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Financial Regulations 
 

 
 

 
Barrow Borough Council is committed to ensuring a sound financial management 
framework is in place that is relevant and provides the necessary financial controls to 
meet the demands of delivering local services. 
 
The Financial Regulations also provide clarity about the financial accountabilities of 
individuals - Members, the Chief Executive and Head of Paid Service, the Monitoring 
Officer, the Director of Resources and Section 151 Officer, other Heads of Service 
and staff generally. These Regulations are therefore formally endorsed by the 
Council as a key part of the Council’s Constitution. 
 
The Financial Regulations provide the overall key control framework to enable 
Barrow Borough Council to exercise effective financial management and control of 
its resources and assets.  Another key purpose of the Regulations is to support and 
protect Members and staff in the performance of their duties where financial issues 
are involved. 
 
These Regulations need to be read in conjunction with the remainder of the 
Constitution and any other regulatory documents of the Council. 
 
Please address queries or comments regarding the Council’s Financial Regulations 
to the Director of Resources. 
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Section 1: General 

 

 

WHY ARE THESE REGULATIONS IMPORTANT? 
 
It is important that the Council has a sound and effective financial management 
framework in place to safeguard the Council’s financial arrangements and activities, 
to support staff and to minimise risk.  The Local Government Act 1972, Section 151 
requires the Council to nominate one of its officers to be responsible for the proper 
administration of its financial affairs.  The officer so appointed is the Director of 
Resources and in their absence the Accountancy Services Manager and the 
Financial Services Manager take on these delegations unless otherwise stated.  
Financial Regulations form part of the Council’s approach to corporate governance 
and provide a control framework through which the Director of Resources carries out 
their statutory duty on behalf of the Council. 
 

 
1. Application of Financial Regulations 
 

Financial Regulations are the framework for controlling and managing the 
Council’s financial affairs.   They apply to every Member and officer of the 
Council and anyone acting on its behalf: 

 
a. These Regulations identify the financial responsibilities of the Full 

Council, the Executive Committee, the Audit and Governance 
Committee, the Head of Paid Service, the Section 151 Officer and 
Heads of Service generally.  References to Heads of Service include 
the Chief Executive and Directors.  References to the Director of 
Resources refer to their role as Section 151 Officer. 

b. References in these Regulations to Heads of Service also apply to 
individual department and cost centre managers. 

c. These Regulations apply equally to all external agencies and their 
employees incurring expenditure or receiving income on behalf of the 
Council.  Accordingly, Heads of Service will ensure that partnership 
and other arrangements with external parties are not set up to operate 
in conflict with these Regulations as far as the Council’s involvement is 
concerned. 

d. These Regulations will apply until such time as they are rescinded, 
amended or suspended by the Council. 

 
2. General responsibility 
 

a. All Members and staff have a general responsibility for taking 
reasonable action to provide for the security of any assets under their 
control, and for ensuring that the use of resources is legal, is properly 
authorised and provides the best value for money. 

b. Any officers of the Council receiving any financial related Government 
Department correspondence will immediately forward a copy to the 
Director of Resources.  The Director of Resources must be consulted 
in connection with any correspondence or discussions that have 



Part 4 Version 9 (September 2021) Page 45 

financial implications. 
c. All Members and staff of the Council must abide by the codes and 

protocols of the Council. 
d. Money held or received on behalf of the Council will not be borrowed or 

used to en-cash personal cheques. 
e. Heads of Service are responsible for informing the Director of 

Resources of any matter liable to materially affect the finances of the 
Council including negotiations with Government Departments, before 
any commitment is incurred or arrangements reached. 

 
3. Compliance 
 

Heads of Service are responsible for making all staff in their departments 
aware of the existence of and content of these Financial Regulations and for 
their compliance with them. 

 
4. Review 
 

The Director of Resources will maintain a continuous review of the Financial 
Regulations and submit any necessary additions or changes for approval by 
Council.  The Director of Resources will report, where appropriate, breaches 
of the Financial Regulations to the Audit and Governance Committee. 
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Section 2: Internal Controls 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The functions of the Council are diverse and therefore to ensure delivery of the 
Council’s strategic objectives, a framework of internal control is required. 
 
The Council has statutory obligations and therefore requires internal controls to 
identify, meet and monitor compliance with these obligations. 
 
The Council faces a wide range of financial, administrative and commercial risks, 
from both internal and external factors, that need to be managed to enable the 
Council to achieve its objectives.  Internal controls are necessary to manage these 
risks. 
 
A system of internal controls is established in order to provide measurable 
achievement of: efficient and effective operations, reliable financial information, 
compliance with laws and regulations, and risk management. 
 

 
1. The Director of Resources has statutory duties in relation to the financial 

administration and stewardship of the Council.  This responsibility cannot be 
overridden.  The statutory duties arise from: 

 
a. Section 151 of the Local Government Act 1972. 
b. The Local Government Finance Act 1988. 
c. The Local Government and Housing Act 1989. 
d. The Accounts and Audit (England) Regulations 2011 (as    amended). 
e. The Local Government Act 2003. 

 
2. The Director of Resources is responsible for: 
 

a. The proper administration of the Council’s financial affairs. 
b. Setting financial management standards and monitoring compliance 

with them. 
c. Advising on the corporate financial position and on the key financial 

controls necessary to secure sound financial management. 
d. Providing financial information. 
e. Preparing the revenue budget and capital programme. 
f. Treasury management. 
g. Reporting on the robustness of estimates made for the purposes of 

preparing budgets and the adequacy of the proposed financial 
reserves. 

h. Maintaining an effective Internal Audit service. 
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3. The Director of Resources will report to the Full Council, Executive Committee 
and external auditor in fulfillment of their statutory obligations under Section 114 
of the Local Government Act 1988 or otherwise if the Council or any of its 
officers: 

 
a. has made, or is about to make, a decision that involves incurring unlawful 

or unauthorised expenditure 
b. has taken, or is about to take, an unlawful or unauthorised action that has 

resulted or would result in a loss or deficiency to the Council 
c. has made or is about to make an unlawful or unauthorised entry in the 

Council’s accounts 
 
4. The Director of Resources is responsible for recommending Contract Standing 

Orders and monitoring compliance with them. 
 

5. Heads of Service are responsible for ensuring that: 
 

a. Members of the Executive Committee are advised of the financial 
implications of all proposals and that these have been previously agreed 
by the Director of Resources 

b. contracts are duly signed on behalf of the Council and the Council Seal is 
applied where applicable 

c. the approval of the Director of Resources is sought on any matter liable to 
affect the Council’s finances materially, before any commitments are 
incurred 

 
6. The Director of Resources will assist the Council to put in place an appropriate 

control environment and effective internal controls that provide reasonable 
assurance of effective operations, financial stewardship, probity and compliance 
with laws and regulations.  The Director of Resources shall eliminate practices 
that are identified as inefficient or wasteful of Council resources. 

 
7. Heads of Service will ensure that: 
 

a. managerial control systems operate effectively throughout their 
departments.  These will include the setting of objectives and plans, the 
monitoring of financial and other performance, and the taking of 
appropriate anticipatory and remedial action.  The key objective of these 
systems is to promote ownership of the control environment by defining 
roles and responsibilities and ensuring staff have a clear understanding of 
the consequences of any lack of control. 

b. financial and operational control systems and procedures operate 
effectively throughout their departments.  These will include physical 
safeguards for assets, segregation of duties, checking and authorisation 
procedures and information systems. 

c. key controls and control objectives for internal control systems are 
reviewed regularly in order to be confident as to the proper use of 
resources, achievement of objectives and management of risk. 

d. processes are managed so as to check that established controls are being 
adhered to and are effective. 

e. existing controls are reviewed in the light of changes affecting the Council 
and new controls are established and implemented in line with guidance 
from the Director of Resources. 
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f. controls that are no longer necessary, or no longer cost or risk effective, 
are removed 

 
8. The Director of Resources will ensure that there is an effective and properly 

resourced Internal Audit function. 

 
9. As part of the system of internal controls a Programme Board has been 

established comprising of Senior Management Team supported by relevant 
officers which will have oversight of the major contracts and projects which are 
reported into the Board on a regular basis. 
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Section 3: Accounting 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Maintaining proper accounting records is one of the ways the Council discharges its 
responsibility for stewardship of public resources.  The Council has a statutory duty 
to prepare its annual Statement of Accounts in a way that gives a true and fair view 
of its operations during the year.  The accounts are subject to external audit, which 
provides assurance that they have been prepared properly, that proper accounting 
practices and statutory requirements have been followed.  There is also a statutory 
right for members of the public to inspect the accounts and relevant supporting 
documentation. 
 

 
1. The Director of Resources is responsible for: 
 

a. selecting and applying appropriate accounting policies 
b. determining accounting procedures and policies 

 
2. The Director of Resources will: 
 

a. make arrangements for the proper administration of the Council’s 
financial affairs 

b. apply accounting policies consistently 
c. maintain proper accounting records 
d. ensure that the Statement of Accounts for the previous financial year is 

completed, approved by the appropriate Committee and published 
within the corporate and statutory timetable and in accordance with 
relevant Codes of Practice 

 
3. Heads of Service will ensure: 
 

a. that all the Council’s transactions, material commitments, contracts and 
other essential accounting information are recorded completely, 
accurately and promptly 

b. that in the allocation of accounting duties of any kind: 
i. the duty of providing information, calculating, checking and 

recording sums due to or from the Council will be separated from 
the duty of collecting or paying such sums 

ii. officers charged with the duty of examining and checking 
accounts of cash or stocks transactions will not themselves be 
engaged in any of those transactions 

c. that the Director of Resources is supplied with such information as may 
be requested from time to time for the purpose of the proper 
administration of the Council’s affairs 
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4. The Council will ensure that where there are group accounting requirements 
(i.e. Barrow Forward Limited): 

 
a. the Director of Resources is provided with all of the information required to 

produce the group entity Statement of Accounts within statutory deadlines 
b. there is an established process to obtain assurances and evidence to 

support transactions and balances held at any point in time and in 
particular at year-end and in response to the Council’s own annual audit 

c. entities have the same financial year as the Council 
d. the arrangements for retaining the appropriate financial records is robust 
e. the external reporting required, such as company accounts, is arranged 

with suitably qualified persons 
f. monitoring and reporting includes financial information 
g. an annual budget requirement is established 

 



Part 4 Version 9 (September 2021) Page 51 

Section 4: Revenue Budgets 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 

The Council is responsible for producing an overall policy framework.  The purpose 
of the framework is to explain overall priorities and objectives, and ensure that 
resources follow the identified priorities, current performance and proposals for 
improvement.  The revenue budget is important in this context because, together 
with the capital programme (see Section 5), it expresses the approved policies and 
service levels of the Council in financial terms. 
 

Once approved, the revenue budget confers authority on managers to incur 
expenditure to achieve the aims and objectives of the Council.  If expenditure plans 
cannot be met within the approved budget, then they can only proceed with an 
approval to divert funds (as provided for in Section 7(4)). 
 

 
1. The Director of Resources will: 
 

a. recommend to the Executive Committee appropriate guidelines for 
preparation of the annual budget 

b. recommend to the Executive Committee the Council’s Medium Term 
Financial Plan incorporating the annual budget and the financial 
forecast for at least the following two financial years  

c. recommend the level of financial reserves for the annual budget and 
future financial plans 

d. issue appropriate guidance to Heads of Service and prepare a 
corporate budget timetable 

e. ensure the approved budget guidelines are complied with so that 
statutory and other deadlines can be met 

 
2. Heads of Service will: 
 

a. submit to the Director of Resources estimates in accordance with the 
budget guidelines and within agreed time scales 

b. ensure that the estimates are prepared having regard to the Council 
priorities and other corporate aims and objectives 

c. for each cost centre, supply to the Director of Resources an estimated 
profile of the rate of expenditure or income across the budget year 

d. provide any information the Director of Resources may require 
 
3. The Director of Resources will report to the Executive Committee (via the 

Housing Management Forum for the Housing Revenue Account) and to Full 
Council: 

 

a. on the revenue estimates, ensuring that the context and format comply 
with legal requirements and relevant Codes of Practice 

b. on the robustness of the estimates made for the purposes of 
calculations and the adequacy of the proposed financial reserves 

c. on any significant surplus or deficit arising on the Collection Fund with a 
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recommended course of action 
d. on the final proposed budget to enable the Leader of the Council to 

make a recommendation to Full Council on the appropriate levels of 
provisions and reserves, and on the levels of Council Tax for the year 

 
4. Final acceptance of revenue estimates can only be made by Full Council. 
 
5. Subject to (6) below, the approval of a budget for the year by Full Council 

confers authority to spend in accordance with the budget for that year.  
Commitments affecting future financial years may only be made where the 
provisions of Section 7(6) are satisfied.  Heads of Service are responsible for 
co-ordinating programmes of expenditure and income that will achieve the 
objectives on which the budget was based. 

 
6. Heads of Service will not enter into any new arrangements or other 

contractual commitments with long-term revenue consequences without the 
prior written consent of the Director of Resources. Such arrangements may be 
defined for this purpose as any lease, contract hire or other contract or series 
of contracts under which the use of an asset is obtained in exchange for a 
series of revenue payments which extend beyond the end of the following 
financial year. 

 
7. If Heads of Service need to incur expenditure outside the approved budget 

provision, or anticipates an under spend against an approved budget head, 
the procedures set out in Section 7(5a) and 7(3) will apply. 
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Section 5: Capital Programme 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The revenue budgets (Section 4) and the capital programme together express the 
approved policies and service levels of the Council in financial terms.  It is important 
to ensure that the Council achieves maximum economy, efficiency and effectiveness 
from the use of its capital resources and directs those resources into the agreed 
priority areas.  Unlike the revenue budget however, due to the uncertainty of capital 
resources and the timing of capital projects, total capital expenditure is often over or 
under programmed against estimated resources, so special controls are needed to 
ensure commitments do not exceed the resources available. 
 

 
1. The Director of Resources is responsible for preparing a Capital Strategy with 

periodic reviews submitted to the Executive Committee for approval. 
 
2. The Director of Resources will: 
 

a. maintain current estimates of resources available to finance capital 
expenditure in the current year and at least the following two financial 
years 

b. maintain a capital programme for approval periodically by the Executive 
Committee, based on the current Council priorities and other relevant 
corporate plans and strategies. 

c. following assessment by the Programme Board receive all formal 
appraisal reports for capital project proposals and approve their 
submission where relevant to the Executive Committee 

 
3. Heads of Service will: 
 

a. submit to the Programme Board, estimates of the cost of capital 
spending proposals and the estimated amount and timing of any capital 
receipts and other contributions receivable 

b. ensure that the estimates submitted are prepared having regard to the 
Council priorities and other corporate aims and objectives 

c. ensure that all capital project proposals are the subject of a formal 
appraisal by the Programme Board defining the need, purpose, options, 
risks and financial implications which must include all capital 
considerations and subsequent revenue implications 

d. provide any other information the Director of Resources may require for 
the review, monitoring or control of the capital programme 

 
4. In working up any capital scheme, Heads of Service will have regard to the 

risk of triggering claw back or breaching restrictive covenants or other 
contractual conditions in relation to land or otherwise. 
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5. The inclusion of a capital scheme within an approved capital programme will 
confer authority to spend, including expenditure which may fall in a 
subsequent financial year, subject to: 

 
a. the provisions of the Council’s Contracts Standing Orders 
b. the provisions of (7) below 
c. the Director of Resources having first confirmed in writing that sufficient 

resources are available for the purpose 
d. scheme details being approved by the Executive Committee where 

necessary 
 
6. If Heads of Service wish to incur expenditure outside the approved capital 

programme provision, the procedures set out in Section 7(5b) will apply. 
 
7. Heads of Service will give the Director of Resources early warning of known 

under spends, overspends and changes to planned resources so that the 
availability of uncommitted capital resources may be monitored effectively. 

 



Part 4 Version 9 (September 2021) Page 55 

Section 6: Authorised Signatories 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Officers with delegated authority to incur expenditure on behalf of the Council must 
act in accordance with the codes and protocols of the Council and where appropriate 
operate within the Council’s Contract Standing Orders. 
 
Each officer has a financial limit set on the activities that they are authorised to 
commit up to.  In addition to this, officers may have authority to approve contracted 
payments over and above the financial limit for day-to-day commitments for their 
budgets. 
 

 
1. The names of officers authorised to sign for cost centres and contractual 

payments will be agreed with the Director of Resources on an approved form, 
with the officers’ specimen signatures provided.  The approved form is to be 
signed by the cost centre manager and relevant Head of Service, prior to the 
Director of Resources’ review and authorisation. 

 
2. The certification by or on behalf the cost centre manager will be taken to 

mean that the authorising officer is satisfied that the expenditure is authorised, 
properly and necessarily incurred and payable by the Council. 

 
3. The Director of Resources will be notified immediately of any authorised 

signatories who leave the Council’s employment or cease to be authorised to 
sign.  The Director of Resources will immediately give authorisation to remove 
all access to financial systems. 

 
4. All authorised signatories will sign in their own hand. Electronic Certification 

may be used if this is agreed between the parties. 
 
5. The Director of Resources will maintain a register of authorised signatories 

which will be subject to review. 



Part 4 Version 9 (September 2021) Page 56 

Section 7: Budgetary Control 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Budgetary control ensures that once Full Council has approved a revenue budget or 
a capital programme, the resources allocated are used for their intended purposes, 
i.e. the agreed priority areas, and are properly accounted for.  It is a continuous 
process, enabling the Council to review and adjust its budget targets during the 
financial year to make the most effective use of resources in delivering the Council’s 
policies and objectives.  The budgetary control framework also sets out the 
accountabilities of managers for defined elements of the budget. 
 
By continuously identifying and explaining variances against budgetary targets, the 
Council can identify changes in trends and resource requirements at the earliest 
opportunity. 
 
To ensure that the Council as a whole does not over or under spend, each service is 
required to manage its own expenditure within approved resources and to identify 
any surplus resources for diversion to other areas. 
 

 
1. Overall responsibility for budgetary control 
 

The Director of Resources is responsible: 
 

a. for the overall financial control of the revenue budgets and capital 
programme of the Council 

b. for providing quarterly financial performance information to the 
Executive Committee 

c. for subdividing service budgets within the overall budget framework 
according to Council structure and services, having regard to relevant 
Codes of Practice 

d. for allocating the revenue budgets and capital programme wholly 
among responsible Heads of Service 

e. for supplying timely information on receipts and payments on each cost 
centre and capital scheme, sufficiently detailed to enable managers to 
fulfill their budgetary control responsibilities 

 
2. Responsibility for control of individual budgets 
 

Heads of Service are responsible: 
 

a. for the budgets and programmes allocated to them, for delivering the 
levels of service on which they were based, and for compliance with 
their financial obligations 

b. for monitoring levels of service and performance within services, as 
measured by expenditure and income incurred against relevant cost 
centres and capital programme provision, and by benchmarking their 
service against similar providers to demonstrate value for money 
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c. for seeking virements, either to increase or to reduce the provision 
allocated to particular budget heads or capital schemes, in accordance 
with (4) below in order to maintain budget provisions in line with the 
service levels required 

d. for exercising powers delegated to them to enter into new financial 
commitments only where adequate provision has been made in the 
revenue budget or capital programme and where the revenue 
consequences for future financial years are in accordance with (6) 
below 

e. for providing any additional information the Director of Resources may 
require 

 
3. Variances from budget 
 

The Director of Resources is responsible: 
 

a. for reporting significant variances to the Executive Committee where a 
Head of Service fails to take action under (4) to (6) below 

b. for agreeing annually: 
 

i. a list of expenditure proposals for which revenue budget 
provision had been made in the previous year and for which the 
particular goods or services had not been supplied before the 
financial year end 

ii. a list of expenditure proposals on capital schemes for which 
provision had been made in the capital programme for the 
previous year but which was under or overspent so that 
supplementary estimates may be considered for the ensuing 
financial year in accordance with (5) below 

 
4. Virements between budgets 
 

a. Subject to appropriate consultation, budget allocations may be moved 
between revenue cost centres for the purpose of maintaining approved 
service levels, in accordance with the following scheme of virements: 

 
i. Up to £5,000 by the Heads of Service 
ii. Up to £25,000 by the Accountancy Services Manager and the 

Financial Services Manager 
ii. Over £25,000 by the Director of Resources and any virements 

over £50,000 will be identified in the budget monitoring report 
 

and in making any such decision, due regard will be had to any budget 
implications for future financial years. 

b. Heads of Service may only make virements between the direct costs 
under their control; this includes items such as supplies and services 
and excludes items such as staffing and allocated support services. 

c. Virement between the General Fund and the Housing Revenue 
Account is not permitted, nor between revenue and capital. 

d. Virement between cost centres within the discrete funds is possible 
with the mutual consent of the relevant Heads of Service. 
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5. Supplementary estimates 
 

a. Revenue expenditure 
 

Where no provision currently exists in the revenue budget, or where 
the provision made for an existing budget head is insufficient and a 
virement is not available under (4) above, then new or additional 
budget provision may be established using financial reserves in 
accordance with the Reserves and Balances policy.   
 
For unbudgeted but necessary expenditure that could impact on 
service delivery if not incurred, the following scheme of supplementary 
estimates should be followed: 

 
i. does not exceed 1% of the net revenue budget - by the Director 

of Resources after appropriate consultation with the Chief 
Executive.  The Director of Resources must report these items 
to the Executive Committee at the earliest opportunity 

ii. exceeds 1% of the net revenue budget - by the Executive 
Committee 

iii. where general earmarked reserves are available - by the 
Director of Resources or a specific reserve has its purpose 
changed to allow its immediate use - by the Executive 
Committee 

 
For emergencies, unexpected events or unbudgeted statutory items 
the Director of Resources can authorise a supplementary estimate and 
must report these items to the Executive Committee at the earliest 
opportunity. 

 
The Executive Committee can, on the recommendation of the Director 
of Resources, eliminate or reduce the funds in earmarked reserves by 
adding them to the revenue balance. 

 
In making any such decision, due regard will be given to any budget 
implications for future financial years. 

 
b. Partnership Expenditure and Additional External Funding 

 
Where no provision currently exists in the revenue budget or capital 
programme for specific projects or activities which are to be wholly or 
partly funded by external agencies, partners or new/additional external 
funding is drawn into the Council, then the above criteria for 
supplementary estimates will apply to the value of the Council’s net 
financial contribution to the revenue or capital cost of the project.   

 
Where the impact is a net zero, the Director of Resources, 
Accountancy Services Manager and Financial Services Manager are 
empowered to adjust revenue budgets and capital programmes to 
reflect the gross value of all such arrangements and transactions. 
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Heads of Service must liaise with the Director of Resources and the 
Monitoring Officer, and refer to Section 9 of these Regulations, prior to 
undertaking any bidding for external funding or setting up any 
partnerships. 

 
6. Commitments of revenue expenditure affecting future financial years 
 

The following arrangements will apply in relation to the commitment of 
expenditure prior to the approval of the revenue budget for the financial year 
concerned: 
 
a. Heads of Service may commit expenditure affecting future financial 

years provided the estimated cost in real terms does not exceed the 
current year’s budget provision and that the written consent of the 
Director of Resources is obtained where Section 4(5) applies. 

b. Heads of Service may only commit expenditure on new or extended 
services with the approval of the Executive Committee. 

 
7. Other matters affecting budgets 
 

Heads of Service are responsible for alerting the Director of Resources of any 
issues with the potential to affect revenue or capital budgets or resources in 
the current year or future years, and where significant the Director of 
Resources will report such matters to the Executive Committee at the 
appropriate time. 

 
No recurring expenditure will be committed that would take the General Fund 
or Housing Revenue Account in excess of the agreed budget, without a 
supplementary budget agreed by Full Council following Executive Committee 
recommendation. 
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Section 8: Procuring and paying for Works, Supplies and Services 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The letting of public contracts should be done with demonstrable transparency and in 
accordance with Council policies, including the policy on fraud and corruption.  It is 
essential for maintaining public confidence that the Council and its officers are seen 
to act with complete fairness and impartiality in the letting of contracts. 
 
The Council has a statutory duty to achieve best value for money, partly through 
economy and efficiency.  The Council’s procedures should help to ensure that 
services obtain value for money from their purchasing arrangements.  All of the 
Council’s procurement and payment activities must be in compliance with the 
provisions of the Bribery Act 2010. 
 
In compliance with the Public Services (Social Value) Act 2012, all major 
procurement shall recognise the impact of the social and economic well-being of the 
Borough and in particular ensure that, wherever possible, procurement supports the 
local economy.  Whilst looking at Social Value the Best Value duty remains 
throughout. 
 
These Regulations should be read in conjunction with the Council’s Contract 
Standing Orders. 
 
For procurement, the adopted principle is that the Council aims to deliver value for 
money when procuring goods and services.  This is balanced with consideration to 
sustainability, the local economy and fair competition to all providers. 
 

 
1. Placing Orders for Works, Supplies and Services 

 
a. The Contract Standing Orders contain the Council’s procurement rules 

and thresholds for low value procurement, sub-threshold procurement 
and above threshold procurement. 

b. The Contract Standing Orders apply to all procurement activities. 
c. All officers entering into contractual arrangements must enter the 

necessary information into the Council’s electronic contract register. 
d. For all procurements above the sub-threshold a Procurement Checklist 

is required. 
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2. Other contract terms 
 

Heads of Service will: 
 
a. in consultation with the Director of Resources include in every contract 

appropriate clauses to cover financial and insurance requirements, and 
to provide sufficient security for due performance 

 
b. put in place adequate procedures for the effective cost control of all 

contracts 
  

3. Receipt of Works, Supplies and Services 
 

Heads of Service will put in place adequate systems for verifying the 
performance of work or the receipt of supplies and services. In particular 
controls will be established to ensure that: 
 
a. the work done or supplies and services received are as specified 
b. the quality or workmanship is of the required standard 
c. the expenditure has been duly authorised, is properly payable by the 

Council and is within budget estimates 
d. the price to be paid is correct 
e. the account has not previously been passed for payment 
f. appropriate entries have been made in inventory, stock or other 

records 
g. the account is arithmetically correct 

 
4. Payment for Works, Supplies and Services 
 

a. Heads of Service will make adequate and effective arrangements 
approved by the Director of Resources for checking and certifying 
invoices and other requests for payment without undue delay. 

b. All certified invoices will be dealt with in a manner set by the Director of 
Resources and will, where possible, quote the Council’s official 
purchase order number. 

c. The Director of Resources or their representative has the right to 
perform checks against any invoice, before or after payment, to ensure 
correct procedures have been applied. 

d. The Director of Resources will decide the most effective way for the 
Council to make payments; payments may only be made by direct 
debit with the prior approval of the Director of Resources, Accountancy 
Services Manager or Financial Services Manager. 

e. Proforma invoices will only be used for the purposes approved by the 
Director of Resources. 

f. Minor items of expenditure, up to a limit set by the Director of 
Resources, may be paid under petty cash procedures determined by 
the Director of Resources. 

 
5. General 
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a. Every Member and officer engaged in contractual or purchasing 
decisions on behalf of the Council will declare any links or personal 
interests they may have with purchasers, suppliers and contractors, 
and will comply with the provisions of the appropriate Codes of 
Conduct. 

b. Heads of Service will ensure that the final account is cleared by 
Internal Audit before any retention is paid. 

c. Heads of Service will ensure that the duties of ordering works, supplies 
or services, receiving them, certifying and approving for payment are 
not performed by the same officer. 

d. All Information Technology hardware and software acquisitions must 
be made in consultation with the IT Manager and for financial systems 
or those that interact with such systems, with the additional approval of 
the Director of Resources. 
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Section 9: Work carried out for others 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Legislation enables the Council to provide a range of services to other bodies.  Such 
work may help maintain economies of scale and existing expertise.  It may also be 
helpful to share the Council’s facilities, expertise and resources with others under 
partnership arrangements.  Effective controls should be in place to ensure that any 
risks associated with such work are minimised and that the work falls within the 
Council’s statutory powers. 
 

 
1. Financial Regulations apply equally to any service carried out by the Council 

on behalf of any other Council, body or person.  Heads of Service will not set 
up partnership or other arrangements with external parties to operate in 
conflict with these Regulations as far as the Council’s involvement is 
concerned. 

 
2. Heads of Service will: 
 

a. properly assess the financial implications of the proposal prior to 
commitment following consultation with the Director of Resources 

b. draw up contracts having regard to the Council’s powers, relevant 
policies and protocols and in compliance with any insurance or other 
requirements of the Director of Resources 

c. have regard to the Contract Standing Orders and other requirements of 
the Director of Resources. 
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Section 10: External funding and partnership arrangements 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Partnerships play a key role in delivering community strategies and in helping to 
promote and improve the well being of the Borough.  The Council works in 
partnership with others - public agencies, private companies, community groups and 
voluntary organisations - and its distinctive leadership role is to bring together the 
contributions of the various stakeholders.  The Council will mobilise investment, bid 
for funds, champion the needs and harness the energies of local people and 
community organisations.  It will be measured by what it achieves in partnership with 
others. 
 
Partnerships can provide ways to access new resources and share risk.  They can 
also lead to innovative and improved ways of delivering services whilst forging new 
relationships.  Whilst external funding is a very important source of income, funding 
conditions need to be carefully considered to ensure they are compatible with the 
aims and objectives of the Council.  In some instances, tight specifications may not 
be flexible enough to link to the Council’s overall plan. Also, new ways of working 
can increase the Council’s exposure to fraud and to irregularities in the operation of, 
for example, VAT, insurances, and pay. 
 

 
1. Bidding for external funding 
 

a. Heads of Service will seek external resources only to further the 
priorities and aims of the Council. 

b. Before making a bid for resources which, if successful, would require 
any financial commitment from the Council, Heads of Service will 
ensure that appropriate budgets have been approved or earmarked in 
accordance with these Regulations. 

c. In working up bids, Heads of Service will use appropriate project 
appraisal processes to assess the viability of the project in terms of 
resources, staffing and expertise, to identify and assess all potential 
risks, and to ensure achievement of the required outcomes. 

 
2. Setting up partnerships 
 

a. Heads of Service will agree and formally accept the roles and 
responsibilities of each of the partners involved in a project before the 
project commences. 

b. Where the Council is to be the lead partner or the accountable body 
where other public funds are involved, the responsibilities of the 
Council and the obligations of the various partners are to be clearly 
defined and understood.  Heads of Service will consult the Director of 
Resources on: 
 
 
i. any financial control, insurance and audit requirements including 
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physical access to be incorporated in the partnership 
arrangements 

ii. the overall financial implications for the Council. 
 
c. Prior to entering into any commitment, the relevant Heads of Service 

will ensure that any match funding or other financial obligations of the 
Council are provided for within revenue or capital programmes and that 
arrangements are made for future years’ financial provisions to reflect 
these obligations.  This should include any audit and other 
consequential fees as appropriate. 

 
3. Working with partners 
 

a. These Financial Regulations and the Council’s Contract Standing 
Orders will apply equally to any orders for works, goods or services 
which are the responsibility of the Council under the partnership 
arrangements. 

b. Heads of Service will ensure that all formal contracts are referred to 
Internal Audit for the proper stage checks to be performed and as soon 
as the final account is agreed, before any retention is paid.  For all 
contracts awarded under the Council’s Contract Standing Orders the 
responsible Officer will complete the Procurement Checklist. 

c. The relevant Heads of Service will comply with any key conditions of 
funding and any statutory requirements. 

d. Any variation in resources to be contributed by the Council, or in the 
overall resources of the partnership where the Council is the 
accountable body, will be dealt with in the same way as other budget 
variations as set out in Section 7 (Budgetary Control). 

e. The relevant Heads of Service will ensure that any financial control, 
insurance and audit requirements of the partnership are met. 

f. The relevant Heads of Service will communicate regularly with the 
other partners throughout the project so that problems are identified 
and shared to achieve their successful resolution. 
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Section 11: Income 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
It is essential that all income due to the Council is identified, collected, receipted and 
banked promptly.  To achieve this it is necessary to put effective income systems in 
place. 
 
It is preferable to obtain income in advance of supplying goods or services as this 
improves the Council's cash flow and also avoids the time and cost involved in 
administering debts. 
 

 
1. General 
 

Heads of Service will implement arrangements made by them under this 
Section only with the approval of the Director of Resources. 

 
2. Prompt identification of sums due to the Council 
 

Heads of Service will make adequate and effective arrangements for the 
prompt identification of all sums due to the Council. 

 
3. Prompt recording in the Council’s accounts of all sums due 
 

a. Heads of Service will make adequate and effective arrangements for 
recording all sums due in the Council’s accounts. 

b. Apart from local taxes, housing rents, fines and licences, accounts for 
sums due may only be raised on the Council’s corporate debtors 
system unless alternative arrangements have been approved by the 
Director of Resources. 

 
4. Collection and receipting of all income 
 

a. Heads of Service will make adequate and effective arrangements for 
the collection and receipting of all income and for the security of all 
cash and other valuables having regard to agreed insurance limits for 
locked safes. 

b. Heads of Services will only introduce new methods of collection after 
consultation and approval of the Director of Resources. 

c. Acknowledgement for money received must only be made on official 
Council receipts or other form authorised by the Director of Resources 
for that purpose. 

d. Books and forms relating to the collection of income due to the Council 
will be kept in a manner set by the Director of Resources. 

 
 
 
5. Banking of income 
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Heads of Service will make arrangements with the Director of Resources for 
the prompt and secure transfer of cash from the Council’s offices and facilities 
to the Council’s bankers. 

 
6. Reconciliation of income 
 

Heads of Service will make adequate and effective arrangements for the 
sums collected and banked to be reconciled with the records of sums due. 
 

7. Debt recovery 
 

In all cases Heads of Service will take prompt and appropriate actions to 
recover all sums overdue to the Council. 

 
8. Writing off sums due 
 

a. Heads of Service are responsible for recommending the write off of 
irrecoverable debts to the Director of Resources. 

b. Where an individual debtor owes the Council no more than £25,000 
(Borough share), the Director of Resources may approve the write off 
of that debt where there is satisfactory evidence that it is irrecoverable.  
In any other case, the debt may be written off only with the approval of 
the Executive Committee. However, there may be occasions when an 
immediate write off decision above £25,000 is necessary, for example 
at year end, to enable the completion of the final accounts within the 
statutory timescale. In such cases the Director of Resources will have 
authority to approve a maximum Business Rate write off of £62,500. 

c. The Director of Resources will report annually the total amount written 
off to the Executive Committee. 

 
9. Reviews of fees and charges 
 

a. Heads of Service will, in consultation with the Director of Resources, 
review all fees and charges at least annually in accordance with 
guidelines approved by the Executive Committee.   

b. Heads of Service are responsible for revised fees and charges being 
correctly implemented from the authorised date. 

 
10. Segregation of duties 
 

The duty of providing information, calculating, checking and recording sums 
due to or from the Council will be separated as completely as possible from 
the duty of collecting such sums. 

 
 
 
 
11. Revenues and Taxation 
 
 The Director of Resources is responsible for: 
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a. Setting the Council Tax Base. 
b. Calculating the Council Tax Requirement. 
c. Calculating the Council Tax as required by legislation; by Parish and by 

Band. 
d. The award of mandatory or discretionary, exemptions, disregards and 

discounts. 
e. Council Tax billing. 
f. The collection and recovery of Council Tax due. 
g. Applying any applicable or relevant changes in the Housing Benefit 

Regulations to the Local Council Tax Reduction Scheme. 
h. Determining, assessing, awarding and paying Housing Benefit and 

Council Tax Support. 
i. Dealing with all matters relating to the Business Rate Retention Scheme 

and agency arrangements, including billing, collection, recovery and the 
award of mandatory or discretionary, exemptions and reliefs. 

j. Determining membership of the Cumbria Business Rate Pool. 
k. Payment of precept demands. 

7. Business Improvement District (BID) 

The Director of Resources is responsible for: 

a. BID levy billing. 
b. The collection and recovery of BID levy due. 
c. Payment of the levy collected to the BID. 
d. Recovering the cost of administering the BID billing and collection 

process. 
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Section 12: Value Added Tax 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Value Added Tax (VAT) is a tax applied to many of the goods and services the 
Council either buys in or supplies to others.  VAT therefore impacts on many of the 
Council’s financial transactions.  Whilst generally speaking the Council is able to 
reclaim the VAT it pays on buying in goods and services, this ability is limited in 
relation to certain types of services made by the Council.  VAT is a very complex tax, 
particularly where it relates to land and property transactions and partnership 
arrangements.  It is essential that the VAT implications of all major projects, 
partnership arrangements and land and property transactions be evaluated well in 
advance of commitments being made.  If this is not done the Council could be faced 
with a substantial irrecoverable VAT bill that is both unplanned and unbudgeted.  Her 
Majesty’s Revenues and Customs (HMRC) also have the power to impose penalties 
(fines) for late or non-compliance with VAT rules. 
 

 
1. The Director of Resources is responsible for the determination of all 

arrangements for the collection, recording, payment and recovery of VAT. 
 
2. The Director of Resources will: 
 

a. maintain complete and accurate accounting records of all the Council’s 
VAT transactions 

b. submit the Council’s VAT return to HMRC monthly in accordance with 
statutory deadlines 

c. prepare the Council’s partial exemption calculation as at the end of 
each financial year 

d. conduct all negotiations with HMRC in respect of VAT matters affecting 
the Council 

e. provide guidance, advice and training to Council staff on all aspects of 
VAT as they affect the Council 

 
3. Heads of Service will: 
 

a. properly account for VAT on all transactions under arrangements 
determined by the Director of Resources 

b. consult the Director of Resources in all cases where the VAT treatment 
of any transaction is unclear so that the matter can be reviewed and 
appropriate treatment determined 

c. consult the Director of Resources in all cases where new projects, 
schemes or services are proposed, well in advance of commitments 
being made, so that any impact on the Council’s VAT position can be 
assessed and any necessary action taken to protect the Council’s VAT 
recovery position 

 
d. co-operate with any VAT inspector and give access at all reasonable 
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times to premises, personnel, documents and assets which they 
consider necessary for the purposes of their work 

 

 
Examples of activity with potential VAT implications 
 
Examples of the types of new activity that could have an impact on the Council’s 
VAT position are shown below. However this list is not exhaustive and consultation 
should take place when any new or innovative scheme is proposed: 
 

- a new service 
- a significant extension to an existing service 
- a capital new-build scheme 
- a land or property transaction, including any involving a land exchange 
- a new or extended partnership arrangement 
- a scheme involving third party funding 
- an agency arrangement 
- any scheme where there is consideration in kind 
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Section 13: Banking  
 

 

WHY ARE THESE REGULATIONS IMPORTANT? 
 

The Council has a duty to ensure that all monies are properly safeguarded and only 
utilised for authorised purposes.  It is therefore necessary to have controls to ensure 
the proper authorisation and control of all bank accounts, all payments made from 
them and all income deposited into them. 
 

 

1. Operation of bank accounts 
 

a. The Director of Resources is responsible for opening, closing and 
operating all bank accounts and related facilities in the Council’s name. 

b. All communications with the Council’s bankers concerning its bank 
accounts and any changes in banking arrangements will be made 
under arrangements approved by the Director of Resources. 

 

2. Authorisation of signatories 
 

Only officers personally mandated by the Director of Resources may 
authorise payments and other documents transferring funds out of the 
Council’s bank accounts. 

 

3. Payments from Council bank accounts 
 

a. All payments from the Council’s bank accounts will be, so far as is 
practicable, made by automated bank transfer but the Director of 
Resources may exclude from this regulation such payments as the 
Director of Resources may consider appropriate from time to time. 

b. No payments will be made from the Council’s bank accounts unless 
approved personally by a signatory authorised in accordance with (2) 
above. 

 

4. Custody of banking facilities 
 

Banking facilities will be held by the Director of Resources, Accountancy 
Services Manager and Financial Services Manager for use only in exceptional 
cases. 

 

5. Banking of income 
 

Heads of Service will make arrangements with the Director of Resources for 
the prompt and secure transfer of cash from the Council’s offices and facilities 
to the Council’s bankers. 

 

6. Reconciliation 
 

The Director of Resources will regularly and promptly reconcile the Council’s 
bank accounts with the accounting records. 
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Section 14: Security and Inventories 
 

 

WHY ARE THESE REGULATIONS IMPORTANT? 
 

The Council holds assets in the form of land and buildings, fixed plant, vehicles and 
machinery, furniture and equipment, software and data, cash and other items of 
value.  It is important that assets are used efficiently in service delivery, that they are 
adequately insured and that there are arrangements for the security of both assets 
and information required for service operations.  Up to date records are a 
prerequisite for sound asset management.  See also Sections 15 (Stocks) and 17 
(Insurances). 
 

 

1. Proper use of the Council’s resources 
 

Resources are to be used solely for the purposes of the Council and are to be 
properly accounted for. 

 

2. Asset Register 
 

The Director of Resources is responsible, in consultation with other Heads of 
Service, for the compilation and maintenance of the Council’s official 
accounting Asset Register covering land and property and other fixed assets. 
 
Officers involved in the disposal of Council assets will: 
a. comply with the legal requirements of the Head of Legal and 

Governance and Director of Resources 
b. comply with the financial and accounting requirements of the Director 

of Resources 
 

3. Inventories 
 

a. Each Head of Service is responsible for maintaining an inventory of 
moveable assets under procedures determined by the Director of 
Resources. 

b. Inventories are to be reviewed at least once each year with an updated 
schedule retained by the Heads of Service and copied to the Director 
of Resources. 

 

4. Security 
 

a. Heads of Service will make proper arrangements for: 
i. the security of all buildings and other assets under their control 
ii. the safe custody of all documents held as security 
iii. keys to safes and similar receptacles for valuables to be kept in 

secure places 
 

b. The security of personal possessions in the work environment is the 
responsibility of the owner.  The Council will accept no responsibility for 
the security of any items not necessary for the services of the Council. 
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Section 15: Stocks 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
It is important that the stocks held by the Council are safeguarded and used 
efficiently in service delivery.  There therefore needs to be adequate arrangements 
for the receipt, security and issue of stocks and for the disposal of surplus or 
redundant items. 
 

 
1. Receipt, Control and Custody 
 

Heads of Service will make adequate and effective arrangements for the 
custody, care and physical control of all stocks in their departments. 

 
2. Stocks Records 
 

a. In consultation with the Director of Resources, Heads of Service will 
maintain adequate records of all issues and other movements of 
stocks. 

b. Heads of Service will provide to the Director of Resources each year a 
stock certificate detailing stocks and stores in hand at 31st March. 

 
3. Maintenance of stocks 
 

a. Heads of Service will maintain stocks at reasonable levels, agreed with 
the Director of Resources, and subject them to a regular independent 
physical check. 

b. All discrepancies will be investigated, pursued to a satisfactory 
conclusion and removed from the Council’s records by making stock 
adjustments as necessary.  Gains and losses resulting from stock 
adjustments will only be written off or adjusted in the records under 
arrangements approved by the Director of Resources. 

 
4. Disposal of surplus, obsolete or redundant stocks or equipment 
 

Heads of Service will ensure that all stocks and equipment no longer required 
are disposed of economically and accounted for under arrangements 
approved by the Director of Resources. 

 
5. Delegation 
 

All staff responsible for stocks are required to take an uninterrupted holiday of 
at least two weeks duration in each financial year. 
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Section 16: Cash Holdings 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
It is important that all cash held by Council departments is safeguarded and used 
effectively in service delivery.  There therefore needs to be adequate arrangements 
for the receipt, security and issue of petty cash reimbursements and the security of 
all cash floats held in Council departments. 
 

 
1. Receipt, Control and Custody 
 

Heads of Service will make adequate and effective arrangements for the 
custody, care, security and physical control of all petty cash and cash floats in 
their departments. 

 
2. Petty Cash and Cash Float Records 
 

a. In consultation with the Director of Resources, Heads of Service will 
maintain adequate records of all petty cash reimbursements and float 
replenishments. 

b. In consultation with the Director of Resources, Heads of Service will 
maintain effective control and security over till floats and change floats 
held in their departments. 

c. Heads of Service will provide to the Director of Resources each year a 
cash imprest certificate detailing all floats and vouchers in hand at 31st 
March. 

 
3. Maintenance of floats 
 

a. Heads of Service will maintain cash floats and subject them to a 
regular independent physical check by their officers. 

b. Petty cash floats will be reimbursed monthly. 
c. All discrepancies will be investigated and pursued to the Director of 

Resources’ satisfaction. 
 
4. Delegation 
 

a. Every transfer of official money from one officer to another will be 
evidenced in the record of the department concerned by the entry of 
the amount and signature of the receiving officer. 

b. Before an officer leaves the employment of the Council or ceases to be 
entitled to hold a cash float, the Head of Service will agree the 
unexpended balance and will submit a float replenishment; till and 
change floats will be balanced. 

c. All staff responsible for cash are required to take an uninterrupted 
holiday of at least two weeks duration in each financial year. 
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Section 17: Insurances 
 

 

WHY ARE THESE REGULATIONS IMPORTANT? 
 

The provision of insurance cover is one of the major methods of responding to 
corporate and service risks identified under the Council’s risk management 
arrangements. Cover can be arranged either externally with major insurance 
companies or through an internal insurance pool.  Accurate record keeping and 
timely provision of information are essential if the Council’s insurance cover is to be 
effective.  This Section should be read in conjunction with that relating to Risk 
Management (see Section 18). 
 

 

1. The Director of Resources is responsible for: 
 

a. effecting all insurance cover on a corporate basis, through external 
insurance or through internal self-insurance arrangements as the 
Director of Resources considers appropriate  

b. negotiating all claims in consultation with relevant Heads of Service 
where necessary 

 

2. Heads of Service will notify the Director of Resources immediately: 
 

a. of all new risks, properties, vehicles or other assets that require 
insurance 

b. of any alterations to such risks or assets affecting existing insurances 
c. should any of the Council’s assets be damaged, lost or stolen 
d. should any of the Council’s assets be relocated to different premises 
e. of any loss, liability, damage or personal injury that may lead to a claim 

against the Council 
 

and will provide any related information or explanation required within time 
scales determined by the Director of Resources. 

 

3. Heads of Service will ensure that no employee or other person covered by the 
Council’s insurances admits liability (orally or in writing) or makes any offer to 
pay compensation, because this may prejudice a proper assessment of the 
Council’s liability. 

 

4. Heads of Service will maintain proper records relating to insurances effected 
by the Council, under arrangements approved by the Director of Resources. 

 

5. Heads of Service will consult the Director of Resources on the terms of any 
indemnity that the Council is requested to give. 

 

6. Heads of Service will consult the Director of Resources to determine the 
minimum level of insurance cover required of any person or body (including all 
Council contractors) to indemnify the Council or to effect insurance cover in 
accordance with the Council’s requirements. 

 

7. The Director of Resources will ensure that insurers are subject to competitive 
tendering, possibly using brokerage services, at least once every five years. 
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Section 18: Risk Management 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The Council faces numerous risks: to people (including its employees), to property, 
to its reputation and to continuity of service delivery.  Risk is the threat that an event 
or action will adversely affect the Council’s ability to achieve its objectives and to 
successfully execute its strategies.  This will include both external and internal risks. 
Risk Management is the process by which risks are identified, evaluated and 
managed.  Risk management seeks to protect the Council and enable achievement 
of stated aims and objectives.  It also seeks to maximise the rewards that can be 
gained through effectively managing risk.  It is the responsibility of the Executive 
Committee to approve the Council’s risk management policy and strategy and of the 
Audit and Governance Committee to promote a culture of risk management 
awareness throughout the organisation. 
 
This Section should be read in conjunction with that relating to Insurance (see 
Section 17), which is just one tool used in the control of organisational risk. 
 

 
1. The Executive Committee will approve the Council’s corporate risk 

management policy and strategy. 
 

2. The Audit and Governance Committee will promote a culture of risk 
management awareness. 

 

3. The Chief Executive will: 
 

a. develop risk management processes and procedures to assist in the 
identification, assessment, reduction and control of material risks 

b. undertake regular monitoring and review of the corporate and service 
arrangements for effective risk management 

c. regularly report the status of monitoring arrangements to the Audit and 
Governance Committee 

 

4. Heads of Service are responsible: 
 

a. for risk management within all areas under their control, having regard 
to appropriate advice from the Chief Executive 

b. for carrying out regular reviews of risk, risk reduction strategies and the 
operation of appropriate controls (including business continuity plans) 
within their departments 

 

5. Heads of Service will consult the Director of Resources on the terms of any 
indemnity that the Council is requested to give. 

 

6. Heads of Service will promptly notify the Chief Executive of all new risks that 
are material, as they are identified. 
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Section 19: Internal Audit 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The requirement for an Internal Audit function for local authorities is implied by 
Section 151 of the Local Government Act 1972, which requires that authorities 
“make arrangements for the proper administration of their financial affairs”.  The 
Accounts and Audit Regulations more specifically require that a “relevant body will 
maintain an adequate and effective system of Internal Audit of their accounting 
records and control systems”. 
 
Accordingly, Internal Audit provides one aspect of an independent and objective 
assurance in the review of the system of internal control as a contribution to the 
proper, economic, efficient and effective use of resources.  In fulfilling this 
responsibility the Internal Audit service comply with best practice as set out by 
CIPFA’s Code of Practice for Internal Audit in Local Government, the Institute of 
Internal Auditors and the Public Sector International Auditing Standards. 
 

 
1. The Director of Resources will ensure that the Internal Audit service is 

independent in its planning and operation.  Clear and detailed terms of 
reference will exist for the Internal Audit service, which will be approved and 
regularly reviewed by the Audit and Governance Committee. 

 
2. The Director of Resources or their authorised representative will have 

authority to enter at all reasonable times any offices, premises or land under 
the control of the Council and will have unrestricted access to all records, 
documents and correspondence relating to any matter under consideration, 
without limitation. 

 
3. All staff and contractors will provide such information and explanations as the 

Director of Resources considers necessary and will produce upon demand 
cash, stocks, documents or other property of the Council under their control. 

 
4. Heads of Service will comply with all requests for evidence and specifically in 

relating to contracts awarded under the Contract Standing Orders.  Heads of 
Service will ensure that the final account of a staged payment contract is 
cleared by Internal Audit before any retention is paid 

 
5. Heads of Service, Senior Managers and other staff will immediately notify the 

Internal Audit service on behalf of the Director of Resources upon discovery or 
suspicion of any financial irregularity, whether affecting cash, stocks, property, 
financial records or otherwise.  The Director of Resources will notify the Chief 
Executive in all significant cases. 

 
6. The Council will set out in policy documents its approach to fraud, bribery and 

corruption and to “whistleblowing” (see also Section 20). 
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7. The Internal Audit service will operate an independent fraud hotline for the 
Council.  This will be available to officers and members of the public. 

 
8. Copies of all final audit report summaries will be considered by the Audit and 

Governance Committee. 
 
9. The Head of Internal Audit has direct access to the Chief Executive, to all 

levels of management, to the Chairman of the Audit and Governance 
Committee, the Leader of the Council and the External Auditor. 
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Section 20: The Council Acting Against Fraud 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
The Council is determined to prevent its involvement in activities of fraud and 
corruption.   In order to ensure that, not only, does it minimise opportunities for fraud 
and corruption to go undetected, but that waste of resources is also minimised, the 
Council has established an Anti-Fraud and Corruption strategy. 
 
Members and officers are required to make declarations of interests and influences. 
 
Within the Council framework the Audit and Governance Committee have a role in 
promoting the Council’s position against fraud, bribery and corruption, by reviewing 
Council business and the implementation, by officers, of Council decisions.  In 
addition the Audit and Governance Committee remit includes the standards of 
conduct for Members. 
 
Internal Audit and External Audit are key partners in the effective review of anti-fraud 
and corruption measure that the Council has put in place. 
 

 
1. The principles of public life apply to anyone who works as a public office 

holder.  This includes all those who are elected or appointed to public office, 
nationally and locally, and all people appointed to work in the civil service, 
local government, the police, courts and probation services, NDPBs, and in 
the health, education, social and care services.  All public office holders are 
both servants of the public and stewards of public resources.  The principles 
also have application to all those in other sectors delivering public services.  
The principles are: 
 
a. Selflessness 
b. Integrity 
c. Objectivity 
d. Accountability 
e. Openness 
f. Honesty 
g. Leadership 

 
2. Members and officers make declarations about interests and influences.  All 

Members annually declare their direct interests, which are recorded in a 
register held by Democratic Services and are available for public inspection. 
Members are required to notify any change in their interests within 28 days of 
that change.  Officers are required to register their interests and influences 
with the HR department. 

 
3. The Audit and Governance Committee is responsible for promoting and 

maintaining high standards of conduct for elected members. 
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4. Internal Audit review, through a risk assessment and significance analysis 
process, the services and functions of the Council to assist in ensuring the 
adequacy of the Council’s internal control environment.  In addition they 
perform periodic spot checks to ensure established controls remain in place. 

 
5. Whistleblowing 
 

a. The Public Interest Disclosure Act 1998 promotes responsible 
whistleblowing and provides protection for employees and members 
who raise concerns internally and then where appropriate externally. 

b. All reported concerns (except for reports relating to housing benefit or 
council tax support – see c.) will be confidentially investigated by 
Internal Audit.  

c. Reports relating to housing benefit will be passed to the DWP. Reports 
relating to council tax support will be investigated by the Revenues and 
Benefits department where appropriate. 

d. Where investigations show the probability of abuse, the matter and 
findings should be referred to the Director of Resources (unless the 
Director of Resources is seen to have a substantial interest in the 
abuse) who will determine, in consultation with the Chief Executive, any 
follow up action including sanctions and prosecution where appropriate. 

6. Bribery Act 2010 

 
The Bribery Act 2010 came into force on the 1st July 2011.  It has created a new 
corporate offence of failing to prevent bribery by third party service providers, to 
which there is a complete defence of having in place adequate procedures designed 
to prevent service providers from engaging in bribery. 
 

a. Principal bribery offences 
This is giving, offering, receiving and accepting bribes; this covers any 
advantage given to a person in the course of their work or public 
function to get that person to behave improperly (usually to show favour 
in circumstances in which the person should not be showing favour). 

b. Secondary bribery offences 
This is the offence of “failure to prevent bribery” when a third party 
service provider gives a bribe with the intention of benefitting the 
Council.  If adequate procedures designed to prevent bribery are in 
place, then this is a complete defence.  The onus is on the organisation 
to prove that it had adequate procedures. 
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Section 21: External Audit and Inspection 

 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Public Sector Audit Appointments Ltd began appointing external auditors to each 
Council from the 1st April, 2015, and the Council has continued to opt into that 
national procurement ever since. The basic duties of the external auditor are 
governed by statute. 
 
The Council may from time to time also be subject to audit, inspection or 
investigation by various other external bodies.  The External Auditor, government 
department inspectorates and bodies such as HMRC and the Inland Revenue have 
statutory rights of access.  Rights of access are also sometimes granted under 
contractual arrangements, including partnerships where the Council is not the lead 
body.  It is important that all officers of the Council respond to external scrutiny in a 
timely, professional and helpful manner. 
 

 
1. The Director of Resources will facilitate the co-ordination of the work of 

internal and external audit together with ensuring appropriate consideration of 
External Audit reports by the Audit and Governance Committee. 

 
2. External Auditors began to be appointed by Public Sector Audit Appointments 

Ltd from the 1st April, 2015, and the Council has continued to opt into that 
national procurement ever since.  The External Auditors have specific 
responsibilities in relation to the Council’s accounts, corporate governance 
arrangements and value for money: 
 
a. For the audit of the Council’s financial statements. 
b. For the Council’s Annual Governance Statement. 
c. For the Council’s arrangements for securing economy, efficiency and 

effectiveness in its use of resources. 
 

The External Auditors provides other services, in particular the audit of 
external grants claims. 

 
3. Co-ordination of all other inspection and independent review work will be the 

responsibility of the relevant Heads of Service. 
 
4. Heads of Service will give External Auditors and any other inspectors’ access 

at all reasonable times to premises, personnel, documents and assets which 
they consider necessary for the purposes of their work. 
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Section 22: Treasury Management and Leasing 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Treasury Management is in place to provide assurance that the Council’s money and 
overall cash flow are properly managed, in a way that balances risk with return but 
with overriding consideration being given to the security of investments. 
 
The signing of leases and other forms of credit can have a wider financial impact 
than just the rental payments.  It is therefore necessary that the Director of 
Resources be given the opportunity to evaluate the costs of any potential agreement 
before it is legally binding. 
 

 
1. General 
 

The Director of Resources is responsible for all investment, borrowing and 
leasing undertaken in the name of the Council. 

 
2. Treasury Management 
 

The Director of Resources will: 
 

a. prepare annually a Treasury Management Policy Statement setting out 
the duties of Members and officers covering all aspects of treasury 
management for consideration by the Executive Committee and 
recommendation to Full Council 

b. prepare annually a Treasury Management Strategy setting out the 
Council’s strategy for consideration and approval by the Executive 
Committee 

c. prepare annually an Investment Strategy for consideration and 
approval by the Executive Committee 

d. recommend to the Council, before the commencement of each 
financial year (when setting the budget) a range of Prudential 
Indicators, including borrowing limits, to be set for that financial year in 
accordance with statute and the CIPFA Prudential Code 

e. arrange the borrowing and investments of the Council in such a 
manner as to comply with the CIPFA Code of Practice on Treasury 
Management and the Council’s Treasury Management Policy 
Statement and its annual Strategy 

f. make all investments, borrowings and other financing transactions only 
in the name of the Council 
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3. Leasing and Similar Credit Arrangements 
 

Leasing and other similar credit arrangements, including new or extended 
leases of land and property, may only be entered into with the written consent 
of the Director of Resources.  Such arrangements may be defined for this 
purpose as any lease, contract hire or other contract or series of contracts 
under which the use of an asset is obtained in exchange for a series of 
payments which extend beyond the end of the following financial year. 
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Section 23: Pay and Conditions of Employment 
 

 
WHY ARE THESE REGULATIONS IMPORTANT? 
 
Staffing costs are the largest single item of expenditure for most Council services.  It 
is therefore important that payments are accurate, timely, made only where they are 
due and that payments accord with individuals’ conditions of employment.  It is also 
important that all payments are accurately and completely recorded and accounted 
for and that Members’ allowances are paid in accordance with the scheme adopted 
by Full Council. 
 
Like all organisations, the Council is responsible for ensuring its tax affairs are in 
order. Tax issues are often very complex and the penalties for incorrectly accounting 
for tax can be severe.  It is therefore important for all officers to be aware of their 
role. 
 

 
1. General 
 

Terms and conditions of employment are to be determined by the Council and 
the Director of Resources.  The Director of Resources is responsible for the 
administration of all arrangements for the payment of salaries, pensions, 
travel and subsistence claims and other emoluments to existing and former 
employees, and for all related matters. 

 
2. Deductions from Pay 
 

The Director of Resources will make proper arrangements for all statutory and 
other deductions from pay, including tax, national insurance and pension 
contributions, and payment of such sums to the bodies concerned. 

 
3. Terms of employment 
 

Heads of Service will promptly notify the Director of Resources of: 
 
a. the terms and conditions applying to new contracts of employment 
b. any changes or events affecting the salaries, wages or emoluments of 

the Council’s employees 
c. all resignations, retirements and terminations of employment 

 
4. Provision of Information 
 

Heads of Service will provide to the Director of Resources: 
 
a. all relevant information in an agreed format and within agreed time 

scales to enable the prompt and accurate payment of all elements of 
pay 

b. notification of the impending departure of any employee.  
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5. Members’ Allowances 
 

Payments to elected Members of the Council will be made by the Director of 
Resources in accordance with the Council’s Members Allowances Scheme. 
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Section 24: Reports to Members 
 

 

WHY ARE THESE REGULATIONS IMPORTANT? 
 

New and changing policies of the Council result from consideration of reports from 
officers.  Policies could therefore be set on the basis of insufficient or misleading 
information if both the financial and risk management implications have not been 
considered, and if commitments are made these could lead to financial difficulties for 
the Council. 
 

 
1. Reports will only be put before the Council, Committees, Forum or Working 

Parties Members if the financial and risk management implications for the 
Council have been considered and presented fairly in the report.  Informal 
advice to Members will also have regard to any significant financial 
implications. 

 
2. Consultation will take place as appropriate between the authors of reports, the 

Director of Resources and any other Heads of Service affected, in good time 
for any financial and risk management implications to be properly identified. 

 
3. Where there are no financial or risk management implications or they are 

negligible, the report will say so. 
 

 

Examples of proposals with potential financial implications 
 

Broadly speaking any actual or proposed action or decision that affects the Council’s 
finances in any way has a financial implication. 
 

Listed below are examples of actions or decisions that are likely to have a financial 
implication. However this list is not exhaustive and it should be borne in mind that 
other areas of action or decision will undoubtedly have financial implications too. 
 

 Anything that affects the current year’s budget or capital programme, for 
example: 
 a new service 
 an improved service level 
 cessation of a service 
 a reduction in service level 
 a new capital project 
 

 Anything that affects the budget or capital programme of future years, for 
example: 
 ongoing net cost of a new or improved service 
 ongoing net revenue cost of a new capital project 
 reduced ongoing effect of service cessation or reduction 
 reduced ongoing effect of the sale or disposal of a capital asset 
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 Anything that affects the Council’s level of income, for example: 
 an increase or reduction in charges 
 introduction of a charge for a service currently provided free 
 free provision of a service currently provided at a charge 

 
 Anything that affects the Council’s ability to recover VAT, for example: 

 provision of a new exempt or partly exempt service 
 a new capital project or existing capital asset to be used for exempt or partly 

exempt purposes 
 transfer of a service or undertaking to another body 
 See Section 12 for more detail 
 

 Anything that affects the Council’s entitlement to government grant, for example: 
 action which may result in an increase or reduction of grant entitlement 
 

 Anything that enables the Council to attract outside funding from any source, for 
example: 
 a new partnership 
 a new third party funding arrangement or a new agency arrangement 
 

 Anything that could potentially expose the Council to legal action, government 
surcharge or other financial penalty, for example: 
 an action which could be subject to legal challenge 
 an action which could lead to fines or penalties being imposed on the Council 
 

 Any action that may result in the payment of redundancy or other staff severance 
costs, for example: 
 cessation of a service leading to a surplus of staff 
 reduction in a service level leading to a surplus of staff 
 externalisation of a service (including where TUPE applies) 
 

 Any action that would affect the market value of a Council asset, for example: 
 a reduction in the maintenance level of an asset leading to a lower asset 

value 
 

 Any action likely to increase the Council’s insurance costs, for example: 
 the use of a Council asset for what is perceived to be a higher risk purpose 
 a worsening claims record 
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