus shelter cleaning
refreshments for Cllr training event
repairs to street planters
Monthly IT support contract
printing for investors conference
monthly photocopying costs
annual waste collection charge
charge for spring grass cutting
April salary & payroll costs
monthly pension payment
office gas bill
office electricity bill
splash park electricity bill
quarterly internet charges
design work for digital notice boards
rosettes for Riding of the Bounds [paid from Schedule lll surplus
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Financial Regulations – [date] 2016
Berwick-upon-Tweed Town Council

1. Introduction
These Financial Regulations govern the conduct of the financial management of the
Council. Any intentional departures from them should be justified and approved;
any inadvertent departures from them should be identified, evaluated and learnt
from.

Structure and interpretation of Financial Regulations
The Financial Regulations comprise overarching principles contained in bold
paragraphs and other Regulations. In interpreting the Regulations regard must always
be had to the overarching principles.

Amendment and waiver of Financial Regulations
These Financial Regulations may only be amended by resolution of the Council.
The Council may by resolution waive a specific Financial Regulation in specific
circumstances. Any resolution to waive a Financial Regulation should specify:




The specific Financial Regulations to be waived;
The specific circumstances to which the waiver relates; and
The reason for the waiver, by reference to the overarching principles.

The Council’s Responsible Financial Officer shall maintain a register detailing waivers of
Financial Regulations approved by the Council, recording for each waiver the matters
detailed above and the meeting of the Council to which the waiver was approved.

Non-compliance with Financial Regulations
The Council’s Responsible Financial Officer shall be alert for any breaches of Financial
Regulations for which a waiver has not been granted.
The Council’s Responsible Financial Officer shall report any such breaches to the
Council, specifying:



The specific Financial Regulation breached;
The circumstances of the breach;
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The implications of the breach; and
Any action proposed to prevent a recurrence of the breach.

The Council’s Responsible Financial Officer shall maintain a register of all breaches of
Financial Regulations reported to the Council, recording for each breach the matters
detailed above and the meeting of the Council to which the breach was reported.
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Section 2: General
The Council’s Responsible Financial Officer, consistent with and in support of these
Financial Regulations, shall:



determine the form of accounting and supporting records (including entries
of income, expenditure, assets and liabilities of the Council) and ensure that
they are kept up to date; and
determine the Council’s financial control systems (including to ensure
prompt recording of transactions, prevention and detection of fraud,
reconstruction of lost records, management of risk, allocation of
responsibilities and division of responsibilities) and ensure that they are
observed.

Procedure Notes
The Council’s Responsible Financial Officer shall prepare and keep up to date Procedure
Notes detailing the arrangements for:



maintenance of accounting and supporting records;
financial control, including allocation of and division of responsibilities.

Legislation and proper practices
The Council’s Responsible Financial Officer shall remain alert to the requirements of
and changes in the requirements of applicable legislation and proper practices.
The Council’s Responsible Financial Officer shall report any change in legislation or
proper practices that may have an impact on these Financial Regulations to the Council
and, as appropriate, make recommendations changes in these Financial Regulations.
The Council’s Responsible Financial Officer shall consider any change in legislation or
proper practices that may have an impact on the Procedure Notes prepared under
these Financial Regulations and make such changes to those Procedure Notes as are
necessary to secure compliance with legislation or proper practices as the case may be.
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Section 3: Financial planning
The Council shall prepare a Medium-Term Financial Plan for a period of three years
beyond the current financial year.
The Council shall set its annual budget requirement in the context of its MediumTerm Financial Plan, taking into account all its anticipated income, all its expected
income, its need for contingencies and its need for reserves.

Medium-Term Financial Plan
The Council shall prepare and maintain a Medium-Term Financial Plan alongside
preparation of its annual Budget covering the year of the budget and the subsequent
two years.
The Medium-Term Financial Plan shall detail for each financial year it covers:







the estimated opening reserves;
all estimated income in the context of the Council’s current policies;
all estimated expenditure in the context of the Council’s current policies;
the Council’s estimate of the sum required for contingencies;
the estimated closing reserves; and
the estimated closing cash balance.

Budget
The Council shall receive a report from its Responsible Financial Officer and, in the
context of its Medium-Term Financial Plan, adopt budget planning assumptions to
underpin its budget requirement for a financial year no later than 31 October in the
preceding financial year. The budget assumptions shall include, but not be restricted to
assumptions about:
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changes in the level or nature of service provision;
changes in pay, prices, fees and charges;
interest rates;
level of contingencies; and
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use or reserves.

The Council’s Responsible Financial Officer shall, in the context of:





the Council’s Medium-Term Financial Plan;
the Council’s budget planning assumptions;
the Council’s existing policies; and
the forecast out-turn for the preceding financial year

prepare a draft budget for all income and expenditure for the forthcoming financial
year no later than 31 October in the preceding financial year.
The draft budget shall detail:







the estimated opening reserves;
all estimated income;
all estimated expenditure;
the Council’s estimate of the sum required for contingencies;
the estimated closing reserves; and
the estimated closing cash balance.

The draft budget shall for all items of income and expenditure include:



a profile of each budget item over the four quarters ending 30 June, 30
September, 31 December and 31 March; and
a narrative description of its scope, sufficient to determine whether any
proposed income or expenditure falls within that scope.

The Council shall consider the draft budget and no later than 31 December no later than
31 December in the year prior to the financial year to which it relates:




adopt a final budget. The final budget shall specify the matters required to be
specified in the draft budget;
determine its budget requirement and precept; and
authorise the Responsible Financial Officer to notify its precept to the billing
authority.

The Responsible Financial, Officer shall notify the Council’s precept to the billing
authority as soon as reasonably practicable after it has been determined by the Council.
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Section 4: Budget monitoring
The Council shall operate an effective system of monitoring income and
expenditure against budget and taking appropriate corrective action where
necessary.

Quarterly monitoring
The Council shall no later than one month after the end of the quarters ended 30 June,
30 September and 31 December, consider a budget monitoring report specifying for
each budget head:






budgeted income/expenditure for the financial year to the end of the quarter in
question (both as initially adopted and as amended after any virements, use of
contingencies or drawing on reserves);
budgeted income/expenditure for the whole of the financial year (both as
initially adopted and as amended after any virements, use of contingencies or
drawing on reserves);
income/expenditure for the financial year to the end of the quarter in question;
projected income/expenditure for the financial year; and
explanations for the all actual and projected variances exceeding 5% of the
budget head or £1,000, whichever is the lower.

The Council shall:





identify any necessary corrective action;
identify whether virements between budget heads are appropriate and, if so,
approve such virements;
identify whether any use of contingencies is appropriate and, if so, approve such
use;
identify whether any drawing on reserves is appropriate and, if so, approve such
drawing.

The Responsible Financial Officer shall update the budget in light of any decisions of
the Council on virements, use of contingencies and drawing on reserves.

End of year monitoring
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The Council shall no later than 31 May following the end of a financial year consider,
alongside its draft annual return, a budget out-turn report specifying for each budget
head:




budgeted income/expenditure for the whole of the financial year (both as
initially adopted and as amended after any virements, use of contingencies and
drawing on reserves);
income/expenditure for the financial year; and
explanations for the all actual and projected variances exceeding 5% of the
budget head or £1,000, whichever is the lower

The Council shall in respect of the previous financial year:




identify whether virements between budget heads are appropriate and, if so,
approve such virements;
identify whether any use of contingencies is appropriate and, if so, approve such
use; and
identify whether any drawing on reserves is appropriate and, if so, approve such
drawing.

The Council shall in respect of the current financial year:





determine whether any action in respect of the budget for the current financial
year is required in light of the budget out-turn for the previous financial year;
identify whether virements between budget heads are appropriate and, if so,
approve such virements;
identify whether any use of contingencies is appropriate and, if so, approve such
use; and
identify whether any drawing on reserves is appropriate and, if so, approve such
drawing.

The Responsible Financial Officer shall update the budgets for the previous and current
financial years in light of any decisions of the Council on virements, use of
contingencies and drawing on reserves.

Adjustments to budgets
The Responsible Financial Officer shall maintain a record of all changes to the budget in
the course of the year, whether arising from virements, use of contingencies or drawing
on reserves, sufficient to allow the movement from the original to the revised budget to
be agreed to specific decisions of the Council.
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Section 5: Income
The Council shall operate effective systems for ensuring that income due to it is
collected and accounted for.

Determining fees and charges
Annually, as part of the budget setting process, the Council shall review all fees and
charges determine what fees and charges shall be payable for the subsequent financial
year.

Periodic income (including allotment rents)
The Responsible Financial Officer shall maintain a record of all periodic income due to
the Council and from whom it is due.
The Responsible Financial Officer shall ensure that invoices or equivalent demands for
payment are rendered in good time before the commencement of the period to which
the income relates.
The Responsible Financial Officer shall take reasonable steps to recover sums due but
not received.

Sundry income (including Freeman admission payments)
The Responsible Financial Officer shall maintain adequate records to identify sums
receivable and from whom.
The Responsible Financial Officer shall ensure that invoices or equivalent demands for
payment are rendered in good time before the provision of the good or service in
question.
The Responsible Financial Officer shall take reasonable steps to recover sums due but
not received.
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Residual income (including under Schedule 3 of the Berwick-uponTweed Corporation (Freemen) Act 1843)
Where the Council has a right to a statutory or contractual right to the excess of income
over expenditure, the Responsible Financial Officer shall:



identify the date on which such payment is due and take reasonable steps to
ensure that the payment is received; and
make such enquiries as are reasonable, including receiving copies of accounts,
to substantiate the sum receivable and agree it to the sum received.

Non-recovery of income
Where in their opinion reasonable steps to secure the recovery of sums due have been
taken and further recovery action would not be cost effective, the Responsible Financial
Officer shall report the matter to the Council’s Finance and Resources Committee.
If the Council determines that no further action should be taken to secure recovery it
shall authorise the write-off of the sum in question.
The Responsible Financial Officer shall maintain a register of write-offs recording:
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the person from whom the amount was due;
for what the sum was due;
the date on which it was due;
the steps taken to recover the amount due;
the reason why they proposed a write-off; and
the date on which the Council authorised the write-off.
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Section 6: Expenditure
The Council shall ensure that commitments to incur expenditure are entered into
only where the expenditure is for an appropriate purpose and is appropriately
authorised.

Ordering goods and services
The Responsible Financial Officer has authority to place orders for goods and services
with a value not exceeding £5,000 provided that:







the order relates to goods or services which unambiguously fall within the scope
of a budget head for the year in question;
the placing of the order would not give rise to an actual or projected overspend
against the budget head in question;
the placing of the order would not give rise to a commitment to incur
expenditure in a subsequent period for which no budget has been set;
the procurement requirements of Section 7 of these Regulations have been
complied with;
the expenditure in question is not otherwise in the opinion of the Responsible
Financial Officer novel or contentious; or
the Council has specifically reserved to itself authority to place an order for the
goods or services in question.

In all other cases only the Council has authority to place orders for goods and services.

Purchase Orders
Save where it would be inappropriate to issue a purchase order (for example in relation
to provision of utility services or purchases on-line where payment is made in advance),
for each order the Responsible Financial Officer shall prepare, issue and maintain a
copy of a sequentially numbered Purchase Order specifying:




10

the date of the order;
the name and address of the supplier;
a description of the goods or services to be supplied;
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the quantity of the goods or services to be supplied;
the unit price of the goods or services to be supplied (detailing VAT separately
where appropriate);
the address to which the goods or at which the services should be supplied;
the address to which invoices should be rendered; and
the budget head to which the goods or services relate.
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Section 7: Procurement
The Council shall demonstrate that it has taken reasonable steps to secure value for
money and demonstrate propriety when committing itself to incur expenditure.

Tendering
Where the estimated value of goods or services exceeds £10,000 the Council shall
undertake a tender exercise.
A tender exercise shall involve:











identifying at least four suitably skilled and experienced contractors to invite to
tender;
issuing an invitation to tender specifying the Council’s requirements, the basis
on which tenders are to be submitted, the evaluation criteria to be adopted, the
submission requirements;
requiring tenderers to submit tenders in sealed envelopes with no external
identification of the identity of the contractor;
reminding tenderers and all involved in the tender process of the need to
maintain the integrity of the tendering process, drawing attention to relevant
legislation;
specifying a time and date by which tenders shall be received;
opening tenders in the presence of at least one member who has had no
previous involvement in the tender process, will not be involved in the tender
evaluation process and has no interest in any of the contractors invited to
tender;
recording at the tender opening the tenders returned and the prices quoted;
securing and safely keeping the tenders returned;
establishing a tender evaluation panel to evaluate the tenders against the
criteria included in the invitation to tender and make a recommendation to the
Council.

For any tender, the Council shall consider a report from the tender evaluation panel and
determine the tenderer, if any, to whom the tender shall be awarded.
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For any contract with an estimated value in excess of the thresholds specified in the
Public Contracts Regulations 2015, the Council shall adopt a tender process that is
consistent with the requirements of those Regulations.

Quotations
Where the estimated value of goods or services exceeds £5,000 but is under £10,000,
the Responsible Financial Officer shall seek quotations from at least three suitably
skilled and experienced contractors.
Where the Council determines not to accept the lowest quotation it shall minute the
reasons for its decision.

Estimates
Where the estimated value of goods or services exceeds £1,000 but is under £5,000, the
Responsible Financial Officer shall seek estimates from at least three suitably skilled
and experienced contractors.
Where the Responsible Financial Officer determines not to accept the lowest estimate
they shall report the reasons for their decision to the Council.
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Section 8: Payroll
The Council shall put in place adequate arrangements for ensuring the prompt and
accurate payment of all sums properly due to employees and to others in respect of
their employment.

Agreement with the payroll provider
The Council shall enter into and maintain up to date a written agreement specifying:





the respective responsibilities of the Council and payroll provider, including for
making statutory deductions;
the information to be provided by the payroll provider to the Council and by the
Council to the payroll provider;
the standards of service to be met by the payroll provider;
the persons authorised to communicate with the payroll provider on behalf of
the Council.

Changes to standing data (including starters, leavers, changes in pay
and changes in hours)
All changes to pay rates, benefits and hours shall be made by resolution of the Council.
All changes to standing data (other than in respect of the Responsible Financial Officer)
shall be communicated to the payroll provider in writing by the Responsible Financial
Officer personally.
All changes to standing data in respect of the Responsible Financial Officer shall be
communicated to the payroll provider in writing by the Mayor.

Review of salary expenditure
The Responsible Financial Officer shall review salary expenditure information provided
to the Council by the payroll provider in light of:
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the budget;
known changes in staffing; and
known changes in pay, benefits, hours and payroll taxes.

The Responsible Financial Officer shall seek promptly to resolve any unexplained
variances with the payroll provider. If the Responsible Financial Officer is unable to
resolve any such variances they shall report them forthwith to the Council.

Termination payments
Any termination payment over and above those to which there is a statutory or
contractual entitlement shall be made only after authorisation by the Council following
receipt and consideration of a written business case.
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Section 9: Cash and investments
The Council shall put in place adequate arrangements for:



safeguarding its cash and investments; and
making payments.

Investment strategy
The Council shall prepare and keep under review an investment strategy.
The investment strategy shall take into account:



the Council’s medium-term financial plan; and
the security of investments, including the need for diversification.

The investment strategy shall be designed to ensure that the total holdings with any
one institution do not exceed the limit for compensation under the Financial Services
Compensation Scheme.

Deposits
The Council may, in accordance with its investment strategy, place deposits at UK
banks and building societies of good financial standing.

Current account
The Council shall maintain a current account with a UK bank or building society of good
financial standing.
All receipts shall be credited to the current account.
All payments (other than from the Responsible Financial Officer’s imprest account and
the petty cash account) shall be made from the current account.
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In respect of any invoice or other demand for payment, the Responsible Financial
Officer shall seek to satisfy themselves that there is a legal or constructive obligation to
make the payment and in particular that:





invoices have been agreed to purchase orders;
confirmation of receipt of goods or services has been received;
periodic payments are in line with expectations; and
invoices or equivalent demands for payment have been checked for arithmetic
accuracy.

The Responsible Financial Officer shall either:



certify an invoice or other demand for payment; or
where they are unable to satisfy themselves that the Council has a legal or
constructive obligation to make the payment in question, refer the matter to
the Council for its consideration.

All payments shall be made:




by cheque signed by two councilors;
by secure internet banking authorised by two councilors; or
by other instructions to the Council’s bankers authorised by two councilors.

Before signing cheques or authorising payments, the two councilors shall review the
same information that the Responsible Financial Officer or the Council had available
when they certified or authorised the payment and shall, in particular, verify the
recipient and the arithmetic accuracy of the payment.
Written evidence of all certification and authorisation of payments shall be retained.
The Responsible Financial Officer shall report payments made at least monthly to the
Council.

Responsible Financial Officer’s imprest account
The Council shall authorize the Responsible Financial Officer to operate an imprest
account containing a sum not exceeding £1,000.
The Responsible Financial Officer may make payments out of the account in respect of
items where payment before or at the time of receipt of goods or services is necessary.
The Responsible Financial Officer may have a debit card to operate on the Responsible
Financial Officer’s imprest account.
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The Responsible Financial Officer shall put in place reasonable arrangements to prevent
unauthorized payments including:




securing the authorisation of more than one officer;
physical security over the debit card; and
security over the PIN number for the debit card.

The Responsible Financial Officer shall retain adequate documentation, including
invoices and receipts, to support all payments made from the Responsible Financial
Officer’s imprest account.
At least monthly the Responsible Financial Officer shall submit a schedule of payments
made from the Responsible Financial Officer’s imprest account (including individual
payments from the Council’s petty cash account reimbursed), accompanied by
adequate document to support payments made, for reimbursement from the Council’s
current account.
Before authorising reimbursement, the Council shall satisfy itself that the Council had a
legal or constructive obligation to make the payments in question and in particular that:



expenditure is appropriately supported;
invoices, equivalent demands for payment or receipts have been checked for
arithmetic accuracy.

All payments shall be made by secure internet banking authorised by two councilors.

Petty cash
The Council shall authorize the Responsible Financial Officer to operate a petty cash
account containing a sum not exceeding £200.
The Responsible Financial Officer may make payments out of the account in respect of
items where payment in cash is necessary.
The Responsible Financial Officer shall retain adequate documentation, including
invoices and receipts, to support all payments made from the petty cash account.
The Responsible Financial Officer shall reimburse the petty cash account from the
Responsible Financial Officer’s imprest account by making withdrawals using a debit
card.
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Transfers to deposit accounts
Transfers from the Council’s current account to its deposit account or vice versa shall be
certified by the Council’s Responsible Financial Officer and authorised by two
councilors, consistent with the arrangements for payments from the Council’s current
account.
The Responsible Financial Officer shall satisfy themselves that any such transfers are in
accordance with the Council’s investment strategy.

Bank mandates
The Responsible Financial Officer shall ensure that the relevant bank mandates,
including signatories, are kept up to date.

Bank reconciliations
The Responsible Financial Officer shall ensure that:



reconciliations of all bank accounts are performed monthly; and
written evidence of the reconciliations is maintained.

A councilor nominated by the Council shall review the bank reconciliations once a
quarter. The Responsible Financial Officer shall ensure that written evidence of this
review is maintained.
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Section 10: Property
The Council shall put in place adequate arrangements for safeguarding and
accounting for its assets.

Asset register
The Responsible Financial Officer shall maintain a register of its tangible fixed assets
(including property, plant and equipment). The register shall specify at a minimum:








description;
nature of interest;
location;
date of acquisition;
carrying value for accounting purposes;
replacement value for insurance purposes; and
reference to supporting documentation.

The Responsible Financial Officer shall ensure that the asset register is updated
promptly for all relevant changes, including acquisitions and disposals.
The Responsible Financial Officer shall annually undertake an exercise to verify the
completeness and accuracy of the asset register.

Acquisition of property
Any acquisition of property for £1,000 or more shall specifically be approved by the
Council following receipt of a report from the Responsible Financial Officer providing a
business case for the acquisition.
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Disposal of property
Any disposal of property with a carrying or insurance value of £1,000 or more shall
specifically be approved by the Council following receipt of a report from the
Responsible Financial Officer providing:
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a business case for the acquisition; and
evidence that the proposed disposal will secure best consideration reasonably
obtainable for the Council.
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Section 11: Risk management including insurance
The Council shall put in place adequate arrangements for identifying and managing
its risks.

Risk management
The Council shall establish and keep up to date a risk register, identifying:






the risks to the attainment of its objectives;
the significance of those risks;
the steps taken to mitigate those risks;
the residual risks to which it is exposed; and
the last date on which each entry on the risk register was reviewed.

The Council shall at least quarterly review the risk register and update it as appropriate.

Insurance
The Council shall, in light of its risk register and identified attitude to risk, identify those
risks in respect of which it is appropriate to maintain insurance cover and the level and
nature of risk that it is prepared to accept, including through insurance excesses.
At least annually, the Council shall, following advice from its Responsible Financial
Officer, put in place appropriate insurance arrangements to insure identified risks.
The Responsible Financial Officer shall maintain adequate records of insurance in place.
The Responsible Financial Officer shall be alert for:




changes in risks;
new risks; and
changes in property;

and;
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to the extent that they have delegated authority to do so, necessary changes to
insurance cover; and
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to the extent that they do not have delegated authority to do so, report the
matter to the Council which shall consider whether changes to insurance
coverage are required.
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Section 12: Internal audit
The Council shall put in place adequate internal audit and carefully consider the
results of its work.

Scope of internal audit
The Council shall engage an internal auditor to:




undertake the procedures necessary to prepare the internal auditor’s report
included in the annual return;
on a cyclical basis review the design of and compliance with all the Council’s
financial regulations; and
prepare a narrative report to the Council identifying issues identified and
making recommendations for improvement.

Appointment of an internal auditor
The Council shall engage a suitably skilled and experienced internal auditor who is
independent of the Council.
The terms of appointment of the Council’s internal auditor shall specify that they have
the fullest access permitted by law to all information held by the Council.
The Council shall annually review the performance of its internal auditor.

Results of internal audit
The Responsible Financial Officer shall report all findings of the internal auditor to the
Council.
The Council shall review all findings and recommendations of its internal auditor and
identify any corrective action that is necessary.

24

Financial Regulations – [date] 2016
Berwick-upon-Tweed Town Council

The Responsible Financial Officer shall prepare and maintain a register of agreed and
actual action in response to internal audit findings and recommendations. The Council
shall review this register at least annually and, in any event, before it approves its
annual governance statement.
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Financial Regulations – [date] 2016
Berwick-upon-Tweed Town Council

Section 13: External accountability
The Council shall put comply fully with all requirements for external accountability

Annual Return
The Responsible Financial Officer shall, no later than 31 May in the year following the
financial year to which they relate:




prepare and sign accounting statements in accordance with proper practices,
supported by appropriate working papers;
prepare a report on the effectiveness of the system of internal control; and
prepare a draft annual governance statement, supported by an appropriate file
of evidence.

The Council shall, no later than 30 June in the year following the financial year to which
they relate:




consider and approve the accounting statements by resolution; and
review the system of internal control;
consider and approve the annual governance statement.

The Responsible Financial Officer shall, no later than 30 September in the year
following the financial year to which it relates, publish the Council’s annual return
including its accounting statements and annual governance statement.

External audit
The Responsible Financial Officer shall, as soon as reasonably practicable after the
approval of the accounting statements and annual governance statement:
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ensure that the public are afforded their statutory rights to inspect the accounts;
and
notify the Council’s external auditor of the commencement of the period of
inspection.

Financial Regulations – [date] 2016
Berwick-upon-Tweed Town Council

The Responsible Financial Officer shall provide all documents and explanations
requested by the Council’s external auditor.
The Responsible Financial Officer shall report all findings of the external auditor to the
Council.
The Council shall review all findings and recommendations of its external auditor and
identify any corrective action that is necessary.
The Responsible Financial Officer shall prepare and maintain a register of agreed and
actual action in response to external audit findings and recommendations. The Council
shall review this register at least annually.

Members’ Allowances
The Responsible Financial Officer shall make appropriate arrangements to publish as
soon as reasonably practicable after the end of the financial year details of payments
made to councilors in accordance with the Local Authorities (Members’ Allowances)
Regulations 2003.
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Item 19
Appendix H (i)
Monday, 9 May 2016

BERWICK TOWN COUNCIL ALLOTMENTS
BLAKEWELL GARDENS, LIONS ALLOTMENTS, FIVE ARCHES, FORMER KELSO RAILWAY
LINE

The Lions Allotments belong to Berwick Preservation Trust who then leased them to the
Council for the benefit of the community and allowed the Town Council to claim all of the
allotment rents. The money received by the Council is ring fenced for maintenance and
works re the upkeep of the allotments. There is currently a waiting list for allotments of over
30 people.
The Town Council transferred the allotments to the Lion Allotments Committee in 2012 and
they are now responsible for the administration of them. The committee takes 25% of the
rentals for looking after them and pays 75% of the rents to the Town Council every October.
Should the rents not be paid on time the Committee is in breach of the 2012 agreement and
the Town Council can take them back.
The rents for the allotments start at £3 per year. It is thought that these rents should be
looked at as a matter of urgency and raised in line with allotment rents in other parts of
Berwick which are charged at £41 per year.
Contact with Blyth Town Council on how they managed their allotments ascertained that
their allotment rentals are £60 yearly and will rise every year by £10 for the next 4 years.
It is understood that 12 months notice must be given to all allotment holders if rental costs
are to be increased. Councillors are requested to make a site visit to all the allotments so
that appropriate rents can be looked at/decided/agreed.
Five Arches
4 allotments. Access gate is padlocked. The Town Council has a key.
Blakewell Gardens
3 allotments. Access gate isn’t padlocked, although should be.
Former Kelso Railway Line
1 allotment. Access gate is padlocked.

Five Arches allotments do not have any water and it was thought that the supply was turned
off when Seton Hall Closed. The Town Council could make a request to NCC for acquiring
more land for more allotments at Five Arches which would satisfy increased demand.
Northumbria Water has recently written to the Town Council to advise that Blakewell
Gardens water rates will be increasing from £95 per year to nearly £600 per year. The
income from the 3 allotments is £123 per year. A water meter could be installed but there is
a cost for installing it.

BERWICK-UPON-TWEED TOWN COUNCIL

Minutes of the Town Council Planning Committee Meeting held on Tuesday, 23 February
2016 at 6.30pm in the Ante-Room, Town Hall, Marygate, Berwick-upon-Tweed

PRESENT:
Councillors:

C Seymour (Chair)
I Dixon
A Forbes
G Hill
G Smith

IN ATTENDANCE:
S Cozens, Assistant to the Clerk
3 members of the public

OPEN SESSION
Concerns were raised regarding the former Kwiksave site now that the building has been
demolished by a member of the public regarding rats and pests on site. It was agreed to write to
Pest Control at Northumberland County Council.

P092/15

1. APOLOGIES FOR ABSENCE
Apologies for absence had been accepted from: Councillors H Bettison and K
Graham.
Absent: E Goodyer.

P093/15

2. MINUTES OF THE LAST MEETING
The minutes of the meeting held on Tuesday, 26 January 2016 were agreed and
signed as a correct record.

P094/15

3. DISCLOSURE OF INTERESTS
There were no disclosures of interests.

P095/15

4. REQUEST FOR DISPENSATION
There were no requests for dispensation.

P096/15

5. LOCAL NEIGHBOURHOOD PLAN
The last of the public drop-in events takes place in the Guild Hall on Friday, 26
February 2016 from 6pm to 7.30pm.
All of the drop-in sessions have been well attended.

P097/15

6. NORTHUMBERLAND LOCAL PLAN CORE STRATEGY
The next step for the Core Strategy is for a report to be considered today at
Northumberland County Council’s Economic Growth & Corporate Services
Overview & Scrutiny Committee. A further report, which will include comments,
will be considered at NCC’s Cabinet meeting on 21 March 2016.

P098/15

7. BERWICK QUAYSIDE FLOOD DEFENCE
Concerns have been raised over the possibility of flooding on to the Quayside.
Cllr Seymour provided information including reports, photographs and layouts of
the drainage system. She had met with a concerned resident and Northumbrian
Water recently. Although content with information provided by NW that drains
and sewers are being well taken care of in Berwick, some additional questions
and recommendations were given regarding our Flood Defence on the Quayside
and reference to the NCC Investigation of the tidal surge in 2013. NW is
responsible for drainage and sewer outfalls to the Tweed and NCC are
responsible for flooding from the River Tweed. Suspend Standing Orders. A
member of the public reported that they could remember flooding onto Sandgate
and Shoregate, and would provide photos, whilst another member of the public
thought it showed great due diligence of BTC to raise concerns about our flood
defence. Reinstate Standing Orders.
It was agreed to write a letter to Northumberland County Council asking them to
look at the flood risk and potential defences. The information provided by Cllr
Seymour would be included.

P099/15

8. APPLICATIONS FOR PLANNING PERMISSION
16/00277/LBC
Listed Building Consent: Internal (Cat B) fit out works to provide office
accommodation.
3-4 The Chandlery, Quayside, Berwick-upon-Tweed, Northumberland. TD15
1HE
No objections.

16/00305/FUL
Construction of 2no. storage units for existing business.
Ian A Grieve, The Old Smokehouse, 20 Windmill Way East, Ramparts
Business Park, Berwick-upon-Tweed, Northumberland. TD15 1UN
No objections.

16/00316/LBC
Listed building consent for replacement of existing upper floor windows
and ground floor external door to north elevation. Internal alterations to
restore residential use.
65 Marygate, Berwick-upon-Tweed, Northumberland. TD15 1BA
Members would prefer a like-for-like replacement and would agree with
comments made by the Conservation Office, including the need for more
information.

16/00408/ADE
Advertisement Consent: Installation of 1no. internally illuminated fascia
sign, 1no. internally illuminated hanging sign and 2no. non-illuminated
signs.
Royal Bank Of Scotland, 42 Hide Hill, Berwick-upon-Tweed,
Northumberland. TD15 1EY
Members had no objection in principle, however, they would prefer the
illuminated signs to be not illuminated when the business is closed.

P100/15

9. PLANNING APPLICATION DECISION LIST
Members noted that the Status of Planning Application 15/03836/DISCON was
‘Partial Consent / Partial Refusal’ and requested that the Decision Notice be
sought. The remaining decisions provided in the attachment were noted.

P101/15

10. DATE OF NEXT MEETING
The date of the next meeting would be Tuesday, 22 March 2016 at 6.30 pm.

