
 
 

 

ANDOVER TOWN COUNCIL 
 
 

 

    Constantia Basis Virtutum 

 
To the Members of the Policy and Resources Committee: 
 

 
(copies to all other Members of the council) 
 

You are hereby summoned to attend a meeting of the POLICY and RESOURCES Committee to be held at the 
Upper Guildhall, High Street, Andover on Thursday 27 July 2017 at 7.00 pm when it is proposed to transact the 
following business:- 

 
Wendy Coulter - Town Clerk 
21 July 2017 
 

 

 

1 APOLOGIES FOR ABSENCE 
To receive and accept apologies for absence. 

2 DECLARATIONS OF INTEREST 
To receive and note any declarations of interest relevant to the agenda. 

3 MINUTES 
To agree the minutes of the Policy and Resources Committee meeting held on 8 June 2017 – attached at  
Appendix A.   

4 PUBLIC PARTICIPATION 
There is an opportunity for members of the public to make statements or ask questions on items on the agenda or 
on other items relevant to the Town to which an answer will be given, or if necessary a written reply will follow or 
the questioner will be informed of the appropriate contact details. Each person is limited to 3 minutes and the total 
amount of time set aside will be 15 minutes.  

5 POTENTIAL EARMARKED RESERVES  
To consider a draft version of proposed Earmarked Reserves – proposals attached at Appendix B.  

6 OFFICES AND OPERATIONS  
 To receive an update on the progress of securing the tenancy for 68b High Street, Andover – Report attached at 

Appendix C.  
7 POLICIES FOR RECOMMENDATION AND ADOPTION  
 To consider recommending to full Council for approval the following policies: 

Parental Leave Policy – Appendix D.  
Shared Parental Leave Policy – Appendix E.   

8 PROGRAMME OF POLICY REVIEW 
 To note an updated Policy Review Programme – attached at Appendix F.  
9 DEFIBRILLATOR  
 A request has been received asked for the Town Council to match fund 50% of a defibrillator to be installed at Finkley 

Down and Picket Twenty (Community Association Hall) – to consider authorising the request.  
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To consider whether delegation should be given to the Town Clerk to authorise further purchases of AED’s and to 
set aside a Budget in 2018/2019. 

10 INTERNAL AUDIT REPORT AND ACTION PLAN 
 To receive the Internal Audit report for year ending 31 March 2017 and to recommend to full Council the Internal 

Auditors report and Action Plan – Report and Action Plan attached at Appendix G. 
11 CIVIC PROTOCOL  
 To consider a revised  Mayors Protocol as recommended by a Members Working Party held on Tuesday 18 July 2017 

– Appendix H. 
12 MAYORS EVENTS 2017 
 To approve Mayors Events for 2017/2018 – report attached at Appendix I.  
13 OUTSOURCING FUNCTIONS/TASKS 

Business Plan 
To set up a small Working Group to progress a Business Plan for the Town Council and to consider whether the work 
should be outsourced to an independent advisor.  
To report back to the Committee with findings and potential costs.  
Website 
To support the Website Working Group and request that they investigate whether the provision/review of the 
Website should be outsourced to an independent advisor. 
To report back to the Committee with findings and potential costs.  

14 FINANCIAL REGULATIONS – ACTION PLAN UPDATE 
To update Members on the implementation of the Financial Regulations Action Plan. 
To note progress and to access whether officers require further support to enable to Financial Regulations to be fully 
implemented. 
Updated Action Plan attached at Appendix J.  

15 FINANCE  
 Payments 

To approve payments up to 6 June 2017 – attached at Appendix K.  
To approve payments up to 25 July 2017 – to follow.  
Accounts  
To receive the quarterly accounts up to 30 June 2017 – to follow.  

16 COMMITTEE WORK PROGRAMME  
To discuss items on the current Committee work programme and to make changes as necessary – attached at 
Appendix L. 

 
The Chairman will close the meeting.  
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Constantia Basis Virtutum 

 

 
ANDOVER TOWN COUNCIL 

 
 

A 
Minutes of Policy and Resources Committee 

 
 

Time and date 
7.00pm on Thursday 8 June 2017.  

  
Place 
Upper Guildhall, High Street, Andover  

 

 
Details of Attendance: 
Cllr S Hardstaff (Chairman) (P) 
Cllr L Gregori (Vice Chairman) (P) 
Cllr Katherine Bird (P) (Arrived at 7.06pm) Cllr Len Gates (P)  Cllr Robin Hughes (A)   Cllr Richard Kidd (P) 
Cllr Michael Mumford (P) (Arrived at 7.10pm)  Cllr Veronika Pond (P) 

 
Officers Present: Wendy Coulter (Town Clerk) (taking the minutes) 

 

Also Present:  Borough Councillor John Cockaday 
    Borough and County Councillor Zilliah Brooks  
 
Members of the Public Present: 1 
 

PR 19/17 APOLOGIES FOR ABSENCE  
 Apologies for absence were received from Councillor Robin Hughes.  

PR 20/17 DECLARATION OF INTEREST  
 There were no declarations of interests.  

PR 21/17 MINUTES  
 The Chairman signed as a correct record the minutes of the Policy and Resources Committee meeting held on 

18 May 2017.   
Proposed by Cllr. R Kidd and seconded by Cllr. V Pond.  A vote was taken which was unanimous.  
RESOLVED: That the Minutes of the Policy and Resources Committee of 18 May 2017 be signed as a correct 
record by the Chairman.  

PR 22/17 PUBLIC PARTICIPATION  
 Mr N Long – Andover Resident 

Made a statement about his disapproval of a Town Mayor. 
He asked questions regarding costs of the Mayor and whether the current Town Mayor would make a 
personal guarantee that it would not impact on the Precept and increase costs for the Town Council.  
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Cllr S Hardstaff, Chairman of the Committee replied that as the question was complex he would respond to 
Mr Long in writing and the answer would be published in the minutes of the Committee meeting.  

PR 22/17 POTENTIAL EARMARKED RESERVES 
 Members noted a spreadsheet showing potential reserves at the year-end 31 March 2017. It was agreed that 

the Working Group would meet as soon as possible to work with the Clerk to make recommendations. 
PR 23/17 OFFICES AND OPERATIONS  
 It was noted that due to time restraints the Town Clerk asked Members permission to put in offer for rental of 

the property located at 68b High Street, prior to formal approval at Council on 22 June 2017. The Town Clerk 
reported that she had received confirmation on 8 June 2017 that the offer was being looked on favourably 
but no firm confirmation had yet been received. 
It was agreed that the Working Group would work with the Town Clerk to ensure due diligence for any 
contracts to be agreed.  
The Committee noted that it was the Clerk’s intention to submit a full report to Full Council once confirmation 
had been received.  

PR 24/17 POLICIES FOR RECOMMENDATION AND ADOPTION  
 Members received the following policies for review and recommendation to full Council:  

Maternity Leave and Pay policy (including relevant forms) 
It was proposed by Cllr L Gregori and seconded by Cllr M Mumford that the Maternity Leave and Pay Policy be 
recommended to full Council for adoption. A vote was taken which was unanimous.  
RESOLVED: That Maternity Leave and Pay Policy be recommended to full Council for adoption.  

PR 25/17 PROGRAMME OF POLICY REVIEW  
 Members noted a revised Programme of Policy review. It was noted that an extra column had inserted to 

indicate the original source for the policy and statutory dates for review had been checked and inserted.  
PR 26/17 AMENDMENT TO STANDING ORDERS 
 Members noted that a written report had not yet been prepared and therefore it was agreed that this item 

would be deferred to the next meeting on 27 July 2017.   
PR 27/17 ACCOUNTS FOR YEAR ENDED 31 MARCH 2017 
 Members received the Accounts for the Year Ended 31 March 2017.  

It was proposed by Cllr K Bird and seconded by Cllr M Mumford that the Accounts be recommended to full 
Council for approval. A vote was taken which was unanimous.  
RESOLVED: That the Accounts for the Year Ended 31 March 2017 be recommended to full Council for 
approval.  

PR 28/17 ANNUAL RETURN PREPARATION  
 Members received a draft copy of the Annual Return for the Year Ended 31 March 2017. Members noted that 

the Annual Return had not yet been seen by the Internal Auditor who was due to carry out the Internal Audit 
on Wednesday 14 June 2017.  
Members further noted that once the Internal Auditor had signed the Annual Return, it would then be sent to 
full Council for approval. 
It was proposed by Cllr K Bird and seconded by Cllr R Kidd that the Draft Annual return be noted and the 
Annual Return, once signed off by the Internal Auditor be recommended to full Council for approval. A vote 
was taken which was unanimous.  
RESOLVED: That the Draft Annual Return be noted and that the full Annual Return, once signed off by the 
Internal Auditor, be recommended to full Council for approval.  

PR 29/17 COMMITTEE REVIEW WORKING GROUP  
 Members were asked to confirm the Membership of the Committee Review Working Group which was called 

at the previous Committee meeting. 
Members noted that the following Councillors wished to be part of the Working Group:  
Councillors K Bird, L Gates, S Hardstaff, A Fitchet, P Crossman, L Bird, B Long and V Pond.  
It was proposed by Cllr L Gregori and seconded by Cllr R Kidd that the Membership of the Committee Review 
Working Group be approved. A vote was taken which was unanimous. 
RESOLVED: That the Membership of the Committee Review Working Group be approved as follows:  
Councillors K Bird, L Gates, S Hardstaff, A Fitchet, P Crossman, L Bird, B Long and V Pond.  

PR 30/17 CIVIC PROTOCOL  
 Members considered a Civic Protocol. 

Cllr L Gates suggested that the current Town Mayor declare an interest in the item. 
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The Town Mayor asked the Town Clerk for clarification. 
The Town Clerk explained that it was a generic policy and did not specifically apply to one person. The Civic 
Protocol would not provide the role of Town Mayor with any Pecuniary advantage.  
Cllr K Bird, the Town Mayor chose not to declare an interest.  
Members were concerned that there may be costs involved as the Protocol was currently written.  
Members noted that there was no provision in the Budget for 2017/2018 for any Civic Events.  
Members requested that the Town Clerk provide any possible costings for the Protocol and that it be 
reconsidered at the next meeting of the Policy and Resources Committee.  
It was proposed by Cllr M Mumford and seconded by Cllr L Gregori that the Draft Civic Protocol be brought 
back to the next Policy and Resources Committee meeting with any potential costings included. A vote was 
taken, 5 for and 2 abstentions.  
RESOLVED: that the Draft Civic Protocol be brought back to the next Policy and Resources Committee 
meeting with any potential costings included. 

PR 31/17 CHRISTMAS LIGHTS  
 Members were asked to consider additional costs for the Christmas Lights 2017.  

The Town Clerk explained that initial costs for repairs and improvements had already been submitted and 
approved by the Assets and Amenities Committee, however to comply with new Health and Safety Legislation 
and enable the Christmas Lights to be switched on remotely an additional 3 remote switches were required. 
Due to the time constraints and to enable work to be carried out in time, the request had been brought to 
Policy and Resources rather than waiting until the next Assets & Amenities Committee to be held on 13 July 
2017, which would leave little time for the work to be completed.  
It was proposed by Cllr L Gregori and seconded by Cllr M Mumford that 3 additional remote switch units at a 
unit of £121.00 be purchased, totalling £363.00 per annum. A vote was taken which was unanimous.  
RESOLVED: That 3 additional remote switch units at a unit of £121.00 be purchased, totalling £363.00 per 
annum for the Christmas Lights.  

PR 32/17 FINANCE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

It was proposed by Cllr K Bird and seconded by Cllr V Pond that the following payments were approved: 
Payments up to 6 June 2017.  
A vote was taken which was: 6 for and 1 abstention.  
RESOLVED: That the following payments be approved: 
 

Cheque No/BACS Ref Supplier Service/Product Supplied Total (£) 

Payments up to 6 June 2017  

698613762 MB Pest Services  Pest control (February, March 2017) 1200.00 

DDBESJune17 BES Commercial  Electricity for office 15.04 – 15.05.2017 64.14 

19744892 Business Stream Water supply – Old Winton Rd 7.47 

623328207 Business Stream  Water Supply – Barlows Lane  65.14 

518059404 Business Stream   Water Supply – The Drove 79.13 

389451041 Town Clerk   Salary June 2017 2446.92 

188810115 HM Revenue & Customs   Tax contributions June 2017 1507.31 

51869483 Hampshire Pension Fund Pension – Exit Recharge Actuary Fees 383.50 

143188923 Kevin Justice Replacement of faulty taps – allotments  90.00 

118783205 Allotments Officer  Salary June 2017 1209.40 

DDMainJune17 Mainstream Digital  Quarterly Rental + phone call charges  50.26 

DDNESTJune2017 Nest Pensions Pension Contributions June 2017 99.57 

799219954 David Ogilvie Memorial Benches  4634.40 

698376906 Viking   Stationery, envelopes, paper, notebooks 312.18 

38623402 Committee Officer   June 2017 Salary 947.82 

945207272 WPS Insurance   Public Liability for Proms in the Park 2017 440.00 

441750210 Blue Gorilla (Adam Knowles) Photographs for A-Fest 2017 150.00 

795210278 Business Stream  Water Supply – Vigo Road  5.91 

458056467 Convenient Hire Toilet provision for all 7 allotment sites 614.39 

919286316 Custom Studio  Website hosting & provision of emails 35.94 

553443735 Moores Cleaning  Office Cleaning services May 2017 141.28 

DDSAGEMAY2017 Sage Sofware provision May 2017 6.00 

TOTAL  14,490.76 
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PR 33/17 COMMITTEE WORK PROGRAMME  
 Members noted the work programme for the Committee and noted that the following items would be 

considered at the next meeting: 
Data Retention Policy 
Members further noted that the Investment Strategy would be considered at the meeting to be held in July.  

  
  
The Chairman closed the meeting at 8.03pm. 
 
 
Chairman          Date 
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ANDOVER TOWN COUNCIL 
 

 C 
Offices & Operations Update Report  

 

 

Produced for: 
Policy and Resources Committee 

Date of Report: 
Thursday 20 July 2017   

Summary of Key Issues 
To note an update on the progress of negotiations to secure tenancy of 68b High Street Andover.  

Current Situation 
 
Following confirmation at the Council Meeting held on 22 June 2016, that the Town Council agreed to pursue the 
tenancy of 68b High Street, the Town Clerk instructed the Town Council’s Solicitors to start the process for the 
tenancy of 68b High Street, Andover.  
  
The Town Council’s Solicitor has sought the following: 
Title to the premises 
Draft Lease and Plans 
Replies to CPSE 3 & 7 and supporting documents 
 
The Solicitor has received the Freehold Title but is waiting for confirmation of the disposition of the building.  
 
The Town Clerk has asked the Working Group to meet on 17 August 2017 to assist with the project plan for the move 
and to assist officers with managing the contractors.  

Financial Implications 
An interim fee has been received from the Solicitors for the following: 
Taking instructions, correspondence between client and other side’s solicitors, telephone attendance and 
investigating the title. 
Fee - £496.80 

Legal and Policy Implications 
The Town Council’s Solicitor is dealing with all legal aspects with regard to the lease of the building. 
The Town Clerk will continue to update Members on progress.  

Recommendations 
 To note the report and progress made to date.  

 
Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High Street, 
Andover, Hampshire. SP10 1NG.   
Tel: 01264 335592   
Email: townclerk@andover-tc.gov.uk Website: www.andover-tc.gov.uk          Distribution: To all Councillors  
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ANDOVER TOWN COUNCIL 

Parental Leave Policy & Procedure – 2017 (September 2017) 
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1. Scope  
This Policy applies to all Andover Town Council Employees.  

2. Purpose  
The purpose of this policy is to inform employees who are parents of children of their statutory 

rights and entitlements and in relation to parental leave. The policy incorporates the procedure to 

be followed for each occasion of parental leave.  

3. Introduction  
3.1 Parental Leave is the right for employees to take time off work without pay to look after a child 

or make arrangements for the child’s welfare. 

3.2 Parents can use it to spend more time with children and strike a better balance between their 

work and family commitments. 

3.3 This policy should be read in conjunction with the Town Council’s policy on Special Leave and, 

where appropriate, Maternity Leave, Paternity Leave, Adoption Leave and Shared Parental Leave.  

3.4 There are different entitlements for parents of a disabled child. For the sake of this policy a 

disabled child is defined as being a child entitled to receive a disability living allowance.  

3.5 The content of this policy has been considered with due regard for the equality and diversity 

requirements of the Equality Act.  

4. General Principles  
4.1 You will not be treated less favourably because you are on or wish to take parental leave. 

4.2 You will not be discriminated against on grounds of parental leave in the areas of training, 

selection, promotion, job security or in any other terms and conditions of employment.  

4.3 You will not be excluded from communication and consultation because of absence due to 

parental leave. The Town Clerk is responsible for ensuring that you are kept informed of 

developments, training opportunities and consulted with, where appropriate, as if you were still at 

work. You will be informed of vacancies which may arise whilst you are on parental leave.  

4.4 You will not be dismissed for a reason connected with the appropriate use of parental leave. 

4.5 These provisions apply equally to full time and part time workers, regardless of hours worked.  

 

4.6 The Town Council will ensure that the parental leave provisions available to staff are publicised 

on the Town Council’s website.  
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5. Eligibility 

5.1 You have the right to take unpaid parental leave provided that you have at least one year of 

continuous service and: 

a. You are named on a birth certificate as a parent of a child (or have acquired legal parental 

responsibility for a child under the Children Act 1989 or its Scottish equivalent); or 

b. You have adopted a child.    
 

5.2 Your right to take parental leave lasts until the child’s 18th birthday.  

6. Length of Leave 

6.1 The pattern in which leave can be taken differs depending on whether or not your child is 

disabled.  

6.2 Children who are not disabled  
i. you are entitled to 18 weeks unpaid leave for each child (this includes multiple birth such as twins 

etc.) Any leave taken with past employers will count towards the 18 week limit.  

ii. A maximum of four weeks parental leave can be taken in any one year. 

iii. Leave must be taken in blocks of a week. Parental leave taken for part of a week counts as one 

full week of parental leave.  

6.3 Children who are disabled  

i. You are entitled to 18 weeks unpaid leave for each individual child (this includes multiple births 

such as twins etc.) Any leave taken with past employers will count towards the 18 week limit.  

ii. There is no maximum number of weeks allowed in any one year for leave taken for the care of a 

disabled child (apart from the overall 18 week limit mentioned above).  

iii. Parental leave for a disabled child can be taken as single days or multiples of single days.  

7. Rates of Pay  
All parental leave is unpaid. The appropriate deduction will be made from your salary during the 

month in which you have taken parental leave or as soon as possible after the leave has been taken 

if the leave was arranged at short notice. The amount is calculated on the basis of your annual salary 

(FTE for part-time) divided by 365 days multiplied by the number of days of absence.  

8. Procedure  
8.1 Notification 

To apply for parental leave, you must confirm the following details in writing: 

APPENDIX D
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i. The date you wish to start leave 

ii. The name, date of birth and, if appropriate, date of adoption of the child for whom leave 

is being taken;  

iii. The date that you wish to return from leave 

iv. If appropriate, that the child is disabled; and 

v. How much parental leave you have already taken in respect for the child.  

There is no special form to complete.  

8.2 You must also attach a copy of the child’s birth certificate, maternity certificate or the adoption 

papers. If your child is disabled you should also enclose proof of entitlement to disability living 

allowance. (This step is only required for your first application for parental leave in respect of a 

particular child).  

 

8.3 Your written request must be submitted to the Town Clerk at least 21 days before you wish the 

period of parental leave to start.  

 

8.4 Postponement 

Your application for parental leave can be postponed by Andover Town Council for a period of up to 

six months. 

This may happen if the operation of the organisation would be unduly disrupted if you took leave at 

the time you requested. The only exception to this is where leave is requested for the period 

immediately after the birth or adoption of a child.  

8.5 Any decision to postpone parental leave will be confirmed by the Town Clerk in writing within 7 

days of the original request being received. The written confirmation will state the reasons for 

the postponement.  

 

8.6 A meeting will then be arranged between you nd your manager to agree alternative dates for 

your parental leave.  

 

8.7 Confirmation of leave  

The Town Clerk will write to you following agreement of your dates of parental leave to confirm your 

dates of leave and arrangements for deductions to be taken from your salary for the unpaid leave.  

9. Return to work  
9.1 You are entitled to return to the same job except where: 

i. parental leave is taken for a continuous period of more than 4 weeks 

ii. the period of leave is taken immediately following additional maternity leave.  

9.2 In either of the above cases you will be entitled to return to the same job unless it is not 

reasonably practicable for you to do so at the end of the period of parental leave.  
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9.3 If, in such cases, it is not reasonably practicable for you to return to the same job, you will be 

entitled to return to another job which is suitable and appropriate for you in the circumstances.  

10. Pension contributions during parental leave 
Periods of unpaid leave do not count as reckonable service for the purposes of the NEST pension 

scheme, therefore periods of parental leave will not count towards your pensionable service.  

11. Abuse of the parental leave policy  
If you claim parental leave, for example using parental leave to go on a holiday without your child or 

fraudulently claiming to be eligible to take parental leave, you may be disciplined under the Town 

Council’s disciplinary procedure. Disciplinary penalties imposed my include dismissal.  

12. Frequently asked questions  
12.1 I have two year old twins and have never used any parental leave. How much leave am I 

entitled to? 

You are entitled to parental leave for each child. So you are entitled to two lots of 18 weeks for each 

child.  

12.2 I have a one year old and a three year old. How much parental leave am I entitled to? 

As described above, you are entitled to parental leave for each child. You are therefore entitled to 

two lots of 18 weeks for each child.  

12.3 I have just started working with Andover Town Council. In my last job I used six weeks of 

parental leave. What are my entitlements now?  

You will need to complete a year of service before you can take any parental leave with the Town 

Council. When obtaining references, the Town Clerk will have asked your previous employer how 

much parental leave you used in your last job and this will be deducted from your remaining 

entitlement.  

Once you have the required amount of service you will have twelve weeks of parental leave 

remaining.  

12.4 Do I continue to accrue leave whilst I am off on parental leave? 

Yes. Your terms and conditions continue as usual with the exception of pay.  

12.5 Do I have to be living with my child in order to take parental leave? 

No. You do not have to live in the same household as your child to take parental leave, but you must 

have parental responsibility for him/her.  

12.6 How is the amount of parental leave I have taken recorded? 

The Town Clerk will record the occasions on which you have taken parental leave. As entitlement to 

parental leave relates to each individual child it is important to state the name of the child in your 

written request for parental leave.  
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12.7 I want to take three days of parental leave from Tuesday to Thursday to accompany my 

daughter during her first week of nursery. As parental leave has to be taken in blocks of a 

week do I have to take a full week off? 

You do not have to take the full week off. If you submit your application for three days parental 

leave and the request is accepted, you will be given three days unpaid leave. 

However, one full week will be deducted from your remaining parental leave entitlement (unless 

your child is disabled, in which case you can take parental leave in multiples of a single day).  

 

 

Parental Leave Policy & Procedure – Version 1 September 2017 
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ANDOVER TOWN COUNCIL 

 

Shared Parental Leave Policy – 2017 (September 2017) 
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1 Context and basic principles  

2 Eligibility  

3 Policy  

3.1 Statement of policy  
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3.4 Requesting further evidence of eligibility  

3.5 Ending maternity leave or adoption leave  

3.6 Booking Shared Parental Leave dates  

3.7 Discussions regarding Shared Parental Leave  

3.8 Statutory Shared Parental Pay (ShPP)   

3.9 Enhanced Shared Parental Pay (EShPP)  

3.10 Benefits during leave  

3.11 Cancelling the decision to end maternity or adoption leave  

3.12 Variations to a granted period of Shared Parental Leave  

3.13 Returning to work after Shared Parental Leave  

3.14 Special Circumstances  
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1. Context and basic principles  
Andover Town Council aims to provide shared parental leave benefits which comply with both the 
letter and the spirit of the law and meet all the statutory requirements.  
Shared Parental Leave enables eligible parents to choose how to split the available leave between 
them and enables them to be off work together or at different times. Its purpose is to give parents 
more flexibility in considering how to best care for, and bond with, their child in the first 52 weeks 
following birth or adoption, instead of simply taking maternity/adoption and paternity leave.  
All eligible employees have a statutory right to take Shared Parental Leave.  
 

2. Eligibility  
Employees may be entitled to Shared Parental Leave (SPL) and Statutory Shared Parental Pay (ShPP) 
if:  

a. their baby is due on or after 5 April 2015  
b. they adopt a child on or after 5 April 2015  
c. the following individuals may be entitled to Shared Parental Leave:  

the mother/adopter; and  
one of the following:  

 c.1. the father of the child (in the case of birth); or  
 c.2. the partner of the child's mother/ adopter.  
 
For these purposes a ‘partner’ is a spouse, civil partner or someone (whether of the same sex or a 
different sex) living with the mother/adopter in an enduring family relationship (but is not the 
mother/adopter’s child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew).  
Both parents must share the main responsibility for the care of the child at the time of the 
birth/placement for adoption.  
 
Additionally an employee seeking to take Shared Parental Leave must satisfy all of the following 
criteria:  

a. where the employee is the mother/adopter of the child they must be entitled to statutory 
maternity/adoption leave;  

b. where the employee is the father or partner of the mother/adopter, the mother/adopter 
must be entitled to statutory maternity pay (‘SMP’) or statutory adoption pay (‘SAP’), 
statutory maternity or adoption leave, or maternity allowance (‘MA’);  

c. the employee must still be employed by the Town Council in the week before the leave is to 
be taken;  

d. the employee must have a minimum of 26 weeks' continuous employment at the end of the 
Qualifying Week;  

e. the other parent must meet the ‘employment and earnings test’ requiring them in the 66 
weeks leading up to the EWC (or in the case of adoption the Qualifying Week), to have 
worked for at least 26 weeks and earned an average of at least £30 per week (this is correct 
as of 2017 but may change annually) for 13 of those weeks;  

f. both parents must give the necessary statutory notices and declarations (as summarised 
below), including notice to end any maternity or adoption leave, SMP or SAP, or MA periods.  
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The Qualifying Week is the 15th week before the Expected week of Childbirth (EWC) or, where the 
child is being adopted, the week the adoption agency notifies the employee that they have been 
matched with a child for adoption  
The Expected Week of Childbirth (EWC) is the week, beginning on a Sunday, in which the doctor or 
midwife expects the child to be born.  

3. Policy  
3.1 Statement of Policy  
This policy sets out the statutory and contractual rights and responsibilities of employees who wish 
to take statutory Shared Parental Leave. However this policy does not form part of any employee’s 
contract of employment and may be amended from time to time.  
The Town Council recognises that, from time to time, employees may have questions or concerns 
relating to their shared parental rights. It is the Town Council’s policy to encourage open discussion 
with employees to ensure that questions and problems can be resolved as quickly as possible.  
 
3.1.2 The legislation relevant to this policy is:  
a. The Shared Parental Leave Regulations 2014  
b. The Shared Parental Pay (General) Regulations 2014  
c. The Maternity and Adoption Leave (Curtailment of Statutory Rights to Leave) Regulations 2014  
d. The Statutory Maternity Pay and Statutory Adoption Pay (Curtailment) Regulations 2014  
e. Employment Rights Act 1996  
f. Child and Families Act 2014  
g. Equality Act 2010  
 
3.2 Duration of Shared Parental Leave  
3.2.1 Eligible parents are entitled to take or share up to 52 weeks Shared Parental Leave during the 
child’s first year in their family, less the weeks spent by the mother on maternity leave (or in receipt 
of SMP or MA) or, where the employee is adopting, less the weeks of adoption leave taken by either 
the employee or their partner (or the weeks in which the partner has been in receipt of SAP if they 
were not entitled to adoption leave).  
If the employee is the mother, she cannot start Shared Parental Leave until after the compulsory 
maternity leave period, which lasts until two weeks after birth.  
Where the employee is adopting, either the employee or their partner must take at least two weeks 
of adoption leave and/or pay.  
The father/partner can take Shared Parental Leave immediately following the birth/placement of the 
child, but may first choose to exhaust any paternity leave entitlements. Shared Parental Leave is in 
addition to any paternity leave entitlement but any untaken paternity leave entitlement will be lost 
once the father/partner starts a period of Shared Parental Leave.  
Shared Parental Leave must end no later than one year after the birth/placement of the child. Any 
Shared Parental Leave not taken by the first birthday or first anniversary of placement for adoption 
is lost.  
 
3.3 Opting into Shared Parental Leave and Pay  
An employee intending to take Shared Parental Leave must give the Town Clerk notification of their 
intention to take to Shared Parental Leave using a the correct form (WRITE UP FORM), at least eight 
weeks before they intend their period of Shared Parental Leave to start. 
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Part of the eligibility criteria requires the employee to provide the Town Council with the correct 
notification. The FORM captures all the required information.  
 
Notification must be in writing and requires each of the following:  

a. the name of the employee;  
b. the name of the other parent;  
c. the start and end dates of any statutory maternity/adoption leave taken or to be taken by 

the mother/adopter (or where not taken the dates of any SMP or MA period, or in the case 
of adoption, the dates of SAP);  

d. the total amount of Shared Parental Leave available (being 52 weeks minus the number of 
weeks of maternity or adoption leave, MA , SMP or SAP, taken or to be taken);  

e. the date on which the child is expected to be born and the actual date of birth  
f. in the case of an adopted child, the date on which the employee was notified of having been 

matched with the child and the date of placement for adoption;  
g. the amount of Shared Parental Leave the employee and their partner each intend to take 

(the employee can change the allocation by giving a further written notice and the employee 
does not have to use their full allocation);  

h. if the employee is claiming statutory shared parental pay (ShPP), the total ShPP available 
(being 39 weeks minus the number of weeks of SMP, MA or SAP taken or to be taken);how 
many weeks of available ShPP will be allocated to the employee and how many to the other 
parent (the employee can change the allocation by giving a further written notice and the 
employee does not have to use their full allocation);  

i. a non-binding indication of when the employee expects to take the leave (including 
suggested start and end dates for each period of leave);  

j. declarations by you and the other parent that you both meet the statutory conditions to 
enable you to take Shared Parental Leave and ShPP (as set out at section 3.8.  

 
Where the employee is not the mother and the mother is still on maternity leave or claiming SMP or 
MA, the employee will only be able to take Shared Parental Leave once the mother has either:  
(a) returned to work;  
(b) given her employer a curtailment notice to end her maternity leave;  
(c) given her employer a curtailment notice to end her SMP (if she is entitled to SMP but not 
maternity leave); or  
(d) given the benefits office a curtailment notice to end her MA (if she is not entitled to maternity 
leave or SMP).  
Similarly, if the employee’s partner is taking adoption leave or claiming SAP from their employer, the 
employee will only be able to take Shared Parental Leave once their partner has either:  
(a) returned to work;  
(b) given their employer a curtailment notice to end adoption leave;  
(c) given their employer a curtailment notice to end SAP (if they are entitled to SAP but not adoption 
leave). 
 
3.4 Requesting further evidence of eligibility  
The Town Council may request, within 14 days beginning on the date on which the employee gives 
notice of an intention to take Shared Parental Leave:  

a. the name and business address of the partner’s employer ( or where the employee’s partner 
has no employer a declaration to that effect);  
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b. in the case of biological parents, a copy of the child's birth certificate (or, where one has not 
been issued, a declaration as to the time and place of the birth);  

c. in the case of adoption, one or more documents issued by the adoption agency containing 
the name and address of the adoption agency, the date on which the adopter was notified 
of having been matched with the child and the date on which the agency expects to place 
the child with the adopter.  

 
The employee must produce this information within 14 days of the employer’s request.  
 
3.5 Ending maternity leave or adoption leave  
If the employee is the child's mother and wants to opt into the Shared Parental Leave scheme, or if 
the employee is taking adoption leave, and wants to opt into Shared Parental Leave:  

a. they must give the University at least eight weeks' written notice to end their maternity 
leave or adoption leave via a CHRIS61 (a curtailment notice) before they can take Shared 
Parental Leave. The notice must state the date their maternity or adoption leave will end. 
The mother can give the notice before or after they give birth, but they cannot end their 
maternity leave until at least two weeks after birth. Similarly, notice can be given before or 
after adoption starts but at least 2 weeks adoption leave must be taken; and  

 
b. at the same time as the curtailment notice is given, the employee must also give notice to 

opt into the Shared Parental Leave scheme (see section 3.3) or a written declaration that the 
other parent has given their employer an opt-in notice and that the employee has given the 
necessary declarations in that notice.  

 
The other parent cannot start Shared Parental Leave until the curtailment notice has been given.  
 
3.6 Booking Shared Parental Leave Dates  
In addition to opting into the Shared Parental Leave system an employee will also need to book their 
leave by giving the Town Council a period of leave notice using a form CHRIS 75b.  
 
This notice can be given at the same time as the opt-in notice (form CHRIS 75a), or it can be given 
later, as long as it is given at least 8 weeks before the start of the employee’s leave.  
 
Once the Town Clerk receives an agreed application, it will be dealt with as soon as possible, but a 
response will be provided no later than the 14th day after the leave request was made.  
The period of leave notice can either give the dates the employee wants to take leave or, if the child 
has not been born yet or placed with the adopter, the notice can state the number of days after 
birth/placement that the employee wants the leave to start and end.  
 
Each application may contain either (a) a single period of weeks of leave; or (b) two or more weeks 
of discontinuous leave, where the employee intends to return to work between periods of leave.  
Shared Parental Leave can only be taken in complete weeks but may begin on any day of the week.  
 
For example if a week of Shared Parental Leave began on a Tuesday it would finish on a Monday. 
Where an employee returns to work between periods of Shared Parental Leave, the next period of 
Shared Parental Leave can start on any day of the week.  
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An employee can give up to three periods of leave notices. This may enable the employee to take up 
to three separate blocks of Shared Parental Leave (although if an employee gives notice to vary or 
cancel a period of leave this will in most cases count as a further period of leave notice).  
 
3.6.1 Continuous leave  
A period of leave notice can be for a period of continuous leave, which means a notification of a 
number of weeks taken in a single unbroken period of leave (for example, six weeks in a row).  
If the employee submits a period of leave notice requesting one continuous block of leave, the 
employee will be entitled to take the leave set out in the notice.  
All applications for continuous leave will be confirmed in writing by the Town Clerk.  
  
3.6.2 Discontinuous leave  
A single period of leave notice may also be for two or more periods of discontinuous leave, which 
means asking for a set number of weeks of Shared Parental Leave with periods of work in between 
(for example, an arrangement where an employee will take six weeks of Shared Parental Leave and 
then work every other week for a period of three months).  
The Town Council will consider a discontinuous leave application but has the right to refuse it.  
 
If an employee requests a discontinuous period of leave, the Town Council will either agree it or 
start a two week discussion period with a view to agreeing an arrangement that meets both the 
needs of the employee and the Institution. The request may be granted in full or in part: for 
example, the Institution may propose a modified version of the request. At the end of that period, 
any agreed arrangements will be confirmed in writing. If it has not been possible to reach agreement 
the employee will be entitled to take the full amount of leave requested as one continuous block, 
starting on the start date given in the period of leave notice.  
 
Alternatively the employee may:  

a. choose a start date (which is at least eight weeks from when the period of leave notice was 
originally given) and must notify the employer of that date within 5 days of the end of the 
two week period; or  

b. withdraw the period of leave notice within 15 days of giving it (in which case the notice will 
not be counted and the employee may submit a new one if they choose).  

 
All requests for discontinuous leave will be carefully considered by the Town Council, in liaison with 
the Town Clerk if necessary, weighing up the potential benefits to the employee and to the Town 
Council against any adverse impact.  
Each request for discontinuous leave will be considered on a case-by-case basis. Agreeing to one 
request will not set a precedent or create the right for another employee to be granted a similar 
pattern of Shared Parental Leave.  
Final formal grant of leave will be confirmed in writing by the Town Clerk.  
 
3.7 Discussions regarding Shared Parental Leave  
An employee considering/taking Shared Parental Leave is encouraged to contact the Town Clerk to 
arrange an informal discussion as early as possible regarding their potential entitlement, to talk 
about their plans and to enable the Town Clerk to support the individual.  
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The Town Council may, upon receiving a notification of entitlement to take Shared Parental Leave 
(under section 3.3), seek to arrange an informal discussion with the employee to talk about their 
intentions and how they plan to use their Shared Parental Leave entitlement.  
 
Once the Town Council receives a period of leave notice (under para 3.6) the Town Clerk will usually 
arrange a meeting with the employee to discuss it. Where a request for discontinuous leave can 
without further discussion be approved in the terms stated in the employee's application, a meeting 
may not be necessary.  
 
3.8 Statutory Shared Parental Pay (ShPP)  
Eligible employees may be entitled to take up to 39 weeks ShPP while taking Shared Parental Leave 
(less any weeks of SMP, MA or SAP claimed by the employee or their partner).  
 
ShPP may be payable during some or all of Shared Parental Leave, depending on the length and 
timing of the leave.  
 
In addition to meeting the eligibility requirements for Shared Parental Leave, an employee seeking 
to claim ShPP must further satisfy each of the following criteria:  
 

a.  where the employee is the mother/adopter, they must be/have been entitled to SMP/SAP 
or MA and must have reduced their maternity/adoption pay period or maternity allowance 
period;  

b. the employee must at the date of the child’s birth/ placement for adoption have the main 
responsibility, apart from the partner, for the care of the child;  

c. the employee must be absent from work and intend to care for the child during each week 
in which ShPP is received;  

d. the employee must have normal weekly earnings for the period of eight weeks ending with 
the 15th week before the EWC (or at the end of the week in which the adopter is notified of 
having been matched for adoption with the child) which are not less than the lower earnings 
limit for national insurance contributions;  

e. the employee must have at least 26 weeks continuous employment as at the end of the 
Qualifying Week and remain in employment until the last week before taking Shared 
Parental leave;  

f. the employee must give proper notification in accordance with the rules set out above.  
 
In addition, in order for the employee to be eligible, their partner must:  
 

a. at the date of the child’s birth/ placement for adoption have the main responsibility, apart 
from the partner, for the care of the child;  

b. have been employed or been a self-employed earner for at least 26 of the 66 weeks leading 
up to the EWC (or at the end of the week in which the adopter is notified of having been 
matched for adoption with the child);  

c. Have average weekly earnings of at least the maternity allowance threshold in the 13 
highest earning weeks in the 66 weeks leading up to the EWC(or at the end of the week in 
which the adopter is notified of having been matched for adoption with the child);  

d.  where the employee is the mother/adopter, they must be/have been entitled to SMP/SAP 
or MA and must have reduced their maternity/adoption pay period or maternity allowance 
period.  
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Where an employee is entitled to receive ShPP they must, at least eight weeks before receiving any 
ShPP, give the Town Council written notice advising whether they intend to claim ShPP (and if so for 
what period). To avoid duplication, if possible, this should be included as part of the notice of 
entitlement to take Shared Parental Leave.  
 
In addition to what must be included in the notice of entitlement to take Shared Parental Leave, any 
notice that advises of an entitlement for ShPP must include:  

a. the total number of weeks for which the employee would be entitled to ShPP (disregarding 
any intention there may be for their partner to claim ShPP); the total number of weeks in 
which the employee and their partner each intend to claim ShPP, and a non-binding 
indication of when the employee expects to claim ShPP;  

b. a signed declaration from the employee confirming:  
c. that the information they have given is correct;  
d. that they meet, or will meet, the criteria for ShPP;  
e. (where the employee is the mother) that they will immediately inform the organisation 

should they cease to be eligible or (where the employee is the partner) that they will 
immediately inform the employee if the mother ceases to be entitled;  

f. (where the employee is the mother) the date on which the maternity pay period or 
maternity allowance period began and the number of weeks by which it will be reduced.  

 
It must be accompanied by a signed declaration from the employee’s partner confirming:  

a. their agreement to the employee claiming ShPP  
b. they met/will meet the criteria for their partner to be entitled to ShPP  
c. they consent to the University processing the information they have provided;  
d. their name, address and NI number  
e. (in the case whether the partner is the mother/ adopter) the date on which her maternity 

pay period or maternity allowance period began and the number of week by which it will be 
reduced;  

f. (in the case whether the partner is the mother/ adopter) that they will immediately inform 
their partner should they cease to satisfy the eligibility conditions.  

 
Any ShPP due will be paid at a rate set by the Government for the relevant tax year.  
All of the above information is captured in the CHRIS75a and CHRIS75b forms.  
 
3.9 Enhanced Shared Parental Pay (EShPP)  
3.9.1 Town Council employees eligible to take Shared Parental Leave are entitled to 18 weeks Shared 
Parental Leave at full pay, minus any weeks enhanced maternity/adoption or paternity pay they 
have already received.  
3.9.2 EShPP is inclusive of any Statutory Shared Parental Pay (ShPP) to which the employee is 
entitled. If the amount due is less than the ShPP to which the employee is entitled, only ShPP will be 
payable. The amount payable cannot be more than the employee’s usual weekly earnings.  
3.9.3 ESShP is subject to the condition that no work is undertaken during the paid period of leave 
other than ‘SPL in touch days’ (see ‘SPLIT days’ below).  
3.9.4 Payment will normally be made through the payroll on the employee’s normal pay date.  
3.9.5 Where an employee chooses not return to work for a minimum of three months after a period 
of SPL they will be required to repay any ESShP that they have received.  
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3.9.6 An employee may opt to hold over any EShPP that is in excess of their statutory entitlement 
and receive this as back pay owing to them once they have returned to work for a period of not less 
than three months.  
 
3.9.7 Repayment  
If an employee decides not return to work after taking SPL, or returns to work but subsequently 
decides not to continue in the employment of the Town Council for a period of at least three 
months, the Town Council has the right to reclaim any EShPP that they received that is in excess of 
any ShPP that they have received.  
 

If an employee returns to work but does not subsequently continue in 

employment for a period of at least three months, the amount deducted will be 

a proportion of the excess pay as follows:  

 

Up to one month All EShPP 

One month up to two months  Two-thirds of EShPP  

Two months up to three months  One-third of EShPP  

 

3.10 Benefits during leave  
3.10.1 During Shared Parental Leave the contract of employment continues in force. All terms and 
conditions of the contract continue with the exception of stipend or salary. Continuity of service is 
maintained, and any standard incremental progression taking place during the Shared Parental 
Leave will be implemented.  
 
3.10.2 Annual leave accrual  
Annual leave entitlement as stated in the relevant contract of employment will continue to accrue as 
normal for the entire period of Shared Parental Leave. All accrued annual leave must be taken within 
three months of returning to work following Shared Parental Leave.  
 
3.10.3 Pension Implications 
Pension benefits are accrued as if the member of staff is at work.  
 
3.10.4 Contact during Shared Parental Leave  
Before an employee's Shared Parental Leave begins, the Town Clerk will discuss the arrangements 
for them to keep in touch during their leave. The Town Council reserves the right in any event to 
maintain reasonable contact with the employee from time to time during their Shared Parental 
Leave. This may be to discuss the employee's plans to return to work, to ensure the individual is 
aware of any possible promotion opportunities, to discuss any special arrangements to be made or 
training to be given to ease their return to work or simply to update them on developments at work 
during their absence.  
 
3.10.5 Shared Parental Leave in Touch (SPLIT) days  
An employee can agree to work for the Town Council (or attend training) for up to 20 days during 
Shared Parental Leave without bringing their period of Shared Parental Leave to an end. These are 
known as "Shared Parental Leave In Touch" or "SPLIT" days. Any work carried out on a day or part of 
a day shall constitute a day's work for these purposes  
SPLIT days are in addition to any KIT days that the mother/adopter may have taken during their 
maternity/adoption leave.  
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The Town Council has no right to require an employee to carry out any work, and is under no 
obligation to offer an employee any work, during the employee’s Shared Parental Leave. Any work 
undertaken is a matter for agreement between the Council and the employee.  
An employee, with the agreement of the Council, may use SPLIT days to work part of a week during 
SPL. The Town Clerk and the employee may use SPLIT days to effect a gradual return to work by the 
employee towards the end of a long period of Shared Parental Leave or to trial a possible flexible 
working pattern. 
 
3.10.6 Payment of SPLIT days  
An employee will receive full pay (at the appropriate rate according to their salary spine point), 
inclusive of any ShPP, for the hours worked during a SPLIT day.  
Alternatively, an employee may choose to take paid ‘time off in lieu’ (TOIL) instead of payment for 
hours worked. Therefore, an employee who takes a SPLIT day may choose to receive no additional 
payment for that day beyond their ShPP but instead choose to gain an additional day's annual leave 
to be taken after their return to work  
 
3.10.7 Support during Shared Parental Leave  
An employee who is due to go on, or is currently taking Shared Parental Leave, is entitled to access 
all of the usual support networks available to staff.  
 
3.11 Cancelling the decision to end maternity or adoption leave  
The mother or adopter may be able to change their decision to end their maternity or adoption 
leave early in order to take Shared Parental Leave. The mother or adopter may be able to revoke a 
leave curtailment notice by serving a revocation notice.  
A curtailment notice can only be revoked if the maternity/adoption leave has not yet ended and one 
of the following applies:  
(a) if the employee realises that neither they nor the other parent are in fact eligible for Shared 
Parental Leave or ShPP, in which case they can revoke the curtailment notice in writing up to eight 
weeks after it was given;  
(b) if the mother gave the curtailment notice before giving birth, the mother can revoke it in writing 
up to six weeks after birth; or  
(c) if the other parent has died.  
 
Once the employee has revoked a curtailment notice they will be unable to opt back into the Shared 
Parental Leave scheme, unless the employee was the child’s mother and revoked it in the 
circumstances in paragraph (b) above.  
 
3.12 Variations to a granted period of Shared Parental Leave  
The employee is permitted to vary or cancel an agreed and booked period of Shared Parental Leave 
using a CHRIS75c.  
The Employee can cancel a period of leave by notifying the Town Council at least eight weeks before 
the start date in the period of leave notice.  
The Employee can change the start date for a period of leave, or the length of the leave, by notifying 
the Town Council at least eight weeks before the original start date and the new start date.  
 
If a child is born before the EWC the employee may be able to start SPL in the eight weeks following 
birth even though they cannot give eight weeks’ notice.  
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If the employee has given a period of leave notice to start SLP on a date in the eight weeks following 
the EWC, but their child is born early they can move the start date forward by the same number of 
days. In such cases the Employee is asked to notify the Town Council in writing of the change as soon 
as they can.  
The Employee can combine split periods of leave into a single continuous period of leave by 
notifying the Town Council in writing at least eight weeks before the start date of the first period.  
The Employee can request that a continuous period of leave be split into two or more discontinuous 
periods with periods of work in between. The Town Council will consider any such request as set out 
in section 3.6  
 
If the employee wishes to return to work earlier than the expected return date, they must give at 
least eight weeks’ notice of the new return date.  
If the employee wishes to extend their Shared Parental Leave, assuming they still have unused 
Shared Parental Leave entitlement remaining, the employee must give the Town Council notice at 
least eight weeks before the date they were due to return to work.  
Any variation or cancellation notification made by the employee, including notice to return to work 
early, will usually count as one of the employee’s three period of leave notices unless a change is as 
a result of a child being born earlier or later than the EWC (or being placed for adoption earlier or 
later than the expected placement date), or as a result of the Town Clerk requesting it be changed, 
or if agreed otherwise  
If they have already used their three period of leave notices to book and/or vary leave then the 
Town Council does not have to accept the notice to return early but may do at its discretion.  
Any variation will be confirmed in writing by the Town Clerk. 
 
3.13 Returning to work after Shared Parental Leave  
The employee will be advised in writing of the end date of any period of Shared Parental Leave. The 
employee is expected to return on the next working day after this date, unless they notify the Town 
Council otherwise. If the Employee is unable to attend work due to sickness or injury, the Town 
Council’s normal arrangements for sickness absence will apply. In any other case, late return without 
prior authorisation will be treated as unauthorised absence.  
On returning to work after Shared Parental Leave, the employee is normally entitled to return to 
work to the same position they held before starting Shared Parental Leave on the same terms and 
conditions of employment.  
However, if it is not reasonably practicable for the Employee to return to the same position, they will 
be offered another suitable and appropriate job on terms and conditions that are not less 
favourable, but only in the following circumstances: 
(a) if the Employee’s Shared Parental Leave and any maternity, paternity or adoption leave they 
have taken adds up to more than 26 weeks in total (whether or not taken consecutively); or  
(b) if the Employee took Shared Parental Leave consecutively with more than four weeks of ordinary 
parental leave.  
 
If the Employee wants to change their hours or other working arrangements on return from Shared 
Parental Leave they should make a request under the Flexible Working Policy. It is helpful if such 
requests are made as early as possible.  
If the Employee decides they do not want to return to work they should give notice of resignation in 
accordance with their contract.  
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3.14 Special Circumstances  
In certain situations an employee’s rights and requirements regarding Shared Parental Leave and 
ShPP may change. In these circumstances the Town Council will abide by any statutory obligations. 
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May

Type of 

Policy P&R Council

Review 

Date Source 

Reserves Policy 18-May-17 22-Jun-17 May-18 Sherfield on Lodden & Winchcombe Town Councils 

Data Protection and Information Handling Admin 18-May-17 22-Jun-17 May-18 Community Development Foundation, Ministry of Justice, Colchester Borough Council

Health & Safety Policy HR 18-May-17 22-Jun-17 May-18 Colchester Borough Council, HSE

Financial Reserves Polcy Admin

Maternity Leave & Pay Policy HR 18-May-17 22-Jun-17 May-18 University of York & ACAS

Parental Leave Policy & Procedure HR 27-Jul-17 07-Sep-17 Jul-18 Information Commissioners Office

Shared Parental Leave Policy HR 27-Jul-17 07-Sep-17 Jul-18 Cambridge University 

Recruitment of Offenders & Handling Disclosure 

Information Policy HR 16-Nov-17 30-Nov-17 TBC

Fit for Work Policy HR 16-Nov-17 30-Nov-17 TBC

Dignity at Work Policy HR 16-Nov-17 30-Nov-17 TBC

Requirement of Spoken English HR 16-Nov-17 30-Nov-17 TBC

Retention of  Documents Policy Admin 16-Nov-17 30-Nov-17 TBC

Licensing Policy Admin 16-Nov-17 30-Nov-17 TBC

Apprentice Policy HR 16-Nov-17 30-Nov-17 TBC

Translation & Interpretation policy HR 16-Nov-17 30-Nov-17 TBC

Transparency Policy Admin 16-Nov-17 30-Nov-17 TBC

Complaints Policy Admin 16-Nov-17 30-Nov-17 TBC

Disciplinary Policy HR 16-Nov-17 30-Nov-17 TBC

Employee/Councillor Protocol Policy HR 16-Nov-17 30-Nov-17

Equalities Policy HR 16-Nov-17 30-Nov-17

PROGRAMME OF POLICY REVIEW FOR 2017/2018

July 

August 

September

October 
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Flexible Working policy HR 16-Nov-17 30-Nov-17

FOI Policy Admin 21-Dec-17 Jan 2018

Grievance Policy HR 21-Dec-17 Jan 2018

Pay Policy HR 21-Dec-17 Jan 2018

Pension Policy HR 21-Dec-17 Jan 2018

Planning Policy Admin 21-Dec-17 Jan 2018

Safeguarding Policy HR 21-Dec-17 Jan 2018

Sickness and Absence Management Policy HR Mar 2018 Mar-18

Whistleblowing Policy HR Mar 2018 Mar-18

Anti Fraud and Corruption Policy Admin Mar 2018 Mar-18

Capability Policy HR Mar-18 Mar-18

Financial Regulations Admin Mar-18 Mar-18

Media Policy Admin Mar-18 Mar-18

Out of Hours Policy Admin Mar-18 Mar-18

Protocol between TVBC & ATC Admin Mar-18 Mar-18

Standing Orders Admin Mar-18 Mar-18

March 2018

December 

January 2018

February 2018

November 
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Internal Audit Action Plan for Year Ending 31 March 2017 

Author: 
Wendy Coulter (Town Clerk) 

 

Produced for: 
Policy and Resources Committee  

Date of Report: 
Wednesday 12 July 2016  

Key Issues 
As part of the annual Audit Process the Town Council is required to have its policies, processes and accounts subject to an 
internal audit review. The Town Council appointed AAT Lightatouch Internal Audit Services in 2016 to undertake this work.  
 
As a result of the issues raised in the report (attached) an Action Plan has been produced, included below, to address the 
issues raised by the Internal Auditor.  
 
Below is a summary of the Action Plan and Actions taken from the Internal Audit in 2016 and the Actions completed. 
 
Following this are the points raised in the Internal Audit Inspection undertaken on 14 June 2017 and the recommended 
actions and date by which the points raised should be addressed.  
 
The Internal Audit is advisory and the Town Council can chose to action the points raised or not.  
 
It is suggested that the Policy and Resources Committee approve the actions and recommend the Internal Auditors Report 
and the subsequent Action Plan to full Council for approval.  
 

INTERNAL AUDIT Year ending 31 March 2016 

Action Plan 2016 

Requirement – Internal Audit Comments  Action To be completed by  

Appropriate books of account have been properly kept 
throughout the year.  
The Council maintains its accounts using the Edge 
accounting system which is not commonly used by 
Councils of a similar size. Generally the accounts were 
found to be well maintained.  

The Town Council has used the Edge 
finance system since 2012. The allotment 
software system also links to the finance 
package.  

No action required.  

31



Observation: The system in use is based on MS Access. It 
is relatively complex to operate and lacks certain reports 
which are normally considered standard within other 
accounting packages. One particular report that cannot 
be produced of the system is a Trial Balance which is 
normally a standard report on other systems.  
 
It is the view of the Internal Auditor that the councils 
current system is unduly complex which makes it more 
difficult for Council staff to effectively monitor and 
control the financial affairs of the Council.  
Recommendation: The Council should conduct a review 
of its accounting arrangements to determine whether 
the existing system is the most appropriate for the 
Councils day to day operations.  

The Town Council’s staff have no 
problems with operating the system and 
find it easy to use. 
All the reports required to be produced 
for the Internal Audit can be produced 
effectively and easily.  
A Trial Balance can be produced, the Trial 
Balance for the Year End 31 March 2016 is 
attached as evidence.  

The council’s financial regulations have been met, 
payments were supported by invoices, expenditure 
was approved and VAT was appropriately accounted 
for.  
Observation: The Council reviewed its financial 
regulations at a meeting held on 14th May 2015. These 
regulations do not refer to the requirements recently 
issued Public Contracts Regulations. It is understood 
that the Council is in the process of updating its 
regulations with reference to the new 2016 NALC model 
regulations.  
Recommendation: Council to note 

The Policy and Resources Committee is 
currently reviewing the Financial 
Regulations and is looking to approve the 
NALC model FR’s 2016 as soon as possible. 

Financial Regulations Reviewed 
and agreed.   

The council assessed the significant risks to achieving 
its objectives and reviewed the adequacy of 
arrangements to manage these. 
The Council reviewed risk at a meeting of the Policy & 
Resources Committee held on 21st April 2016. 

The Town Council must review its 
Corporate Risk within the year being 
Audited.  
Risk for 2016/2017 to be reviewed and 
approved by October 2016.  

Corporate Risk Assessment 
Completed.   

The precept or rates requirement resulted from an 
adequate budgetary process; progress against the 
budget was regularly monitored; and reserves were 
appropriate. 
The council set its budget and precept at a meeting held 
on 28 January 2015 

The Town Council has a sound process for 
its Precept setting. 
However, reporting of Budget spend 
needs to be improved by presenting 
quarterly reports.  

No action for Precept 
management. 
Quarterly reporting of Budget 
to be implemented with 
Financial Regulations  

Expected income was fully received, based on correct 
process, properly recorded and promptly banked; and 
VAT was appropriately accounted for. 
Observation: It was noted that there has been a delay in 
submitted VAT returns and reclaiming VAT due. The VAT 
return for the period ending 31 December 2915 due to 
be submitted by 7 February 2016 was not submitted 
until 19 April 2016 – 10 weeks late.  
Observation: as at the 31 March 2016 the balance on 
the VAT control account was £10,209 and the value of 
the two outstanding claims from HMRC total £5,470, 
this indicates that there is a balance of VAT not claimed 
of £4,739. It is understood that the Clerk is aware of this 
and will arrange recovery of the amount due.  
Recommendations: The Council should note the delay in 
submitting VAT returns and ensure that they are 
submitted in a timely manner in future. 

VAT returns have been delayed due to 
other work commitments for the Clerk. 
Discussions are taking place as to whether 
to split the role of Responsible Financial 
Officer from the Clerk’s role to alleviate 
the pressure and ensure timely returns.  

To complete VAT under-claim 
by end of July 2016 
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Recommendation: The Council should note that there is 
a significant under-claim of VAT and establish why this 
VAT has not been claimed.  

Petty Cash payments were properly supported by 
receipts, expenditure was approved and VAT 
appropriately accounted for. 
The Council does not maintain a Petty Cash – the 
Council does have an ALTO prepaid debit card which has 
not been used during the year  

Officers have not used the ALTO card 
during the year 1st April 2015 to 31 March 
2016. 

No action 

Salaried to employees and allowances to members 
were paid in accordance with council approvals, and 
PAYE and NI requirements were properly applied. 
Observation: The council pays its employees using 
HMRC Tools Payroll software. Employees are enrolled in 
the NEST pension scheme. It was noted that the pension 
contributions made to NEST are not under a ‘NET Pay’ 
arrangement, however they have been calculated under 
‘NET Pay’ arrangement in the HMRC payroll software. 
This will have resulted in an incorrect calculation of 
income tax.  
Recommendation: The council should review the PAYE 
calculation of all staff included within the NEST pension 
arrangement as it appears they will have underpaid 
income tax. The council should compute that the value 
of the tax underpaid and consider what steps should be 
taken to pay over to HMRC any amount due.  
 

The Town Clerk has moved the payroll 
calculation over to SAGE Payroll, which 
automatically takes into consideration 
NEST pensions and correctly accounts the 
tax due. 
This was completed from 1st April 2016.  
Staff have been enrolled with the NEST 
Pension scheme from February 2015, 2 
months pension payments were made 
with the HMRC system. 
HMRC have been contacted and due to 
errors with the HMRC system, 
overpayments in tax were made, not 
underpayments.  
The Clerk is working with HMRC to correct 
the tax amount.  

On-going work with HMRC.  

Asset and investment registers were complete and 
accurate and properly maintained. 
The Council maintains an asset register which has been 
updated for additions in the year. 

 No action required.  

Periodic and year-end bank account reconciliations 
were properly carried out. 
The council has conducted regular reconciliations of its 
bank accounts which have been subject to independent 
review by P&R Committee.  

The Clerk ensures that the bank 
reconciliations are completed at the end 
of each month and reported to either P&R 
Committee or full Council.  

To continue with current 
system.  

Accounting statements prepared during the year were 
prepared on the correct accounting basis (receipts and 
payments/income and expenditure), agreed with the 
cash book, were supported by an adequate audit trial 
from underlying records, and where appropriate, 
debtors and creditors were properly recorded. 
The Council reports on an income and expenditure basis 
which is required for a council of this size. 
Observation: it was noted that the values stated in the 
2015 Annual Return differed significantly from those 
calculated by the Internal Auditor during the previous 
years audit. The major difference was that they 
overstated the value of the Council Reserves by the 
£4,250 being the value of allotment deposits held which 
should have been recorded as a Creditor. The return 
also overstated the Box 3 ‘Other Receipts’ value by the 
same £4,250. There were also differences on Box 4 Staff 
Costs and Box 7 All Other Payments. 
Recommendation: Council to restate the 2015 prior year 
values when submitting the 2016 Annual Return 

The Town Council must submit, on its 
Annual Return, the figures produced by its 
Accounting System. 
The Annual Return Figures submitted in 
2015 were correct according to the 
Accounts system. The Internal Auditor 
should not change the figures.  
It is noted that the Accounting System 
needs to be amended to show the 
Allotment Deposits as a Creditor and not 
as a Budget Head as it currently shows.  
The figures produced for the Annual 
Return for 31.03.2016 match the figures 
produced by the Accounting System.  
It is suggested that officers work with the 
software provider to make the necessary 
changes to the accounting system to 
present the allotment deposits correctly 
and to ensure that the figures are stated 
correctly for the Year End 31.03.2017. 

To work with Edge Software 
provider to make the necessary 
changes to state the Allotment 
Deposits as Creditors, not a 
separate Budget Head. 
To restate the Annual Return 
Figures for 2017.  
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Trust Funds (including charitable) The Council has met 
its responsibilities as a trustee. 

The Council does not act as Trustee. No Action required.  

INTERNAL AUDIT Year ending 31 March 2017 

1st Interim Audit April – December 2016 

Bank Reconciliation 
• the financial totals as at 31 March 2016 brought 
forward are accurately shown in the cash books. 
• all un-presented cheques and un-banked income 
was checked to bank statements and any that remain 
outstanding were checked to the bank reconciliation 
at 30 April 2016.  
• all direct debits, standing orders, transfers were 
checked and accounted for in the period 1 April  2016 
through to 31 December 2016. 
• all bank paying in slips were banked and agreed to 
bank statements in the period 1 April 2016 through to 
31 December 2016.  
• bank reconciliations for all bank accounts had been 
carried out between 1 April 2016 to 30 November 
2016, and totals agreed to those shown in Cashbook.. 

 

 
Audit note: It was noted that one cheque for 
£175.66 remains outstanding from 10 June 
2015 which has not been presented and this 
should now be written back into the cash 
book. 
 
 
 
 
 
 
Audit note: It was noted that the Cashbook 
entries on the Unity Trust Bank Current 
Account no 20334109 for December 2016 had 
yet to be entered by the Town Clerk who 
agreed that this would be done as soon as 
possible 

 
To be completed as part of Year 
End work March 2017.  
 
 
 
 
 
 
 
 
 
Completed by February 2017 

Income and Expenditure 
• all un-presented cheques and un-banked income 
information as at 31 December 2016 was checked to 
ensure that the details are accurately recorded in the 
Town Council records. 
• all Remittance Advices were checked and agreed to 
the Cashbooks and bank statements for the period 1 
April 2016 – 31 December 2016. 

 

  
 
No action required.  

VAT 
•We noted reimbursements for VAT has been processed 
during the period for April – June 2016 in the sum of 
£3680.01 and July 2016 – September 2016 in the sum of 
£2802.82. We test checked that these reimbursements 
had been made into Unity Current Account and found 
that these had been credited on 20 July and 13 October 
2016. The VAT reimbursement claim July – September 
2106 was checked to ensure that all the VAT elements 
were correctly recorded from the Invoices for the same 
period. 
 

 
Audit Note: It is noted that the VAT 
reimbursement claim for the period October – 
December 2016 is currently being prepared by 
the Town Clerk and will be submitted to 
HMRC in the near future. 

 

 
Completed  

BACS Payments 
• A test check of the invoice payment file was carried 
out (April 2016 to December 2016) to ensure that the 
totals paid by cheques and BACS were authorised and 
matched the payment vouchers held on the file. We 
also checked that the BACS payments were correctly 
recorded on the bank statements to confirm the 
accuracy of payments made. 

 

  
No action required. 

Minutes of the Town Council 
• We checked from the website the Minutes of the 
Town Council and Committees for decisions and 
approvals for the period April 2016 – October 2016. 

  
No action required.  
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Audit Opinion 
It is our opinion that the various records and 
procedures in place for the Council provide an 
adequate standard of control for the Town Council 
with the exception of the Allotments information 
which will be reported from our next Internal Audit 
visit planned in March 2017 and to completion of 
the Cashbook entries for December 2016.  
 
All other minor queries were resolved during the 
course of the audit for the period 1 April 2016– 31 
December 2016 for the various transactional 
elements. 

 

2nd Interim Audit – January 2017  

Allotments  
Findings: 
 The current process for the collection of deposits does not 

provide good value for money to the Town Council as the 
cost of collection and it’s monitoring of receipt and 
returns cannot be covered in the initial deposit sums per 
allotment. 

 The Unity Deposit Bank account is used to record the 
deposits taken from Allotment Holders but the historic 
information for those who may have paid in the past is 
not reliable and therefore it is difficult to assess those that 
have paid a deposit in the past. The current balance held 
on the Unity Trust Bank Deposit Account 20334112 as at 
31 December 2016 is £5065.43. 

 The Allotment Officer has revised the allotment 
spreadsheet held by the Town Council to ensure that 
better management information is shown which records 
the details of all sums due and paid within each allotment 
site. 

 Monitoring of the unpaid rents by tenants can now be 
easily obtained from the allotment spreadsheet and 
tenants will be sent follow up letters to chase payment 
where it remains outstanding for more than 30 days.  

 It is noted that the anniversary date of the Allotment rent 
collections is based on 1 September each year and not the 
beginning of the financial year.  

 It is noted that four tenants have not paid their rent for 
2016/2017. The Allotment Officer is currently following up 
with these tenants reasons for none payment. 

 

 
Recommendations: 

 Consideration should be given to cease 
the collection of initial deposits from 
Allotment Tenants as there is no added 
value to the Town Council. 

 Further work should be carried out to 
establish those tenants that have paid 
initial deposits with a view to returning 
these payments. 

 The use of the Unity Bank Deposit 
Account 20334122 should be reviewed 
and consideration given to whether it 
should be closed once all of the Deposits 
have been returned to the tenants, or 
whether it should remain open and used 
to provide the Town Council with an 
opportunity to use it as an investment 
account.  

 The Town Council should review the 
Allotment rents annually. 

 The Town Council should consider 
realigning the annual collection of rents 
in line with the financial year and 
introduce an anniversary date of the 1 
April each year. 

 

 

 
Taken to Allotment Committee 
meeting on 6 July 2017. 
Deposits will cease to be 
collected from 1 September 
2017. 
Work will continue to return 
deposits where necessary.  
 
Recommendations to be made 
to Policy and Resources 
Committee regarding the use of 
the Bank Deposit Account.  
November 2017.  
 
Allotment Rental will be 
reviewed by Allotment 
Committee – 5 October 2017 
 
The timing of the collection of 
rental to be reviewed by 
Allotment Committee – 5 
October 2017.  

Bank Reconciliations 
• the financial totals as at 31 December 2016 brought 

forward are accurately shown in the cash books. 
• all un-presented cheques and un-banked income was 

checked to bank statements and any that remain 
outstanding were checked to the bank reconciliation 
as at 31 January 2017. 

• all direct debits, standing orders, transfers were 
checked and accounted for in the period 1 January 
2017 through to 31 January 2017. 

• all bank paying in slips were banked and agreed to 
bank statements in the period 1 January 2017 to 31 
January 2017.  

Audit note:  

 It was noted that one cheque for £175.66 
still remains outstanding from 10 June 
2015 which has not been presented and 
this should now be written back into the 
cash book.  

 It was also noted that three unbanked 
sums shown as income received on 5 
October 2016 (details were provided to 
the Town Clerk) are included in the bank 
reconciliation for the 31 January 201. We 
have requested the Town Clerk to provide 
details of the reason for their inclusion in 
the bank reconciliation as at the 31 
January 2017. 

 
To be completed as Year End 
Work – March 2017 
 
 
 
Town Clerk to investigate and 
report back to Internal Auditor 
for June 2017.  

35



• bank reconciliations for all bank accounts had been 
carried out between 1 January 2017 to 31 January 
2017, and totals agreed to those shown in Cashbook.  

 

 

Income and Expenditure 
• all un-presented cheques and un-banked income 

information as at 31 January 2017 was checked to 
ensure that the details are accurately recorded in the 
Town Council records. 

• all Remittance Advices were checked and agreed to 
the Cashbooks and bank statements for the period 1 
January 2017 – 31 January 2017. 

 

  
No action required.  

VAT 
•We noted reimbursements for VAT has been 

processed during the period for October 2016 – 
December 2016 in the sum of £3,764.86 
We test checked that these reimbursements had 
been made into Unity Current Account and found 
that these had been credited on 26/01/2017. We also 
checked to ensure that all the VAT elements were 
correctly recorded from the Invoices for the same 
period. 

 

  

BACS Payments 
• A test check of the invoice payment file was carried 

out (January 2017) to ensure that the totals paid by 
cheques and BACS were authorised and matched the 
payment vouchers held on the file. We also checked 
that the BACS payments were correctly recorded on 
the bank statements to confirm the accuracy of 
payments made. 

 

  

A-FEST 
• It is noted that the A-FEST contribution for 2016/2017 

was set at an amount of £1200 per contributor (this 
included the Town Centre Partnership). It is 
understood that the contribution from Town Centre 
Partnership has been reduced to £600 due to a 
management issue with the Town Council. 

• As the Town Council did not have any agreement in 
writing from Town Centre Partnership the Town 
Council have agreed that the reduction in 
contribution will have to be accepted. For future 
years it is recommended that arrangements with all 
Contributors are agreed in writing and that these 
should be formalised before any activities have taken 
place.  

 

  
 
 
 
 
 
 
 
 
 
Community Engagement 
Committee to note 
recommendations regarding A-
Fest 

Minutes of the Town Council 
• We checked from the website the Minutes of the 
Town Council and Committees for decisions and 
approvals for the period October 2016 – January 2017 

 
Audit Note: It is noted that the Standing 
Orders of the Town Council require all 
approval and decision to be binding by all 
Town Councillors for six months after they 
are adopted before any changes can be 
brought back to the Town Council for 
further decision. 

 

 
Full Council to note Internal 
Audit Recommendation – 
September 2017 
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Audit Opinion 
 
It is our opinion that the various records and 
procedures in place for the Council provide an 
adequate standard of control for the Town Council 
with the exception of the Allotments and AFEST 
findings and recommendations shown above.  
 
All other minor queries were resolved during the 
course of the audit for the period 1 January 2017– 31 
January 2017 for the various transactional elements. 

 

  

Final Internal Audit for Year Ending 31 March 2017.  

Bank Reconciliations 
• the financial totals as at 31 January 2017 brought 

forward are accurately shown in the cash books. 
• all un-presented cheques and un-banked income was 

checked to bank statements and any that remain 
outstanding were checked to the bank reconciliation 
as at 31 January 2017. 

• all direct debits, standing orders, transfers were 
checked and accounted for in the period 1 February 
2017 through to 31 March 2017. 

• all bank paying in slips were banked and agreed to 
bank statements in the period 1 February 2017 to 31 
March 2017.  

• bank reconciliations for all bank accounts had been 
carried out between 1 February 2017 to 31 March 
2017, and totals agreed to those shown in Cashbook.  

 

 
 
 
 
Audit note:  
The Town Clerk has agreed that three 

unbanked income sums totalling £270 .88 
received on 5 October 2016 will need to be 
written back in to the Town Councils 
accounts as these were recorded in error. 
This will now be done as soon as possible. 

 
 
 

 
 
 
 
 
 
 
To be completed by July 2017 

Income and Expenditure 
• all un-presented cheques and un-banked income 
information as at 31 March 2017 was checked to 
ensure that the details are accurately recorded in the 
Town Council records. 

• all Remittance Advices were checked and agreed to 
the Cashbooks and bank statements for the period 1 
February 2017 – 31 March 2017. 

 

  
No action required 

VAT 
•We noted reimbursements for VAT was submitted to 
HMRC on 6 April 2017 for the period January – March 
2017 in the sum of £3525.76. 

 

  
No action required 

Minutes of the Town Council 
• We checked the Minutes of the Town Council and 
Committees for decisions and approvals for the period 
February – March 2017.  

 

  
No action required 

End of Year Procedures 
A full check was carried out on the end of year 
documentation provided by the Town Clerk to confirm 
the accuracy of the details to be submitted to the 
External Auditor. This also included the validation of 
any variances of totals between 2015/16 and 2016/17 

  
No action required 
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shown on the Annual Return in Section 2 as required by 
the External Auditor which is over 10% 

  
We are satisfied that the information provided confirms 
the accuracy of the details to be shown in Section 2 of 
the Annual Return and therefore have signed Section 4 
of the Annual Return. 

  
All of the internal control statements shown in Section 4 
of the Annual Return have been completed to show our 
opinion that there are adequate internal control 
systems for the Town Council. 

 

Audit Opinion 
It is our opinion that the various records and procedures 
in place for the Council provide an adequate standard 
of control.  

 
All minor queries were resolved during the course of the 
audit for the period 1 February 2017– 31 March 2017 
for the various transactional elements. 

  

Financial Implications: 
There are no financial implications with regard to the implementation of the Internal Audit Action plan for 2017. 
 

Legal and Policy Implications 
The Council is required to undertake an annual internal audit to satisfy its external auditors. The internal audit and action 
plan are submitted to the external auditors as a demonstration of the Council’s response to its duties to act within the law.  
 

Recommendations: 

1. To receive the Internal Auditors Report   

2. To approve the Council’s Action Plan in response to the Internal Auditors Report for 2017.  

3. To recommend to Full Council the Internal Auditors Report and implementation of the Action Plan.  
 

 
 

 

         12 July 2017  
 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 
66C High Street, Andover, Hants. SP10 1NG.   
Tel: 01264 335592 

 
Distribution: To all Councillors  

38



. . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . .   

 

 

  
 Tim Light – trading as LIGHTATOUCH INTERNAL AUDIT SERVICES 

  7 Hodder Close, Chandlers Ford, Hants, SO53 4QD. Tel: (023) 8026 3791 Email: Tim.Light1@hotmail.co.uk  

 

24 January 2017                

The Town Clerk 

Andover Town Council 

First Floor Offices  

66c High Street  

Andover  

Hants 

SP10 1NG 

 

Dear Wendy  

Internal Audit Letter Report for Andover Town Council (April –December 2016) 2016/17 
 

The Accounts and Audit Arrangements introduced from 1st April 2002 (lighter touch audit) requires 
all Town and Parish Councils to implement an independent internal audit examination of their 
Accounts and Accounting processes annually. 
 
The Council have complied with the requirements in terms of independence by the Council decision 
making process in 2016/2017, appointing Lightatouch to undertake the work. 
 
This is the first visit to take place covering the period April – December 2016 to check that the Town 
Council adhere to the requirements set out in the Governance and Accountability document for 
Smaller Authorities in England ensuring that compliance is maintained. 
 
An Internal Audit testing strategy is set out in the current Governance and Accountability document 
for Small Authorities in England appendix 5. This covers a “suggested approach to internal audit 
testing” covering 10 aspects ranging from Proper bookkeeping right through to Year-end 
procedures. Our Internal Audit testing is based on this approach. 
 
It was agreed with the Town Clerk that a financial risk assessment would be carried out of the Town 
Council Allotments for 2016/2017 as part of the visit. In discussion with the Town Clerk and the 
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Allotments Officer a record of the internal control framework currently used has been recorded. 
Further consultations with the Allotment Officer will continue during 2016/2017 and work has 
started to enhance the internal control framework so that information held by the Town Council is 
accurate and up to date. Audit Note: We will report further from our next visit planned on Monday 13 

March 2017 as to the progress made to improve the recording of information and tracking of Allotment 
Deposits. We will also make recommendations to consider the use of Deposits and whether a different 
approach should be considered to their collect in the future.  

 
At this visits a series of independent audit tests were then undertaken using the various financial 
records, vouchers, documents, Minutes, previous audit reports, insurance etc. to ascertain the 
efficiency and effectiveness of these internal controls. 
 
As part of the Internal Audit Reviews we checked that: 
 
Bank Reconciliations 
 
• the financial totals as at 31 March 2016 brought forward are accurately shown in the cash books. 
• all un-presented cheques and un-banked income was checked to bank statements and any that 
remain outstanding were checked to the bank reconciliation at 30 April 2016. Audit note: It was noted 
that one cheque for £175.66 remains outstanding from 10 June 2015 which has not been presented and this 
should now be written back into the cash book. 

• all direct debits, standing orders, transfers were checked and accounted for in the period 1 April  
2016 through to 31 December 2016. 
• all bank paying in slips were banked and agreed to bank statements in the period 1 April 2016 
through to 31 December 2016.  
• bank reconciliations for all bank accounts had been carried out between 1 April 2016 to 30 
November 2016, and totals agreed to those shown in Cashbook. Audit note: It was noted that the 

Cashbook entries on the Unity Trust Bank Current Account no 20334109 for December 2016 had yet to be 
entered by the Town Clerk who agreed that this would be done as soon as possible. 
 
 
Income and Expenditure 
 
• all un-presented cheques and un-banked income information as at 31 December 2016 was 
checked to ensure that the details are accurately recorded in the Town Council records. 
• all Remittance Advices were checked and agreed to the Cashbooks and bank statements for the 
period 1 April 2016 – 31 December 2016. 
 
VAT 
•We noted reimbursements for VAT has been processed during the period for April – June 2016 in 
the sum of £3680.01 and July 2016 – September 2016 in the sum of £2802.82. We test checked that 
these reimbursements had been made into Unity Current Account and found that these had been 
credited on 20 July and 13 October 2016. The VAT reimbursement claim July – September 2106 was 
checked to ensure that all the VAT elements were correctly recorded from the Invoices for the same 
period. 
Audit Note: It is noted that the VAT reimbursement claim for the period October – December 2016 is currently 
being prepared by the Town Clerk and will be submitted to HMRC in the near future. 

 
BACS Payments 
• A test check of the invoice payment file was carried out (April 2016 to December 2016) to ensure 
that the totals paid by cheques and BACS were authorised and matched the payment vouchers held 
on the file. We also checked that the BACS payments were correctly recorded on the bank 
statements to confirm the accuracy of payments made. 
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Minutes of the Town Council 
• We checked from the website the Minutes of the Town Council and Committees for decisions and 
approvals for the period April 2016 – October 2016. 
 
 
Audit Opinion 
 
It is our opinion that the various records and procedures in place for the Council provide an 
adequate standard of control for the Town Council with the exception of the Allotments information 
which will be reported from our next Internal Audit visit planned in March 2017 and to completion 
of the Cashbook entries for December 2016.  
 
All other minor queries were resolved during the course of the audit for the period 1 April 2016– 31 
December 2016 for the various transactional elements. 
 
This letter report should be noted and taken to the next meeting of the Policy and Resources 
Committee to inform them of the Internal Audit work carried out. The details of this Internal Audit 
Letter Report should also be minuted. 
 
 
Yours sincerely,  
 
Tim Light FMAAT  
Internal Auditor 
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 Tim Light – trading as LIGHTATOUCH INTERNAL AUDIT SERVICES 

  7 Hodder Close, Chandlers Ford, Hants, SO53 4QD. Tel: (023) 8026 3791 Email: Tim.Light1@hotmail.co.uk  

 

14 March 2017                

The Town Clerk 

Andover Town Council 

First Floor Offices  

66c High Street  

Andover  

Hants 

SP10 1NG 

Dear Wendy  

Internal Audit Letter Report for Andover Town Council (January 2017) 2016/17 
 

The Accounts and Audit Arrangements introduced from 1st April 2002 (lighter touch audit) requires 
all Town and Parish Councils to implement an independent internal audit examination of their 
Accounts and Accounting processes annually. 
 
The Council have complied with the requirements in terms of independence by the Council decision 
making process in 2016/2017, appointing Lightatouch to undertake the work. 
 
This is the second visit to take place covering the period to January 2017 and to check that the Town 
Council adhere to the requirements set out in the Governance and Accountability document for 
Smaller Authorities in England ensuring that compliance is maintained. 
 
An Internal Audit testing strategy is set out in the current Governance and Accountability document 
for Small Authorities in England appendix 5. This covers a “suggested approach to internal audit 
testing” covering 10 aspects ranging from Proper bookkeeping right through to Year-end 
procedures. Our Internal Audit testing is based on this approach. 
 
We have continued to assess the financial risks of the Town Council Allotments process as part of 
this internal audit visit.  
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We are grateful to the Town Clerk and the Allotments Officer for their cooperation in completing 
the risk assessment process and would now summarise our findings and recommendations as 
follows: 
Findings: 

 The current process for the collection of deposits does not provide good value for money to the 
Town Council as the cost of collection and it’s monitoring of  receipt and returns cannot be covered 
in the initial deposit sums per allotment. 

 The Unity Deposit Bank account is used to record the deposits taken from Allotment Holders but the 
historic information for those who may have paid in the past is not reliable and therefore it is 
difficult to assess those that have paid a deposit in the past. The current balance held on the Unity 
Trust Bank Deposit Account 20334112 as at 31 December 2016 is £5065.43. 

 The Allotment Officer has revised the allotment spreadsheet held by the Town Council to ensure 
that better management information is shown which records the details of all sums due and paid 
within each allotment site. 

 Monitoring of the unpaid rents by tenants can now be easily obtained from the allotment 
spreadsheet and tenants will be sent follow up letters to chase payment where it remains 
outstanding for more than 30 days.  

 It is noted that the anniversary date of the Allotment rent collections is based on 1 September each 
year and not the beginning of the financial year.  

 It is noted that four tenants have not paid their rent for 2016/2017. The Allotment Officer is 
currently following up with these tenants reasons for none payment. 

Recommendations: 

 Consideration should be given to cease the collection of initial deposits from Allotment Tenants as 
there is no added value to the Town Council. 

 Further work should be carried out to establish those tenants that have paid initial deposits with a 
view to returning these payments. 

 The use of the Unity Bank Deposit Account 20334122 should be reviewed and consideration given 
to whether it should be closed once all of the Deposits have been returned to the tenants, or 
whether it should remain open and used to provide the Town Council with an opportunity to use it 
as an investment account.  

 The Town Council should review the Allotment rents annually. 

 The Town Council should consider realigning the annual collection of rents in line with the financial 
year and introduce an anniversary date of the 1 April each year. 

 

 
Also at this visit a series of independent audit tests were then undertaken using the various financial 
records, vouchers, documents, Minutes, previous audit reports, insurance etc. to ascertain the 
efficiency and effectiveness of these internal controls. 
 
As part of the Internal Audit Reviews we checked that: 
 
Bank Reconciliations 
 
• the financial totals as at 31 December 2016 brought forward are accurately shown in the cash 
books. 
• all un-presented cheques and un-banked income was checked to bank statements and any that 
remain outstanding were checked to the bank reconciliation as at 31 January 2017. 
  
Audit note:  

 It was noted that one cheque for £175.66 still remains outstanding from 10 June 2015 which has 
not been presented and this should now be written back into the cash book.  

 It was also noted that three unbanked sums shown as income received on 5 October 2016 (details 
were provided to the Town Clerk) are included in the bank reconciliation for the 31 January 201. We 
have requested the Town Clerk to provide details of the reason for their inclusion in the bank 
reconciliation as at the 31 January 2017. 
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• all direct debits, standing orders, transfers were checked and accounted for in the period 1 
January 2017 through to 31 January 2017. 
• all bank paying in slips were banked and agreed to bank statements in the period 1 January 2017 
to 31 January 2017.  
• bank reconciliations for all bank accounts had been carried out between 1 January 2017 to 31 
January 2017, and totals agreed to those shown in Cashbook.  
 
Income and Expenditure 
 
• all un-presented cheques and un-banked income information as at 31 January 2017 was checked 
to ensure that the details are accurately recorded in the Town Council records. 
• all Remittance Advices were checked and agreed to the Cashbooks and bank statements for the 
period 1 January 2017 – 31 January 2017. 
 
VAT 
•We noted reimbursements for VAT has been processed during the period for October 2016 – 
December 2016 in the sum of £3,764.86 
We test checked that these reimbursements had been made into Unity Current Account and found 
that these had been credited on 26/01/2017. We also checked to ensure that all the VAT elements 
were correctly recorded from the Invoices for the same period. 
 
BACS Payments 
• A test check of the invoice payment file was carried out (January 2017) to ensure that the totals 
paid by cheques and BACS were authorised and matched the payment vouchers held on the file. We 
also checked that the BACS payments were correctly recorded on the bank statements to confirm 
the accuracy of payments made. 
 
A-FEST 
• It is noted that the A-FEST contribution for 2016/2017 was set at an amount of £1200 per 
contributor (this included the Town Centre Partnership). It is understood that the contribution from 
Town Centre Partnership has been reduced to £600 due to a management issue with the Town 
Council. 
• As the Town Council did not have any agreement in writing from Town Centre Partnership the 
Town Council have agreed that the reduction in contribution will have to be accepted. For future 
years it is recommended that arrangements with all Contributors are agreed in writing and that 
these should be formalised before any activities have taken place.  
 
 
Minutes of the Town Council 
• We checked from the website the Minutes of the Town Council and Committees for decisions and 
approvals for the period October 2016 – January 2017. Audit Note: It is noted that the Standing Orders 

of the Town Council require all approval and decision to be binding by all Town Councillors for six months 
after they are adopted before any changes can be brought back to the Town Council for further decision. 

 
 
Audit Opinion 
 
It is our opinion that the various records and procedures in place for the Council provide an 
adequate standard of control for the Town Council with the exception of the Allotments and AFEST 
findings and recommendations shown above.  
 
All other minor queries were resolved during the course of the audit for the period 1 January 2017– 
31 January 2017 for the various transactional elements. 
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This letter report should be noted and taken to the next meeting of the Policy and Resources 
Committee to inform them of the Internal Audit work carried out. The details of this Internal Audit 
Letter Report should also be minuted. 
 
 
Yours sincerely,  
 
Tim Light FMAAT  
Internal Auditor 
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 Tim Light – trading as LIGHTATOUCH INTERNAL AUDIT SERVICES 

  7 Hodder Close, Chandlers Ford, Hants, SO53 4QD. Tel: (023) 8026 3791 Email: Tim.Light1@hotmail.co.uk  

 

14 June 2017              

The Town Clerk 

Andover Town Council 

First Floor Offices  

66c High Street  

Andover  

Hants 

SP10 1NG 

Dear Wendy  

Internal Audit Letter Report for Andover Town Council (February – March 2017) 2016/17 
 

The Accounts and Audit Arrangements introduced from 1st April 2002 (lighter touch audit) requires 
all Town and Parish Councils to implement an independent internal audit examination of their 
Accounts and Accounting processes annually. 
 
The Council have complied with the requirements in terms of independence by the Council decision 
making process in 2016/2017, appointing Lightatouch to undertake the work. 
 
This is the final visit to take place covering the period to February – March 2017 and to check that 
the Town Council adhere to the requirements set out in the Governance and Accountability 
document for Smaller Authorities in England ensuring that compliance is maintained. 
 
An Internal Audit testing strategy is set out in the current Governance and Accountability document 
for Small Authorities in England appendix 5. This covers a “suggested approach to internal audit 
testing” covering 10 aspects ranging from Proper bookkeeping right through to Year-end 
procedures. Our Internal Audit testing is based on this approach. 
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Also at this visit a series of independent audit tests were then undertaken using the various financial 
records, vouchers, documents, Minutes, pervious internal audit reports to ascertain the efficiency 
and effectiveness of these internal controls. 
 
As part of the Internal Audit Reviews we checked that: 
 
Bank Reconciliations 
 
• the financial totals as at 31 January 2017 brought forward are accurately shown in the cash books. 
• all un-presented cheques and un-banked income was checked to bank statements and any that 
remain outstanding were checked to the bank reconciliation as at 31 January 2017. 
Audit note:  

The Town Clerk has agreed that three unbanked income sums totalling £270 .88 received on 5 
October 2016 will need to be written back in to the Town Councils accounts as these were recorded 
in error. This will now be done as soon as possible. 

• all direct debits, standing orders, transfers were checked and accounted for in the period 1 
February 2017 through to 31 March 2017. 
• all bank paying in slips were banked and agreed to bank statements in the period 1 February 2017 
to 31 March 2017.  
• bank reconciliations for all bank accounts had been carried out between 1 February 2017 to 31 
March 2017, and totals agreed to those shown in Cashbook.  
 
Income and Expenditure 
 
• all un-presented cheques and un-banked income information as at 31 March 2017 was checked to 
ensure that the details are accurately recorded in the Town Council records. 
• all Remittance Advices were checked and agreed to the Cashbooks and bank statements for the 
period 1 February 2017 – 31 March 2017. 
 
VAT 
•We noted reimbursements for VAT was submitted to HMRC on 6 April 2017 for the period January 
– March 2017 in the sum of £3525.76. 
 
Minutes of the Town Council 
• We checked the Minutes of the Town Council and Committees for decisions and approvals for the 
period February – March 2017.  
 
End of Year Procedures 
 
A full check was carried out on the end of year documentation provided by the Town Clerk to 
confirm the accuracy of the details to be submitted to the External Auditor. This also included the 
validation of any variances of totals between 2015/16 and 2016/17 shown on the Annual Return in 
Section 2 as required by the External Auditor which is over 10% 
  
We are satisfied that the information provided confirms the accuracy of the details to be shown in 
Section 2 of the Annual Return and therefore have signed Section 4 of the Annual Return. 
  
All of the internal control statements shown in Section 4 of the Annual Return have been completed 
to show our opinion that there are adequate internal control systems for the Town Council. 
 
Audit Opinion 
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It is our opinion that the various records and procedures in place for the Council provide an 
adequate standard of control.  
 
All minor queries were resolved during the course of the audit for the period 1 February 2017– 31 
March 2017 for the various transactional elements. 
 
This letter report should be noted and taken to the next meeting of the Policy and Resources 
Committee to inform them of the Internal Audit work carried out. The details of this Internal Audit 
Letter Report should also be minuted. 
 
 
Yours sincerely,  
 
Tim Light FMAAT  
Internal Auditor 
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1. INTRODUCTION  

This Civic Protocol is designed to assist the Town Mayor and Deputy Town Mayor to 

understand their roles and responsibilities and provide some useful information, which may 

be of assistance when undertaking civic duties.  

The Protocol is designed to ensure a consistent approach when dealing with issues 

connected to the Civic Function. The object of the information is to try and ensure that the 

Mayor’s civic year runs as smoothly as possible.  

Not everything will be covered by this protocol and assistance is available from the Council 

Offices and the Monitoring Officer.  

 

2. BACKGROUND 

TOWN MAYOR 

Section 245 (6) of the Local Government Act 1972 gives Parish Councils the power by 

resolution to allow themselves the title of Town Council and the Chairman of a Town 

Council is entitled to the style of ‘Town Mayor’.  

A Town Mayor has the same rights and duties as a Parish Chairman. The office and 

leadership role of Town Mayor must be respected by all members of the Council at all times.  

THE COUNCILLOR BECOMING MAYOR  

The Mayor, by virtue of the Office, can and should seek to use his/her influence and 

standing in the role to stimulate community pride, encourage business and promote the 

voluntary sector. The Mayor is also likely to have many meetings with various other 

dignitaries, other engagements and will be in the public eye for virtually the whole year.  

The Mayor is formally elected by the Council at the Annual Council Meeting held in May. A 

Deputy Mayor is also elected at this meeting. The new Mayor is required to make the 

following declaration when accepting the Term of Office at the Annual Meeting: 

“I ……………………..having been elected to the Office of Mayor of the Town of Andover, hereby 

declare that I take the said Office upon myself and will duly and faithfully fulfil the duties 

thereof according to the best of my knowledge and ability. 

I undertake to observe the Code as to the Conduct which is expected of Members of Andover 

Town Council”.  

The Declaration of Office is signed by both the new Mayor and the Town Clerk of the 

Council. The new Deputy Mayor makes a similar declaration.  
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The Mayors Term of Office is for one Civic Year and during this time the Mayor continues to 

be a member of the Council and presides over the meeting of the Full Council. In the event 

of more than one nomination being put forward, the meeting shall select the successful 

candidate in accordance with the Town Council’s Standing Orders.  

 

3. ROLE OF THE MAYOR 

Duties which the Mayor may carry out include: 

1. Organising Events to raise funds for the Mayor’s chosen charities 

2. Acting as host on behalf of the Town Council at functions organised by the Town 

Council 

3. Attending functions within Andover, or on occasions outside the Town as a 

ceremonial representative of the Council 

4. Undertaking official openings or presentations within Andover on behalf of the Town 

Council 

5. Representing the Town Council during royal visits to the town.  

The Town Mayor will choose their own consort who can be either a partner, fellow 

Councillor, or a family member or friend. If the consort is female, she may be referred to as 

Town Mayoress.  

The Town Mayor also has a number of statutory functions as set out below:  

a. The Town Mayor, when present, must preside over meetings of the Full Council and 

the Annual Town Meeting. 

b. The Town Mayor has a casting vote in the event of an equality of votes 

c. The Town Mayor should ensure, together with the Town Clerk, that the Town 

Council makes legal decisions.  

d. The Town Mayor has a duty to ensure the agenda is followed correctly and that 

Standing Orders are properly applied.  

 

4. SUPPORT FOR THE TOWN MAYOR 

Day to day support for the Town Mayor will be provided by the Town Council’s office staff. 

However, if further support from office staff is required the Town Mayor must apply to the 

Staffing Committee.  

The Town Clerk will arrange with the Town Mayor plan his/her Civic Year. This will involve 

making plans for any events that the Town Mayor wishes to hold throughout the year. Once 

agreed the dates will be circulated to minimise clashes with any other events.  

The Town Mayor will be responsible for organising their events throughout the Civic Year. 

With support from fellow Town Councillors. Regular updates on the events must be 

presented in writing to the Community Engagement Committee or relevant Committee at 

the time.  
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The Town Clerk will receive invitations for the Mayor and liaises with the Town Mayor 

before accepting/declining invitations.  

The Town Clerk/Town Council Officers, are responsible where necessary for arranging 

transport to events. The Town Mayor (or the Deputy Town Mayor if deputising for the 

Mayor) will normally use their own transport to attend Civic functions within Andover. 

Depending on the circumstances, alternative means of transport may be considered for 

engagements out of the Town.  

If the Town Mayor is unsure of anything or requires some guidance, then this should be 

raised with the Town Clerk, who will provide the necessary information.  

 

5. MAYOR’S CHARITIES 

The Town Mayor’s Charity raises funds for one or more local charities or good causes. The 

Charity/ies chosen should be in line with the ethos of the Town Council and the Town 

Council’s Strategy. 

It is advisable to choose organisations to be supported, at an early stage. The Town Mayor 

may decide to support as many organisations as they wish.  

It is preferable to announce the chosen charity as part of the incoming Town Mayor’s 

speech.  

Support will be given by the Town Clerk. However, it is helpful if a separate support 

mechanism is set up amongst colleagues.  

The chosen organisation(s) will be notified and all funds raised at the events to be held by 

the Town Mayor will be donated to the chosen organisation(s) at the end of the Civic Year.  

Funds raised for the Town Mayor’s charities cannot be used for any other purpose other 

than as a donation to the charity identified when the funds were raised, save to cover for all 

reasonable costs to raise the funds.  

Charity events vary with individual Town Mayors and may include a Charity Dinner/Ball etc. 

Other events may be organised by local organisations, clubs or institutions, with proceeds 

given to the Town Mayor’s charity. Any events the Mayor wishes to organise should be 

organised with the Town Council Officers.  

DONATIONS 

To enable the Mayor to raise funds for local charities, the Council may rely on local 

businesses donating prizes to be used in raffles and tombola’s. Although some businesses 

may support the Town Mayor’s charity, there may be some who will not donate prizes. The 

Town Mayor may feel it necessary to visit local businesses around the Town to request 

prizes as a more personal approach can encourage businesses to support the chosen 

charities. It is considered good practice to disclose publically the donations received.  
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CHEQUE PRESENTATION 

Town Council Officers will co-ordinate a cheque presentation at the end of the Civic Year 

with associated publicity. The Town Mayor will announce the total amount raised for their 

charity at the Annual Council Meeting.  

 

 

6. TOWN MAYOR’S ALLOWANCE 

The Town Mayor may be given an allowance to meet the expenses of the office (LGA 1972, 

ss 15(5) and 34(5)). The Local Government Act does not stipulate the type or category of 

expenditure for which the Town Mayor may use the Civic Allowance. However, it is 

commonly described as recompense for the expenses of maintaining the dignity of the 

office. Furthermore, general items include:  

a. Clothing 

b. Consorts clothing 

c. Donations to charities 

d. Collections 

e. Personal hospitality (including lunch and dinners) 

f. One-off events held by the Town Mayor 

It should be noted that the purchase of the above items would not necessarily qualify 

towards the allowance for tax-deductive purposes; it merely suggests that the items relate 

to maintaining the dignity of the office. 

The Town Council’s budget should contain provision for certain civic events including 

(Remembrance Sunday) receiving Civic visitors. It is important for the Mayor to plan the use 

of the allowance over the year.  

Once the budget level has been reached, no payments can be made or further orders placed 

by the Council Officers.  

7. SUPPORT BY DEPUTY MAYOR 

The Deputy Mayor will support the Town Mayor throughout the year by representing the 

Town Council when the Town Mayor is unavailable or has another engagement.  

If the Town Mayor is not present at a Full Council meeting, the Deputy Mayor shall preside. 

In effect, the Deputy Mayor has no standing as Deputy Mayor when the Town Mayor is 

present but assumes the precedence and standing of the Town Mayor when they are 

deputising for the Town Mayor rather than acting as Deputy. Notwithstanding the presence 

of the Town Mayor, the Deputy Mayor is permitted to wear insignia at Council meetings and 

Civic events within the Town.   

Invitations to the Deputy Mayor should be dealt with as follows: 
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a. Invitations to functions should not be sent to (or solicited by) the Deputy Mayor. The 

Deputy Mayor should not normally attend functions in their own right, except when 

deputising for the Mayor. 

b. All invitations should be sent for consideration by the Town Mayor as First Citizen 

and, if the Town Mayor cannot attend, it may be appropriate to ‘pass down’ an 

invitation firstly to the Deputy Mayor, then previous Mayor and then another 

Councillor chosen by the Town Mayor.  

c. On the rare occasion when the Deputy Mayor is invited to a function in their own 

right, there should be a clear procedure whereby the invitation is shown formally by 

the Town Clerk to the Town Mayor, in order that there is no misunderstanding.  

 

8. INVITATIONS TO COUNCILLORS 

Invitations to Councillors other than the Town Mayor or Deputy Town Mayor to represent 

the Town Council should be dealt with in the same way as invitations to the Deputy Mayor.  

 

9. CIVIC INSIGNIA 

The Mayors chain is the outward sign of the civic office held, i.e. its insignia. 

The Town Mayor should wear the Chain at ceremonial occasions, such as Remembrance 

Sunday, Royal visits etc. and when chairing the Town Council meetings.  

The Town Mayor may also wear the Chain, when officially invited as Town Mayor, to 

external functions (the Town Council officers will liaise with external officers on protocol for 

this).  

The Town Mayor should not wear the civic insignia in any other area without the express 

permission from the Council for that area. Civic chains should never be worn with a military 

uniform. However, a Town Mayor who is a member of the clergy may wear full canonicals 

with the Chain over the gown. Similarly, the Chain may be worn over academic dress.  

10.PRECEDENCE AND PROTOCOL 

A formal distinction has to be made between the style of address of a Borough Mayor and 

that of a Town Mayor. It is suggested that, at least in the presence of the Borough Mayor, 

Town Mayor’s should be addressed as ‘Mr/Madam Town Mayor’.  

A female Mayor should still be termed as Mayor, not a Mayoress.  

Precedence and protocol for visits and events is often set by custom and practice, with the 

exception of Royal Visits.  

The Town Clerk will be able to offer further advice and assistance with these matters.  

11.RECEIPT OF GIFTS  
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In the course of the duty of being Town Mayor, often gifts will be offered to the Town 

Mayor. It is suggested that all members should treat with extreme caution any offer of a 

gift, favour or hospitality that is made to them personally.  

As is the case with Town Councillors in general, the Town Mayor and Deputy Town Mayor 

remain subject to the Code of Conduct for Members which is in force at the time.  

The Code of Conduct requires Members, including Town Mayors, to register any gifts or 

hospitality worth £100 or over that are received in connection with their official duties as a 

Members, and the source of the gift or hospitality. You must register the gift or hospitality 

and its source within 28 days of reeving it.  

Be aware that this will be a non-pecuniary interest and if a matter under consideration is 

likely to affect a person who gave you the gift or hospitality it must be declared.  

If in doubt consult the Town Clerk.  

12.THE CIVIC YEAR 

Below is a list of typical events which can be organised during the Town Mayor’s Year in 

Office. These dates should be discussed and arranged during a meeting with the Town 

Mayor and the Town Clerk at the beginning of each new Civic Year to suit the Town Mayors 

diary.  

CIVIC SERVICE 

The Civic Service is held at one of the Town’s places of worship. Consultation for the date of 

the Service can be carried out by a meeting with the minister or leader of the place of 

worship.  

The Civic Service can be held in the early part of the Civic Year but care should be taken to 

avoid clashes with similar events organised by neighbouring authorities.  

Civic dignitaries from the Town Council designated list together with colleagues, friends and 

family are invited and partake or refreshments at the conclusion of the service.  

ANNUAL TOWN ELECTORS MEETING 

This is not the Annual Meeting of the Town Council. It is a legal requirement that all Parishes 

in England hold an ‘Annual Parish Meeting’ to which all electors are entitled to attend. It 

must be held between 1st March and 1st June each year, and must start no earlier than 6pm. 

The Town Council usually holds this in March.  

REMEMBRANCE SUNDAY (Currently organised by TVBC) 

Remembrance Sunday is held on the Sunday nearest to the Anniversary of Armistice Day 

which is on November 11th. The Town Mayor lays a wreath at the War Memorial in St Mary’s 

Church Yard.  

MAYORS CHARITY EVENT 
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The Charity Event will be the highlight of the Town Mayor’s year. Invitees will include Civic 

Dignitaries from the Borough Council and neighbouring Town and Parish Councils, Town 

Councillors and representatives of local organisations and local people.  

The date of the event will be at the discretion of the Town Mayor but every effort will be 

made to avoid any clash with a similar event organised by a neighbouring authority.  

MISCELLANEOUS EVENTS WITHIN THE TOWN 

Various miscellaneous events are attended by the Town Mayor, examples of which could 

be:  

a. Presenting awards and prizes to individuals and organisations 

b. Entertaining guests and visitors at the Town Council offices 

c. Presentations at local schools 

d. Christmas Lights Switch-on 

e. Attending and meeting Royal Visitors to the Town  

MISCELLANEOUS EVENTS OUTSIDE THE TOWN 

The Town Mayor can be invited to a number of events outside the town which can include: 

a. Civic services 

b. Civic Carol Services 

c. Civic dinners 

d. Charity Evenings 

MAYOR’S END OF YEAR 

The outgoing Town Mayor should consider a number of matters: 

a. Thanks to support employees is always appreciated 

b. Thanks to the Town Mayor’s personal supporters – partner, family, friends etc. 

c. Thanks to the Deputy Mayor for support and assistance 

d. Thanks to the Town Mayors charity supporters, those Councillors who have helped – 

and anyone else.  

e. Talking to the successor, when announced, giving advice and information.  

The agenda for the Annual Town Electors Meeting will be formatted to allow the outgoing 

Mayor to offer thanks.  

  

 

Officer hours spent on Chairman: 

2014 – 12.75 =£212.42 

2015 – 32.75 = £591.31 
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2016 – 52.5 = £1017.01 

2017 to May – 33.5  = £647.89 
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ANDOVER TOWN COUNCIL 

 I 
Report 

 
 

 
Mayors Events 2017/2018 

Author: 
Wendy Coulter (Town Clerk) 

 

Produced for: 
Policy and Resources Committee  

Date of Report: 
Friday 21 July 2017  

Key Issues 
As part of the Civic Protocol, the Town Mayor may hold a number of events during the Civic Year.  
 
The current Town Mayor would like to propose holding the following events which she will organise and which will be cost 
neutral.  
 
A BBQ in September 2017 to be held at the Rock House (instead of a Mayors Ball) 
Christmas Thank You to be held at the White Hart (similar to previous events held by Chairmen of the Town Council) 
Easter ‘Eggstraviganza’ to be held at The Queen Charlotte (Easter 2018) 
Civic Service between April and May 2018 

Financial Implications: 
There are no financial implications with regard to the Town Mayors Events during 2017 and beginning of May 2018.  

Legal and Policy Implications 
The Chairman/Town Mayor may put on a number of events during the civic year.  
The progress of these events will be reported in future to the Community Engagement Committee.  

Recommendations: 
1. To approve the Town Mayor’s events for 2017/2018.   
2. To note that the events will be reported in future to the Community Engagement Committee.  

 
 

 

         21 July 2017  
 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 
66C High Street, Andover, Hants. SP10 1NG.   
Tel: 01264 335592 

 
Distribution: To all Councillors  
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  PROJECT 
MANAGEMENT 

 

 

Form A – Page 1 
\\SERVER-PC\Andover Town Council\COMMITTEES\P2 - Policy and Resources\Reports\P&R Rpts 2017\P&R Reports July 2017\1 Project 

Overview Document FR 2016.docx 

 
Project Overview Document 
 

 

Project Title: Implementation of Financial Regulations 2016 
 
Project Sponsor (Committee and Officer): Town Clerk  
 
Project Manager: Town Clerk 
 
Link Worker (if appropriate): Committee Officer and Allotments Officer (as appropriate)  
 
Why are you doing this project: To ensure the Town Council complies with FR 2016 
 
What are you trying to achieve: To implement the FR 2016 as efficiently and effectively as possible.  
 
Who else will be involved: Town Councillors  
 
Assumptions and Constraints: The requirements for the FR need to be actioned immediately. Resource 
implications, currently only Town Clerk to implement.  
 
Start date and estimated finish date: Start Date: September 2016. Finish date: October 2017 
 
Resources Required: Time 
 
Licences needed: None 
 
Permissions required: Full Council Approval  
 
Estimated Overall Project Cost: No direct cost, resource time cost.  
 
Andover Town Council budget available and what cost centre: Salaries Corporate – 4200/1 
 
Outside Funding needed: N/A 
 
Reports to Committee: Policy and Resources and Full Council  
 
Signed:                                                 Project Manager                       Date 
 
Signed:                                                 Town Clerk                               Date 
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Key Milestones FR 2016 Updated July 2017.docx 

  PROJECT 

MANAGEMENT 

 

  
   

Key Milestone Dates (Summary) 
 
This form is for the key milestone dates of the project (detail is inputted in Form C) 
 
Task number relates to the task number in Form C 
Updated Tasks in RED 
 

Task No: 
 

Activities required to complete task. Key completion Date 

1 Assess work required from new FR 2016 Completed 

2 Write Project Plan for Implementation   Completed  

3 Audit Plan – presented to P&R – recommended to Council  Completed 

4 Continuation of input of Invoices and Income on Accts System Ongoing  

5 Accounting Control Systems – write up Procedure  October 2017 

6 Accounting procedures approved by Council (page 4) – include in 
Work Programme for P&R  

September 2017 

7 Write accounting procedures – for rolling implementation  October 2017 

8 Bank Mandate – review once per year (Annual Council)  Ongoing 

9 Budget Planning – Each Committee  Ongoing (Annual) 

10 Budget Planning – to P&R  Ongoing (Annual) 

11 Budget and Precept – to Council  End January (Annually) 

12 Budgetary Control & Authority to spend (procedure) Controlled via P&R & 
Council 

13 Virement of Budgets – report and approval April/May (Annually) 

14 Salary Budget Review  October (Annually) 

15 Reporting emergency expenditure (only if necessary) Ongoing  

16 Statement of Receipts and Payments (at least monthly) – to P&R 
and/or Council  

Ongoing 

17 Changes in Earmarked Reserves – report (quarterly if necessary)  Reviewed during 2017/2018 

18 Changes to Banking Arrangements – report to Council (review) May (Annual) 

19 Schedule of Payments (Monthly) to P&R and/or Council  Monthly ongoing  

20 Procedure for checking Invoices by RFO (to be written) Completed 

21 Procedure for checking Invoices by RFO  Ongoing  

22 Regular due Payment List – salaries, PAYE, NI, regular maintenance 
contracts  

Monthly (Reported to P&R 
& or Council 

23 Regular Payments – to be signed by 2 Members  Ongoing  

24 Write up procedure for Making Payments (already actioning but needs 
to be written down) 

Completed 
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25 Draw up list of Direct Debits and Standing Orders (review annually) – 
Council  

October 2017 

26 Approval of use of BACS – Council (to be approved annually)  May (ongoing) 

27 Banking Passwords – note of all Passwords to be given to Chairman in 
sealed envelope 

Completed 

28 Password Envelope (if opened) change all password (ongoing review) Ongoing  

29 Back-up copies of Accounts and Records  Ongoing (In filing system) 
(Held remotely via Edge) 

30 Internet Bank Arrangements – write procedure (written by RFO) Completed 

31 Petty Cash – Procedure  Currently N/A 

32 Petty Cash – set up system  October 2017 

33 Salaries, Payroll, PAYE, NI (write procedure) (already actioning) Completed (review with IA 
July 2017) 

34 Loans and Investments (write procedure) November 2017 

35 Income – (write procedure)  Completed 

36 VAT – (write procedure)  Completed 

37 Purchase Orders – (write procedure) (already actioning) November 2017 

38 Contracts – action as and when necessary  Ongoing as necessary 

39 Stores & Equipment – write procedure (action if necessary) November 2017 

40 Title Deeds, Land Registry Certificates – review records  February (Annually)  

41 Register of Assets – reviewed  February (Annually)  

42 Corporate Risk Assessment – reviewed Annually – report to P&R 
recommendation to Council  

February/March Annually  

43 Risk Management Policy Statements – reviewed Annually February/March Annually 

44 New Activity Risk Assessment – proposals to Council  Ongoing  

45 Review of Financial Regulations (as necessary i.e. legislation) Ongoing (at least every 2 
years) 
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PROCEDURE FOR CHECKING INVOICES (RFO) 

1. An invoice will be received via post or email 

2. It will be given to the RFO 

3. The RFO will carry out the following checks 

a. The Invoice is from a legitimate supplier 

b. It has a date, invoice number, list of goods/services provided 

c. If the invoice is from a contractor the RFO will check with the relevant Officer that the 

work has been carried out 

d. If the invoice is for good received the FRO will check that the goods have been received 

in full  

e. If the invoice is for a contract such as telephone calls or photocopier hire, the RFO will 

check that the invoice tallies with the usage of the item. 

4. Once the RFO is satisfied that all the information is correct, the invoice will be entered onto 

the Finance System to await payment  

5. The RFO will record the Transaction Number (TN) at the top of the Invoice.  

 

PROCEDURE FOR MAKING PAYMENTS (RFO) 

1. The Invoice for payment is entered onto the finance system. If the invoice is for multiple 

parts i.e. separate allotment sites, each part is entered individually 

2. The correct Budget Head is assigned for each invoice 

3. The Transaction Number is recorded at the top of the Invoice 

4. If the Invoice is paid via Direct Debit this is written at the top of the Invoice along with the 

relevant month and year. 

5. If the Invoice is paid via a Standing Order this is written at the top of the invoice along with 

the relevant month and year.  

6. If the invoice is paid via BACS the RFO will enter this onto the Banking System: 

a. Go to the Town Council’s Banking Website (currently 2017, Unity Bank) 

b. Enter the relevant details to gain access to the online banking 

c. Highlight the Account to be used 

d. Click on Payments 

e. Source the company/supplier to be paid 

f. Enter the details of payment 

g. Click ‘confirm’  

h. A page will be generated to confirm the amount and supplier with a unique BACS 

reference number, print out page and record BACS number at the top of the invoice 

i. Attach the printed document to the back of the invoice to be paid 

j. Once all payments have been entered, click on ‘list of payments’ 

k. Print out the list of payments and attach to front of invoices to be paid. 

l. Then click on ‘authorisation’  

m. A list of names of Councillors who are authorised to approve payments will appear. Tick 

the boxes next to the names to send an email to notify that the payments are ready to 

be authorised.  

n. Log off the website 

7. Enter against the relevant invoice on the finance system the BACS number for each invoice 

8. On the finance system go to ‘payments’ click ‘produce list’. 

9. Tick each involve that requires authorisation and payment. 
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10. Press Print 

11. Print out the payment list. Scan into the computer 

12. Send payment list to the Policy and Resources Committee or Council. 

13. Once authorised at Policy and Resources Committee or Council send a request via email, to 

the Councillors authorised to approve payments and ask them to authorise. 

14. They will email back once completed. File the emails.  

15. Once payments have been made, on the finance system, print out the Remittance Advice 

and send to suppliers.  

 

PROCEDURE FOR INCOME (RFO) 

If Town Council Members or Officers are aware that income is due for the Town Council, the RFO 

must be informed. 

For example, if an event is being run and a grant has been applied for and approved, inform the RFO: 

1. Date of expected income 

2. What the income is for 

3. The source of the income (i.e. Test Valley Borough Council) 

4. How much the income will be 

Once the income is received the following will be followed: 

a. Enter income onto financial system 

b. Record the TN at the top of the Remittance Advice 

c. Once the end of month Bank Statement is received, reconcile the income against the Bank 

Statement 

d. Save the Reconciliation  

e. Report Reconciliation to next avaible meeting of Policy and Resources Committee or Council 

N.B. There is a separate procedure for the recoding and taking of income of allotment rental.  

 

V.A.T 

This procedure is for the day to day processing of VAT. It does not cover special and one off VAT 

processes. 

The Town Council is able to claim back VAT on its purchases as it is a local government body. The 

finance system is set up to assist the RFO to do this by processing invoices automatically to provide 

the data required and automatically provide a report indicating the amount that can be claimed. 

1. Enter invoice onto the financial system as above. 

2. Ensure that the VAT entered is EXACTLY as it appears on the invoice. 

3. At the end of the month, reconcile invoices against Bank Statement, for ALL bank accounts 

4. The VAT can be claimed at the end of June, end of September, end of December and end of 

March yearly 

5. At the appropriate time, on the finance system go to ‘Procedures’, click on VAT 

6. Type in the relevant dates 

7. Do not tick ‘include unpaid’ 

8. Click ‘complete’ 
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9. The VAT report will be produced, print it out 

10. Go to the HMRC website and click on VAT Returns 

11. Enter the relevant account access details 

12. Click on VAT Return 

13. Using the data from the Finance System complete the online form. 

14. Print out the confirmation 

15. Click ‘send’ and it will be sent to HMRC 

16. File the VAT Return and Confirmation on the VAT file  

17. Report amount of VAT expected to the next relevant Policy & Resources Committee or 

Council.  
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DIRECT DEBITS AND STANDING ORDERS AS AT JULY 2017 

 

Tony Scrace (Landlord) Office Accommodation – Standing Order - £500 monthly 

BES Commercial Electricity – Direct Debit – Varies monthly  

Mainstream Digital (Telephone calls and broadband) – Direct Debit – varies monthly 

Vodafone (Office Mobile) – Direct Debit - £26 monthly 
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APPENDIX L 
POLICY & RESOURCES WORK PROGRAMME: 27.072017 

 

Date of Meeting 
ITEM 

Requested 
by Purpose of Item Expected Outcome 

27 July 2017 To receive the Internal Auditors Report  STAT To approve the Action Plan arising from the 
Internal Auditors Report  

Recommend to full Council  

16 November 
2017 

Investment Strategy P&R To consider an Investment Strategy in line with 
the Financial Regulations  

 

16 November 
2017 

Review Council’s resources  P&R To review the Council’s resources to ensure 
services are maintained 

 

16 November 
2017 

Review financial plan for 2018/2019  To consider the Financial Plan for 2018/2019 to 
ensure Budgets cover services required – in 
preparation for Annual Budget 2018/2019 

 

16 November 
2017 

Review any Leases or Loans (if required)     

16 November 
2017 

Review of Members Services Provision   To consider whether provision has been 
provided within the budget for Members’ 
Services  

 

16 November 
2017 

Timetable of Meetings for 2018  To consider a timetable of meetings for 20178  

16 November 
2017 

Annual Budget 2018/2019 STAT To prepare and recommend to Council the 
Annual Budget for 2018/2019 

 

21 December 
2017 

Review of Business Plan  To ensure the Town Council is up to date with 
the Business Plan  

 

21 December 
2017 

Corporate Risk Assessment  STAT To review the Corporate Risk Assessment and 
make necessary recommendations to full 
Council  
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Date of Meeting 
ITEM 

Requested 
by Purpose of Item Expected Outcome 

Jan/Feb 2018 Internal Audit Arrangements  STAT To note Internal Audit arrangements for YE 31 
March 2018 

 

Jan/Feb 2018 Annual Report  STAT To approve the contents of the Annual Report 
for 2016/2018 

 

 

72


	Policy and Resources Agenda V 1 27.07.2017
	Minutes of Policy and Resources 08.06.2017
	Potential Earmarked Reserves July 2017
	Offices & Operations Update Report July 2017.docx
	Policy Review Programme 2017.2018 V4
	Internal Audit Action Plan YE 31.03.2017.docx
	Andover Town Council Letter Report - April - Dec 2016.docx
	Andover Town Council Letter Report - January 2017.docx
	Andover Town Council Letter Report - March 2017.docx
	Town Mayors Events 2017.2018 Report.docx
	1 Project Overview Document FR 2016.docx
	2 Summary of Key Milestones FR 2016 Updated July 2017.docx
	Financial Procedures July 2017.docx
	DIRECT DEBITS AND STANDING ORDERS AS AT JULY 2017.docx
	Payments up to 12.07.2017
	Work Programme for P&R for 27.07.2017



