Bickleigh Parish Council

Roborough Recreation Hall, New Road, Roborough, Plymouth, PL6 7F]

Tel 01752 696972
Email parishclerk@bickleigh.gov.uk

MINUTES OF
BICKLEIGH PARISH COUNCIL
EXTRA-ORDINARY MEETING
HELD ON 27™ JUNE 2019
AT THE ROBOROUGH RECREATION HALL

PRESENT: CliIrs: L Taylor, K Archer, N Hopwood, S Rundell
IN ATTENDANCE: Karenza Heald (Clerk)

32/19

APPROVAL OF THE ACCOUNTS FOR 2018/19

The Clerk stated she had gone through the figures with the internal auditor (figures had also been

circulated to all Councillors). Balancing the figures was made more difficult due to the following

reasons:

e The accounting package had not been used for a year and the opening figures used by the
former Clerk were in correct. At the beginning of the year there were several uncleared
cheques. Had the accounting package been used this would have been picked up.

¢ V.AT. had not been reclaimed. The Clerk has now put the entries for 2018/19 onto the Alpha
Software package. Having reconciled the recent V.A.T. reclaims with Alpha the Clerk has
identified approximately £1,000 of unclaimed V.A.T.

The Clerk has spoken to HMRC explaining in recent years the Council has undergone a change

over of Clerks (her predecessor was in employment with the Council for less than a year) and that

the identified receipts for V.A.T. reclaiming would have been picked up had the accounting
package been used. HMRC has stated provided an explanation is included with the submission,

a ‘sweeping up’ claim can be submitted and processing the claim should not be a problem. As

claims have already been submitted for these periods there may be a delay in the Council

receiving the payment from HMRC.

Clir Hopwood proposed a record is made that the current Council has inherited the issues in the
accounts and look forward to a more positive report next year. All agreed.

The Responsible Financial Officer (Clerk) signed section 2 of the Accounting Statements 2018/19
and ClIr Taylor, Chair of the meeting, signed the statement confirming the approval.

The meeting was temporarily adjourned: DCC John Hart entered the meeting room expecting a Full
General Council meeting. He was introduced to ClIr Archer, ClIr Taylor & ClIr (Fr) Rundell. The Clerk
explained due to Councillors being away on holiday the monthly June meeting was put back a week. ClIr
Hart said he would be away on 4™ July 2019. Nearer the time the Clerk said she would send ClIr Hart the
agenda for the meeting on 25" July 20109.

Meeting reconvened

33/19

34/19

REVIEW OF REPORT FROM THE RFO, IN RESPECT OF THE ANNUAL GOVERNANCE
STATEMENT FOR 2018, TO BE SUBMITTED TO THE EXTERNAL AUDITORS

The Clerk explained that where issues and weaknesses have been identified (in Section 1 of the
Annual Return.") a report must be submitted to the External Auditor detailing how the Council will
address the issues and it must be published. The report had previously been circulated to all
Councillors "

REVIEW OF FINANCIAL RISK ASSESSMENT

The Annual Risk Assessment for 2018-19 was not completed. The last Risk Assessment was in
March 2018. The Councillors reviewed the previous risk assessment making changes (as shown
in red in appendix iv) v
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When reviewing the risk of Data Loss, ClIr Rundell confirmed that the website is being backed up
weekly. It was proposed by Cllr Rundell and seconded by ClIr Archer that once the issues over
the emails are resolved and the Council no long requires the services of Garry Hunt, Diglab that
the council upgrades to Dropbox plus (£85.80). The expenditure costs for the Dropbox fee will be
offset against the recouped costs from Council’s direct debit monthly website maintenance fee of
£35.00. The website as it is now being managed in house.

The Clerk and Councillors said they were very impressed by the work Clir Rundell and Clir Archer
had done on the website.

35/19 Announcement of Public Rights for Access
The Clerk explained the approval of the Accounting Statements could not wait until Thursday 4™
July (the next Full Council meeting) as the Council has to comply with the deadlines regarding
the Public Rights and publication of Annual Governance & Accountability Return v. As this
requirement must include the first two weeks (10 working days) in July, the latest date for
publication is 1t July. The delay in finalising the accounts has been due to time constraints of
Clerk being able to make contact internal auditor.

The meeting closed at 21:10hrs
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Year ending

31 March

2019

Notes and guidance

agree 10 underlying financial records

1. Balances brought Total balances and reserves at the beginning of the year

forward as recorded in the financial records, Value must agree to
A 82| VYL \ >\ | Box 7 of previous year.
2. (+) Precept or Rates and ) o | Totat amount of precept (or for IDBs rates and levies)
Levies received or receivable in the year. Exclude any grants
XK0,.033| 19 0 L*Kg received.
3. (+) Total other receipts Total income or receipts as recorded in the cashbook less
) the precept or ratesfevies received (line 2). Include any
2,903 | 29 W 3% grants received.
4. (-) Staff costs : Total expenditure or payments made to and on behail of
all employees. Include salaries and wages, PAYE and NI
. (employees and employers), pension contributions and
©,\q% =7 .2, 5¢ | employment expenses

5. (-) Loan interest/capital Total expenditure or payments of capital and interest

repayments = made during the year on the authority’s borrowings (if any).
VS S5 |\550%
6. (-) All other payments Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital
L 105 | a0\ | repayments ine 5).

7. (=) Balances carried = Total balances and reserves at the end of the ysar Must

forward equal (1+2+3) - (4+5+6).
W \zalAb7325

8. Total value of cash and The sum of all current and deposit bank accounts, cash

short term investments = holdings and short term investments held as at 31 March ~
A NY N 9 £5) 25 To agree with bank reconciliation.

9. Total fixed assets plus ! The value of all the property the authority owns — it is made
long term investments up of all its fixed assets and long term investments as at
and assets 20305 b?" ZO?)L)—\Q ) 31 March.

10. Total borrowings ’ ) The outstanding capital balance as at 31 March of all loans

; il A el X
< S je (}% (N2 233 from third parties (including PWLS).

| certify that for the year ended 31 March 2019 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and payments
or income and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners' Guide to Proper Practices and present fairly
the financial position of this authority.

as recorded in minute reference:
Signed by Responsible Financial Officer before being

w2 32 ) V9
presented to the authority for approval

Yoo Signed by Chairman of the meeting where the Accounting
Statements were approved
27 ) &)

| L .

I confirm that these Accounting Statements were
approved by this authority on this date:

Z0\ob\Re\Q

<

2S5

Date
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Section 1 - Annual Governance Statement 2018/19

Wae acknowledge as the members of:

2L E\6m Peadv oone

our responsibility for ensuring that there is a sound system of intemal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and bellef, with
respect to the Accounting Statements for the year ended 31 March 2019, that:

1. Wa have put I8 plaos aerangemaents loe alfective tinancial
mansgemwnt dunng the yaar. anad for the prepuration of
1P Becouniing stsinmanis

Arepaved Ax 00OUNANY wlafermontk 1 scoardnmce
with e Accoivity and Aue! Regastans

Viée mpintarmd on mhnum} aystoo of intermal control
Inchading meosures designed 10 pravent sl delect S
o cormaptian and roviewad ty efleclivennss

~y

MatN PIOger Wranamovils amd acooded masonsily
fov sefeguardivg the puble maney and raouces i
™ chavpe

-

Ve took sl rensonable alepe 10 assure olrseles
that theen are 0o matters of pelue or patertial
NOOCOMPEnce weh laws. regulatices and Broour
Proctces mut coukl have o significunt taunclul sMeo
on e stdity of shis authunty W conduot s

buninesn or managn its Nnanoes

ST

fan ondy done wind & hies 1he loga! power 10 (40 ued hes
comypless with Fapar Frachioos \n g so

4. Wa provided n;npa opporiursty duting the yaar for
o axarcisg 0f sleclons rights in accordancn wen (ha
roguvemants of 1he Accounis aod Aust Regusationg

g m-v ;nm' PEvD &Y vEONS Yermaled the apoomawy ;n-
Maspect v a8 QUEINONE Ao s mANORY 'S accowe

B, We caming oul an asssssimenl of the rnks facing the
Moty and took appeopriate stops to manage Hoae
i, including the miroduction of Intermat conlrols andior
watomal Fsurance coner whsto Isgured

canaidarod and ancurmenind (e Brancal ond cther maks ¥
fnoma eens call wivhs then property

.ei'i'};‘gmmlnmn Hroughout he yeor an n;qum L
WiYecSve sywtern of miernanl audit of e accounting
fe0ords and control aystaims,

WIANGeT fov & pammetand pevaon, Mdepe s of the Sancisl
contray and pvoceduren fo give an abysciive vew an whedhar
Tt cantrale e (N Aesan of tis smaler auffhonty

7. Wo ook spproprete mﬁm m; o mattans ralsed
0 reportn fram avdemal sevd axtons auoi

MOARONTO 10 matiwe t\-’lWl’ fo Uy afenhon by Mdernal eenf
Ot By,

N S8 Eow e e [T S,

B Wa consideved whaibar any lsgation Aabdites o
comirsiments. oventa ar Eansactians, oocurmnng eilher
durrg o aftar the yearond, hve o financal mpect an
this authonly and, whers appropriale, have incudad Mom
1 e ac0ounsng sialemants

0, (Far \aoal counciis only) Trust lunds nduding
charitotée. In our capacily as tho sol muneging
lrusies we discharged aur acoountabiiity
ranpocsibilives 1or 1he fund|s Vassats, Including
finansowt ropariey) snd, Il mguired, ndepandont
CHAMINAlon of mladt

______ SES—

cﬁ'nchwjf:vwm.w,q ¥ ahenadd have abod 08 Dusiness sodnly
/ thwring the e incilkng avends laking pveow ey e yesr
uid ¥ revevant

Aan et 00 of Ma reaponsiitas whons as # body
COpoamio. 18 a8 A0l MAanegug ustew of 8 boal
rumr o

"Pleaso provide explanations (o the external audior on a separate sheat for sach ‘No rasponse and describe how the
authority will nddress the weaknesses (dentifiod, Thess sheets should be pubtiished wilh the Annunl Govermance Ststement

This Annual Govemance Statement was approved at &
meating of the aulhorty on

23| 62019
and recorded us minute refarence;

AP e Y

Signed by the Chalrman and Clark of the maesting where
approval was given

Chairman - sf\mu

Clerk
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il BICKLEIGH PARISH COUNCIL - ANNUAL GOVERNANCE STATEMENT 2018/19
WEAKNESSES IDENTIFIED FROM ASSERTIONS

ASSERTAIN Internal Audit observations ad recommendations Bickleigh Parish Council notes and actions
1 Financial It was noted that the Council failed to approve the Annual Due to a change Clerks and newly formed Council, the Council has had tight
Management Return prior to the end of June as is required under the deadlines to review the accounts and put procedures in place.

& preparation
of Accounting

Accounts and Audit Regulations 2015. The External Auditor
has therefore required to the Council to enter a Negative

The previous Clerk was employed for a period of 10 months. The current Clerk
commenced employed in March 2019,

Guide 1.37 states, in regard to Assertion 7 of the Annual
Governance Statement ".....the authority needs to have
considered all matters brought to its attention by its external
auditor and internal audit and taken corrective action as
appropriate.”

Statements Response in respect of Assertion 1 of the Annual Only two of the previous Councillors stood for re-election. The Council now has
Governance Statement. six Councillors who have not previeusly stood as Parish Councillors. Two of the
The Council to ensure that it enters a Negative new Councillors are District Councillors.
Response in respect of Assertion 1 of the Annual > 3000372019 - The current Clerk created a new page on the website
Governance Statement hitp: /e bickleigh. gov. ukdpolicies-and-proceduresffinances/, and uploaded
the Annual return for 201819
»  MNew Councillors were presented with an induction folder which includes ‘The
Good Councillors Guide to Finance and Transparency.'
* Al Councillors have been made aware of their collective financial
responsibility.
It was noted that the Cashbook maintained by the Council Although in the files, this information was not handed over to the current Clerk.
records transactions based on the date that these The cumrent Clerk had modified a spreadsheet system being used, which had not
transactions clear the bank, rather than the date on which included transactions for expenditure already included in the 2017-18 accounts.
the transactions occur. The draft annual Accounting Bank reconciliations had not been completed.
Statements numbers produced prior to the internal audit During her time serving with the previous council, Clir C Spencer had
were incorrect as they included a number of transactions recommendad the use of Alpha accounting package. The internal auditor had
which related to the 2017-18 financial year. It appears that noted this recommendation in the minutes. This would have made identify these
a number of cheques written prior to March 2019, which transactions easier.
had not cleared as at the 31st March, have not been % During the full Council meeting on 23 May 2019 the Council approved the
included in the Councils accountsl maintenance costs of the package with Rialias for the Alpha software package
and potential training costs.
> A meeting took place with the Internal auditor, Chair and Clerk / RFO. The
Clerk has welcomead the advice from the Internal auditor.
» There were two cheques written out prior to March 2019 which needed to be
included in the accounts. The cashbook for 2018-19 has been updated. The
Clerk produced a revised extended trial balance and bank reconciliation.
2 Internal It was noted that invoices are had not been signed as Following recommendations from the Internal Auditor “On a reqular basis, at least
Control evidence of approval. The Clerk had noticed that in some quarterly, bank statements must be subject to formal review. The bank
instances not all Councillors were aware of payments being | reconciliation statement should be signed and dated, and the supporting bank
issued. statements initialled as evidence of this review.
As the Council has not maintained a formal cashbook bank
reconciliations, matching the cashbook balance to the bank | These reconciliations will be reviewed and approved by Council.
statements, have not been preparad.
The Practitioner's Guide 1.10 states "Statements The Council is reviewing its banking procedures.
reconciling each of the authority’s bank accounts with its
accounting records need to be prepared on a regular basis,
including at the financial year-end,and reviewed by
members of the authority."
The Internal Auditor noted, from a review of bank
statements, that the Council has infroduced online banks
payments. Previously payments through the bank were
made by Cheque, Standing Order and Direct Debit. It was
not possible, form a review of the Minutes, to determing
how this change of arangements was agreed.
Compliance The Council must comply with the requirements of the The Exercise of Public Rights for Bickleigh Parish Council
with laws, Accounts and Audit Regulations in respect of the period for | will be from Monday 1 July — Friday 9 August 2019,
regulations the Exercise of Public Rights. Dietails will be from published on our website and
and proper noticeboards.
pracfices The Council must return a Megative Response in The announcement date of the notice will not be 1 day less than 1st July.
respect of Assertion 3 of the Annual Governance
Statement
4 Exercise of In the year 2017-18 the Council did not make "The Exercise of Public Rights for Bickleigh Parish Council will be from Monday
Public Rights proper arrangements during the year for the Exercise of 1 July — Friday 9 August 2019.
Public Rights. Deetails will be from published on our website and noticeboards.
The announcement date of the notice will not be 1 day less than 1st July.
5 Risk During 2018-19 a Financial Risk Assessment was not The Council has approved the purchase Local Council Risk System, a system
lManagement completed. designed to allow Parish Clerks to guickly identify and score their local risks.
] Internal audit As stated on Asseriion 2, the Clerk had been making It was recenily noted that Councillors from several years ago were siill listed by
telephone banking payments but the motion to approve this | the bank as signatories. Action has now been taken to remove them.
procedure payments was not minuted. During February 2019 payments were being issued a Councillor. The new Clerk
noticed that not all Councillors were aware payments were being issued.
¥ Reports from The Council has not formally censiderad the points raised A negative response has been entertained on Assertion 7 of the Annual
Auditors by the External Auditor in their report. The Practitioner's Govermnance Statement 2018/19

Reports from the Internal Auditor have been circulated to all Councillors.

During the Council meeting on 23rd May 2019 all Councillors confirmed they had
read the reports.

The current and previous years internal reports have been

uploaded on the Council website.
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v RISK ASSESSMENT COMPLETED 27 JUNE 2019

Page 6 of 7

Area Subject Level Risk Management/Control of Review/Action Required
LAI'H Risk
Assets Protection of physical assets MM Loss or damage to assets Review assets for imnsurance Review asset reguster in March
pUIposes each year
Maintenance of assets MH Inadequate safety Continual momtoring of all Annual mspection of all assets by
mauntenance assets and implement work as Clirs 1 May/June each yvear
necessary
Finance Precept LM Inadequate budget Considered and agreed by Muntamn existing procedures
preparation leading to Councl
mabslity to fulfil
obligations
Budget L Inadequate budget Clerk/RFO to monstor spending | Expenditure considered by Clirs
preparation leading 10 monthly and report to Councal | agsinst budget quarterly
wabelity to fulfil any overspend. Virements
obligations made as necessary
Contingency allowance to be
maintamed
Bank L Bank esrors or financial Clesk/RFO to monstor Review banking arrangements m
uregulanties next year
L For good financial control. | Consider opening an In next financral year
bearing account Not actimed
Fmancial Controls L Inadequate records leading | Internal and external audit Maintain existing procedures
to financial iwregulanities undertaken each year,
Computerised accounts package
-
CasVmoney at bank L Loss through theft or No petty cash float for Meandtonbpem stebaloi < ated-fooy
dishonesty expenditure. Mamtain Fidelity | purchases
G
| Staffing Salaries L Payment not made 10 Salary and HMRC caleul M, L tng proced
HMRC or mncorrect made by external professional Action: Chair to contact South
payments to staff’ and cheques written by Panish Hams Distnct Council for
Council Check paymeats with | quotation on their pavioll
annual with return from processing costs
Paul Rowlands
Review of Salaries L Not ing National Sal to be reviewed m April | Review salaries for next financial
Minmum Wage or salary each vear and 1n accordance year
scales with Government guidance
Back up data regularly — Clir
Computers Loss of Data L Loss of dasa through system | Rundell advissd the website 15 | Maintaw exssting procedures
M exror of theft of computer | being backed up weekly
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V' NOTICE OF PUBLIC RIGHTS AND PUBLICATION OF UNAUDITED ANNUAL GOVERNANCE & ACCOUNTABILITY RETURN

BICKLEIGH PARISH COUNCIL

NOTICE OF PUBLIC RIGHTS AND PUBLICATION
OF UNAUDITED ANNUAL GOVERNANCE &

ACCOUNTABILITY RETURN

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2019

Local Audit and Accountability Act 2014 Sections 26 and 27

The Accounts and Audit Regulations 2015 (SI 2015/234)

! NOTICE

NOTES

1. Date of announcement 28 June 2019 {a)

2. Each yoar thoe smaller authority's Annual Governance and Accountability
Return (AGAR) needs to be roviewed by an external auditor

Smaller Authorities' Audit Appointments Ltd. The unaudited has boen
publishod with this notice. As & has yot to be reviewed by the appointed
auditer, it s subjoct to change as a result of that review.

Any person interested has tho right to inspect and make coples of the
accounting records for the financlal year to which the audit relates and afl
books, doeds, contracts, biis, vouchers, roceipts and other documents
relating to those records must bo made avallable for inspection by any person
Intorested. For the yoar ended 31 March 2019, these documents will bo
available on reasonable notice by appilcation to:

(b} Karenza Heald, ClerRFO
Bickisgh Pansh Coucnd, New Road, Roborough, Plymouth, PLE TFJ
Telephone 01742 656572
Email sholarkiaickin
hitp:iiwww. bickleigh. gov.us/

commencing on (o] __ Moaday 1 17 June 2019

oo\

and ending on (d) __ Friday 9™ August 2019
1. Local government clectors and their representatives also have:

e The cpportunity to guesbon the appomied auditor about the accourting
records; and

¢ The nght to make an cbjection which conoerms a matter in respect of which
the appointed audior could either make a public mterest report oc apply 0
the court for a daclaration that an item of account is uniawful. Wrasten
natice of an cbjection must §rst be given % the awudtor and a copy sent 2
the smatier authanty

The appointed audiior can be contacted at the address in paragraph 4 befow
for this purpose between the above dales only

4. The smaller authority's AGAR Is subject to review by the appointed auditor
under the provisions of the Local Audit and Accountabiiity Act 2014, the
Accounts and Audit Regulations 2015 and the NAO's Code of Audit Practice
2015. The appointed auditor is:

PKF Littlejohn LLP (Ref: S8A Yoam)
1 Westferry Circus

Canary Whart

London £14 44D

(sbadipkd-itlejahn. com)
5. This announcement is made by (e}

Karonza Heald, Clork /RFO

{a) Insant date o placeg of e notice
which must ba not kess han 1 day
tafore the date n ) below

{b) Irsen name posBion  and
asyesafelephone  numbee!  emal
ad¥ess, as appropoate, of the Clark of
ohax person o which any pecson may
apgly 10 inspect e accounts

] nsen date, which must be af east 1
day aber the date of anouncement in
(Q) sbove and &t least 30 working days
Defore the date sppoinied in () below

|d] The nspection period batween (0)
ad (d) must be 30 woking days
nelusve an must incude the St 30
working Says of Juty

{e) Insen name and posion of Derson
placing the notice — this person mus! be
ho responsitie Meancial offcer for the
SMaBer Buhorly
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