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SUMMONS

22 July 2026

Dear Member

You are hereby summoned to attend a meeting of the FINANCE COMMITTEE held on
Tuesday 28 July 2026 at 10 am at the Parish Office, 2 Knowle Park Lane, Fair Oak.

Jearvma Catill,

Joanna Cahill, Finance Officer

PUBLIC INFORMATION: Members of the public are welcome to attend this meeting. The
seating capacity of our Conference Room for members of the public is limited under fire
regulations to 22.

PUBLIC PARTICIPATION: Members of the public may speak in accordance with the Council's
public participation scheme: (a) on items under the Council’s remit which are not on the public
agenda; and/or (b) on individual items on the public agenda, when the Chairman calls that item.
Speeches may not exceed three minutes.

Anyone wishing to attend the meeting or speak in accordance with the Council’s public participation
scheme, should contact the Finance Officer by emailing finance@fairoak-pc.gov.uk no later than
10.00 Friday 24" July.

AGENDA
PART | - PUBLIC SESSION

APOLOGIES

DECLARATIONS OF INTEREST

To receive declarations of interest and dispensation requests.
MINUTES (PAPER A, PAGES 3-5)

To agree the minutes of the meeting held on 6" March 2026
PUBLIC PARTICIPATION

To receive any public participation in accordance with the Council’'s public participation

scheme.


mailto:finance@fairoak-pc.gov.uk

QUARTERLY FINANCIAL MONITORING REPORT (REPORT B, PAGES 6-17)
To approve the report of the Finance Officer.

FINANCE RISK ASSESSMENT (REPORT C, PAGES 18-27)

To approve the Council’s Finance Risk Assessment.

FINANCE REGULATIONS (REPORT D, PAGES 28-41)

To agree and recommend the Council’s Finance Regulations to Full Council for approval.
RFO PROTOCOL (REPORT E, PAGES 42-48)

To approve the reviewed RFO Protocol

INTERNAL CONTROLS (REPORT F, PAGE 49-57)

To approve the Council’'s Statement of Internal Controls

WORK PROGRAMME (REPORT G, PAGE 58)

To note the work programme.

To: Councillors

Clir N Couldrey
Clir B Tennent
Clir G Meech

Clir P Barrett
ClIr K Forfar

Clir H Douglas (Chairman)
Officers

Mrs J Cahill (RFO)

Andy Lowe Executive Officer

Clir T Higby
ClIr S Broomfield
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Minutes of the FINANCE COMMITTEE meeting held on Friday 6 March 2026
at 10.00 am at the Parish Office, 2 Knowle Park Lane, Fair Oak

Present: Clirs Barrett, Couldrey, Douglas (Chair)

Officers in attendance: Joanna Cahill, (RFO) and Andy Lowe (Exec Officer)
Apologies: Clirs Higby, Forfar, Tennent, Marsh
Absent: Clir Chivuchi
51 DECLARATIONS OF INTEREST
There were none
52 MINUTES OF MEETINGS (PAPERA)
RESOLVED:
That the minutes of the meeting held on 9th December 2025 be agreed
53 PUBLIC PARTICIPATION
There were no members of public present.
54 FINANCIAL MONITORING REPORT

Councillors were informed that, with one month remaining in the financial year, overall income was
expected to be largely on budget once all outstanding receipts were received. Outstanding items
included interest for February and March. Pitch and hall income were currently under budget, as
March invoices would be raised at the end of the month. Other income had exceeded budget,
primarily due to a £16,000 insurance settlement for the van. Councillors were advised that a
replacement vehicle was being pursued. Additional grant funding to support pantry and cooking
programmes had further strengthened the income position. Cemetery income remained slightly
below budget, which councillors acknowledged was difficult to forecast accurately.

A 3% increase in fees and charges for the next financial year had been approved, and a targeted
marketing campaign would be undertaken to increase hall usage and capacity.

Regarding expenditure, Councillors were advised that overall spending was currently under
budget, though some individual areas had exceeded allocations. Legal and professional fees were
over budget due to HR advice related to a staffing matter, and subscriptions had risen due to an
additional SLCC membership and general cost increases. Utilities had fluctuated throughout the
year, and usage and supplier charges were being closely monitored.



The Parish Office had required unplanned repairs, including boiler work, new floodlights, and
health and safety measures; additional contingency had been included in next year’s budget to
account for similar costs. Contract cleaning had been introduced following the departure of two
part-time caretakers, offset by staffing savings.

At the Pavilion, leak repairs and CCTV upgrades had been completed, and Horton Heath
Community Centre had required a new fire alarm system and electrical testing to ensure
compliance. Storm damage had led to additional tree maintenance, and the tree budget for next
year had been doubled to reflect ongoing needs.

Councillors were assured that the main expenditure pressures related to compliance, health and
safety, and essential maintenance. Measures had been incorporated into next year’s budget to
provide greater financial resilience. Overall, the council remained in a strong financial position
moving into the next financial year.

RESOLVED:
That the latest budget position as set out in Report B be noted.
55 ALLOCATION OF EARMARKED RESERVES

The Committee reviewed the allocation of capital reserves and the projects associated with them.
Councillors were made aware that funding will come from the Local Area Committee (LAC) in the
2026/27 financial year, which will be amalgamated with some of the Council’s existing earmarked
reserves where appropriate.

Councillors noted that this approach will support the delivery of priority projects while ensuring that
the Council’s reserves are used effectively and for their intended purposes. It was also noted that
earmarked reserves will be closely monitored going forward to ensure transparency and sound
financial management, with regular reviews undertaken to confirm that allocations remain
appropriate and aligned with planned projects and the Council’s priorities.

RECOMMENDED:
That the Council approve the current capital reserves for 2025/2026 as set out in Report C
56 CAFE WATER UPDATE

Members noted that, now that the water meter has been installed, it is possible to more accurately
determine the proportion of the water bill attributable to the Café and the splash pad. It was further
noted that, following a meeting with Matt Nicholson, a fixed monthly transfer has been arranged to
the Council to cover the Café’s water usage, providing a more structured and transparent
repayment arrangement going forward.

NOTED:

Members noted that, following the installation of the new water meter, Officers were now able to
accurately apportion the water bill between the Café and the splashpad, with a fixed monthly
transfer in place to cover the Café’s usage.

57 INVESTMENT STRATEGY

The Committee considered the Investment Strategy 2026/27 and discussed ethical banking,



exploring the use of ethical banks, and agreed to amending the Investment Strategy to confirm
that the Council does not knowingly engage in unethical banking. The Finance Officer confirmed
that alternative investment opportunities will continue to be considered to maximise interest,
particularly as Section 106 income is due to be received.

RESOLVED

That the Investment Strategy 2026/2027 be approved, subject to the amendment confirming that
the Council does not knowingly engage in unethical banking.

58 WORK PROGRAMME

Members acknowledged the Work Programme. It was recommended that the Earmarked

reserves be reviewed at the next Finance Committee meeting in July, in anticipation of the
forthcoming Section 106 funds.

RESOLVED:

That the Work Programme set out in Report E be noted.

Accessibility - should you need to view these minutes in an alternative format please contact:
deputyexec@fairoak-pc.qov.uk
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FINANCE COMMITTEE - 28 JULY 2026

FINANCIAL MONITORING REPORT - QUARTER 4 FINANCIAL COMMENTARY FOR THE PERIOD
01 APRIL 2026 TO 15 JULY 2026

1 RECOMMENDATION

1.1 Itis recommended that Committee notes the latest budget position as at 15th July as set out in
Appendix 1 to this report.

2 INTRODUCTION

2.1 This is a monitoring report on the current position relating to the 2026/27 budget approved by the
Council in January 2026

3 BACKGROUND

3.1 Itis important that The Council manages its finances prudently. The Council undertakes a
continuous review of its finances with monthly reports from the Responsible Finance Officer on
highlighting the current bank balances and BAC transfers. In addition, quarterly budget monitoring
reports form an important part of the review process and support the ongoing development of the
budget planning for the forthcoming financial year.

4 BUDGET 2026/27

4.1 A budget of £991,200 for 2026/27 was agreed by the Council in January 26. The full budget is
attached at Appendix 1.

4.2 The Council has had just over three months of income to date.

4.3 Within the Other Income nominal code, the Council has received over £4,000 of additional income.
This type of income is not typically budgeted for due to its sporadic and unpredictable nature. The
income received includes £1,000 from the ice cream van located at the Splash Pad, £1,000 from the
Caribbean food truck, and the remaining balance from the Fountain Café in relation to water usage.

4.4 In terms of expenditure, legal costs are currently £330 over budget, primarily due to legal fees
incurred in relation to the Council's asset transfers. However, Eastleigh Borough Council has agreed
to reimburse the Council £750 per land transfer towards these legal costs. The Council is expecting
to receive this reimbursement imminently, which will offset the current overspend.

4.5 Vehicle insurance costs are currently higher than budgeted. This is likely due to increasing
insurance premiums across the sector, rising repair and replacement costs, and the Council's
vehicle risk profile of an aging fleet. These increased costs will need to be reflected in the 2027/28
budget.

4.6 General maintenance expenditure for the Pavilion has included the installation of a drinking water
fountain, providing a free and convenient source of drinking water for park users, helping to reduce
the use of single-use plastic bottles.



4.7

5.1

6.1

7.1

7.2

7.3

8.1

In terms of anticipated expenditure, Wildwood has submitted invoices for the purchase of two
replacement Council vehicles, with a total value of £39,954, following the agreed part-exchange of
two existing vehicles (£10,000). At the time of writing this report, payment has not yet been made as
the Council is awaiting completion of the necessary documentation. Once finalised, the expenditure
will be processed in accordance with the Council's financial procedures.

TOTALS
Totals as of 15" July are: -

e Total Income: - £504,485 (£495,600 relates to 1% half precept)
e Total Expenditure: - £234,540

EARMARKED RESERVES
Appendix 2 shows the current position regarding the Council’s Ear Marked Reserves.
GENERAL RESERVES

The Internal Auditor previously noted that the Council's General Reserve at the end of the 2024/25
financial year was below the recommended level. The primary reason for this was the unforeseen
costs associated with the construction of the café.

The Council has since taken proactive steps to strengthen its financial resilience by incorporating
additional contingency within the 2026/27 budget to help mitigate the impact of any unforeseen
expenditure. Despite these previous challenges, the Council has maintained healthy cash balances
throughout the year.

As at the date of this report, the General Reserve stands at £420,860, which is comfortably within
the level considered appropriate for the Council's size and level of expenditure, demonstrating a
strong improvement in the Council's overall financial position.

ACCOUNT BALANCES
The current balances for all 3 of the Council’s accounts as at 15™ July are as follows: -

Current Account - £188,347
Premier Account - £277,778
Public Sector Account - £239,400

For further information:
Joanna Cahill, Responsible Finance Officer
finance@fairoak-pc.gov.uk
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12:56 Detailed Income & Expenditure by Budget Heading 01/07/2026
Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
100 Income
1076 Precept 632,716 495,600 991,200 495,600 50.0%
1090 Interest Received 10,932 2,934 14,000 11,066 21.0%
1300 Football Income 3,045 662 4,500 3,838 14.7%
1310 Cricket Income 4,500 0 4,500 4,500 0.0%
1550 Tennis Income 2,375 1,034 2,000 966 51.7%
1900 Other Income 30,501 4,256 0 (4,256) 0.0%
1905 Section 106 Income 54,091 0 0 0 0.0%
Income :- Income 738,160 504,485 1,016,200 511,715 49.6% 0
Net Income 738,160 504,485 1,016,200 511,715
110 Administration
4000 Salaries 345,573 106,838 476,780 369,942 369,942 22.4% 4,842
4010 Employer's Pension 87,119 21,856 91,717 69,861 69,861 23.8%
4030 Sickness/Holiday Cover 1,550 195 2,000 1,805 1,805 9.7%
4055 Insurance 18,035 0 20,000 20,000 20,000 0.0%
4060 Audit 3,030 800 3,500 2,700 2,700 22.9%
4070 Legal & Professional Fees 8,159 5,330 5,000 (330) (330) 106.6%
4075 Postage 29 31 150 119 119 20.7%
4080 Stationery 294 158 500 342 342 31.5%
4085 Printer Consumables 848 66 780 714 714 8.4%
4090 Admin Maintenance 1,254 331 1,000 669 669 33.1%
4095 Bank Charges 33 1 60 59 59 0.9%
4100 Chairman's Allownace 412 33 400 367 367 8.1%
4103 Staff Welfare 0 400 1,000 600 600 40.0%
4105 Conference/Training/Staffing 2,215 110 3,000 2,890 2,890 3.7%
4110 Clothing 1,237 260 1,200 940 940 21.7%
4120 Telephone & Broadband 5,409 682 3,000 2,318 2,318 22.7%
4125 Mobile Phone 59 0 250 250 250 0.0%
4132 Subscriptions 3,159 855 3,000 2,145 2,145 28.5%
4133 Software and support 17,466 3,715 18,500 14,785 14,785 20.1%
4990 Sundry Expenses 223 45 250 205 205 18.0%
Administration :- Indirect Expenditure 496,103 141,705 632,087 490,382 0 490,382 22.4% 4,842
Net Expenditure  (496,103) (141,705) (632,087) (490,382)
6000 plus Transfer from EMR 33,823 4,842 0 (4,842)
Movement to/(from) Gen Reserve  (462,280) (136,863) (632,087) (495,224)

Continued over page



14/07/2026

Fair Oak & Horton Heath Parish Council

Page 2

12:56 Detailed Income & Expenditure by Budget Heading 01/07/2026
Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
150 Parish Office
1200 Hiring Fees 5,499 1,242 10,000 8,758 12.4%
Parish Office :- Income 5,499 1,242 10,000 8,758 12.4% 0
4395 Business Rates 17,216 16,907 17,750 844 844 95.2%
4400 Gas 5,102 170 1,500 1,330 1,330 11.3%
4405 Electricity 2,090 540 2,500 1,960 1,960 21.6%
4410 Water 1,513 270 500 230 230 54.0%
4415 Repairs 2,938 970 1,000 30 30 97.0%
4425 Health & Safety 4,555 55 3,500 3,445 3,445 1.6%
4435 Cleaning 1,065 141 1,000 859 859 14.1%
4440 Contract cleaning 23,029 5,971 24,000 18,029 18,029 24.9%
4450 Equipment - Internal 0 0 500 500 500 0.0%
4680 General Bin Emptying 1,403 403 1,000 597 597 40.3%
4990 Sundry Expenses 30 22 100 78 78 21.6%
Parish Office :- Indirect Expenditure 58,941 25,447 53,350 27,903 0 27,903 47.7% 0
Net Income over Expenditure (53,442) (24,205) (43,350) (19,145)
210 Machinery and Van
4300 Machinery - General Repairs 3,428 0 4,500 4,500 4,500 0.0%
4305 Fuel 3,832 1,781 6,000 4,219 4,219 29.7%
4310 Road Tax 690 720 700 (20) (20) 102.9%
4315 Maintenance - Vans 8,168 743 5,000 4,257 4,257 14.9%
4320 Vehicle Insurance 4,766 7,174 5,000 (2,174) (2,174) 143.5%
Machinery and Van :- Indirect Expenditure 20,884 10,419 21,200 10,781 0 10,781 49.1% 0
Net Expenditure (20,884) (10,419) (21,200) (10,781)
230 Crowdhill Community Building
1200 Hiring Fees 32,689 5,821 49,000 43,179 11.9%
Crowdhill Community Building :- Income 32,689 5,821 49,000 43,179 11.9% 0
4120 Telephone & Broadband 49 29 700 671 671 4.1%
4395 Business Rates 10,729 8,820 11,000 2,180 2,180 80.2%
4400 Gas 3,075 519 2,000 1,481 1,481 26.0%
4405 Electricity 3,772 1,276 3,000 1,725 1,725 42.5%
4410 Water 733 49 400 351 351 12.2%
4415 Repairs 286 590 800 210 210 73.8%
4420 CCTV Maintenance 0 0 1,000 1,000 1,000 0.0%
4425 Health & Safety 3,571 890 6,000 5,110 5,110 14.8%
4435 Cleaning 695 533 700 167 167 76.1%

Continued over page



14/07/2026 Fair Oak & Horton Heath Parish Council Page 3
12:56 Detailed Income & Expenditure by Budget Heading 01/07/2026
Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
4450 Equipment - Internal 168 0 500 500 500 0.0%
4455 Equipment - External 2,843 0 500 500 500 0.0%
4680 General Bin Emptying 1,691 356 2,000 1,644 1,644 17.8%
4990 Sundry Expenses 0 0 100 100 100 0.0%
Crowdhill Community Building :- Indirect Expenditure 27,611 13,061 28,700 15,639 0 15,639 45.5% 0
Net Income over Expenditure 5,078 (7,240) 20,300 27,540
240 Pavilion
1200 Hiring Fees 0 0 100 100 0.0%
Pavilion :- Income 0 0 100 100 0.0% 0
4120 Telephone & Broadband 287 29 300 271 271 9.6%
4400 Gas 1,739 299 1,500 1,201 1,201 20.0%
4405 Electricity 1,545 193 1,600 1,407 1,407 12.0%
4410 Water 397 0 500 500 500 0.0%
4415 Repairs 1,533 3,436 3,000 (436) (436) 114.5%
4420 CCTV Maintenance 1,872 0 1,000 1,000 1,000 0.0%
4425 Health & Safety 3,199 1,068 3,000 1,932 1,932 35.6%
4435 Cleaning 258 35 300 265 265 11.7%
4595 General Maintenance 0 674 0 (674) (674) 0.0%
4680 General Bin Emptying 2,484 616 2,300 1,684 1,684 26.8%
Pavilion :- Indirect Expenditure 13,313 6,350 13,500 7,150 0 7,150 47.0% 0
Net Income over Expenditure (13,313) (6,350) (13,400) (7,050)
250 HHCC
1200 Hiring Fees 28,088 6,480 31,200 24,720 20.8%
HHCC :- Income 28,088 6,480 31,200 24,720 20.8% 0
4120 Telephone & Broadband 233 0 700 700 700 0.0%
4395 Business Rates 3,044 2,822 3,400 578 578 83.0%
4400 Gas 2,477 103 2,500 2,397 2,397 4.1%
4405 Electricity 2,912 1,395 2,500 1,105 1,105 55.8%
4410 Water 2,357 144 400 256 256 36.1%
4415 Repairs 462 0 1,500 1,500 1,500 0.0%
4425 Health & Safety 6,952 160 5,000 4,840 4,840 3.2%
4435 Cleaning 130 30 100 70 70 30.0%
4450 Equipment - Internal 0 0 50 50 50 0.0%
4595 General Maintenance 0 0 300 300 300 0.0%
4680 General Bin Emptying 1,242 308 1,500 1,192 1,192 20.5%
4990 Sundry Expenses 175 0 100 100 100 0.0%
HHCC :- Indirect Expenditure 19,983 4,963 18,050 13,087 0 13,087 27.5% 0
Net Income over Expenditure 8,104 1,517 13,150 11,633

10
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Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
280 Other Properties
4480 Bus Shelters 0 100 100 100 0.0%
4485 Memorial (205) 50 255 255 (410.0%)
4490 Memorial Clock 0 600 600 600 0.0%
4505 Village Flowers 606 0 3,000 3,000 3,000 0.0%
4506 Defibs 0 523 1,000 477 477 52.3%
Other Properties :- Indirect Expenditure 606 318 4,750 4,432 0 4,432 6.7% 0
Net Expenditure (606) (318) (4,750) (4,432)
290 General Grounds Maintenance
4530 Equipment - Purchases 23,466 3,625 30,000 26,375 26,375 12.1%
4535 Equipment - Maintenance 5,269 483 8,000 7,517 7,517 6.0%
4540 Materials 5,638 1,761 5,000 3,239 3,239 35.2%
General Grounds Maintenance :- Indirect 34,373 5,869 43,000 37,131 0 37,131 13.6% 0
Expenditure
Net Expenditure (34,373) (5,869) (43,000) (37,131)
300 Lapstone Playing Fields
4575 Cricket (Winter) 547 2,000 2,000 2,000 0.0%
4580 Football 0 500 500 500 0.0%
4585 Tennis 1,156 0 1,200 1,200 1,200 0.0%
4590 Pitch Maintenance 1,921 444 3,000 2,556 2,556 14.8%
4595 General Maintenance 469 0 1,000 1,000 1,000 0.0%
4600 Dog Bin Emptying 0 300 300 300 0.0%
4670 Signs & Bins 0 50 50 50 0.0%
4680 General Bin Emptying 0 300 300 300 0.0%
Lapstone Playing Fields :- Indirect Expenditure 4,092 444 8,350 7,906 0 7,906 5.3% 0
Net Expenditure (4,092) (444) (8,350) (7,906)
310 Knowle Park
4595 General Maintenance 3,862 791 17,000 16,209 16,209 4.7%
4630 Fencing 0 0 500 500 500 0.0%
4635 Security 4,173 3,131 5,000 1,869 1,869 62.6%
4640 Water Supply -White Tree Close 9 0 100 100 100 0.0%
4645 Seating/Bins 0 0 500 500 500 0.0%
4670 Signs & Bins 180 115 100 (15) (15) 114.5%
Knowle Park :- Indirect Expenditure 8,224 4,036 23,200 19,164 0 19,164 17.4% 0
Net Expenditure (8,224) (4,036) (23,200) (19,164)
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Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
320 New Century Park
4420 CCTV Maintenance 0 1,000 1,000 1,000 0.0%
4595 General Maintenance 855 1,000 1,000 1,000 0.0%
4680 General Bin Emptying 0 200 200 200 0.0%
New Century Park :- Indirect Expenditure 855 0 2,200 2,200 0 2,200 0.0% 0
Net Expenditure (855) 0 (2,200) (2,200)
330 Knowle Hill
4595 General Maintenance 0 0 100 100 100 0.0%
Knowle Hill :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
360 Oak Walk
4595 General Maintenance 0 0 100 100 100 0.0%
Oak Walk :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
370 Daisy Dip
4595 General Maintenance 0 0 100 100 100 0.0%
Daisy Dip :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
380 Wyvern Meadow
4595 General Maintenance 0 0 100 100 100 0.0%
Wyvern Meadow :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
400 Play Areas General
4750 ROSPA Fees 532 0 900 900 900 0.0%
Play Areas General :- Indirect Expenditure 532 0 900 900 0 900 0.0% 0
Net Expenditure (532) 0 (900) (900)
410 New Century Park Play Area
4595 General Maintenance 500 500 500 0.0%
4993 New Century Park Playarea 500 500 500 0.0%
New Century Park Play Area :- Indirect Expenditure 0 0 1,000 1,000 0 1,000 0.0% 0
Net Expenditure 0 0 (1,000) (1,000)

12
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Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
420 Dean Road Play Area
4595 General Maintenance 0 0 100 100 100 0.0%
Dean Road Play Area :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
430 Meadowsweet Way Play Area
4595 General Maintenance 0 0 250 250 250 0.0%
Meadowsweet Way Play Area :- Indirect 0 0 250 250 0 250 0.0% 0
Expenditure
Net Expenditure 0 0 (250) (250)
440 Knowle Park Play Area
4595 General Maintenance 555 0 1,000 1,000 1,000 0.0%
4670 Signs & Bins 0 0 100 100 100 0.0%
4675 Signs 0 0 50 50 50 0.0%
4770 Skatepark 315 0 500 500 500 0.0%
Knowle Park Play Area :- Indirect Expenditure 870 0 1,650 1,650 0 1,650 0.0% 0
Net Expenditure (870) 0 (1,650) (1,650)
450 Pembers Hill Church Yard
4595 General Maintenance 0 0 100 100 100 0.0%
Pembers Hill Church Yard :- Indirect Expenditure 0 0 100 100 0 100 0.0% 0
Net Expenditure 0 0 (100) (100)
460 Pembers Hill Drive
4595 General Maintenance 0 0 500 500 500 0.0%
Pembers Hill Drive :- Indirect Expenditure 0 0 500 500 0 500 0.0% 0
Net Expenditure 0 0 (500) (500)
465 Pembers Hill Farm
4595 General Maintenance 0 0 500 500 500 0.0%
Pembers Hill Farm :- Indirect Expenditure 0 0 500 500 0 500 0.0% 0
Net Expenditure 0 0 (500) (500)

13
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470 Upper Barne Copse

4595 General Maintenance

Upper Barne Copse :- Indirect Expenditure

Net Expenditure

480 Crowdhill Drive

4595 General Maintenance

Crowdhill Drive :- Indirect Expenditure

Net Expenditure

490 Fair Oak Library
4425 Health & Safety

4595 General Maintenance

Fair Oak Library :- Indirect Expenditure

Net Expenditure

a1
o

Allotments

1500 Allotment Income

Allotments :- Income
4410 Water
4800 Allotments - Knowle Park
4805 Allotments - Campbell Way
4810 Allotments - Knowle Lane Ditch
4815 Allotmemts - Pest Control
4820 Allotments - Toilet

Allotments :- Indirect Expenditure

Net Income over Expenditure

510 Cemetery
1520 Burials Income
1530 Memorials Income

1540 Cremation Income

Cemetery :- Income
4010 Employer's Pension
4400 Gas
4410 Water

Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
0 0 250 250 250 0.0%
0 0 250 250 0 250 0.0% 0
0 0 (250) (250)
0 0 500 500 500 0.0%
0 0 500 500 0 500 0.0% 0
0 0 (500) (500)
480 160 500 340 340 32.0%
0 0 2,000 2,000 2,000 0.0%
480 160 2,500 2,340 0 2,340 6.4% 0
(480) (160) (2,500) (2,340)
3,139 307 4,000 3,693 7.7%
3,139 307 4,000 3,693 7.7% 0
287 33 300 267 267 11.0%
0 100 100 100 0.0%
0 50 50 50 0.0%
0 100 100 100 0.0%
190 95 400 305 305 23.8%
1,279 486 1,100 614 614 44.2%
1,756 614 2,050 1,436 0 1,436 30.0% 0
1,383 (307) 1,950 2,257
8,260 2,316 9,000 6,684 25.7%
2,256 465 5,000 4,535 9.3%
850 300 4,000 3,700 7.5%
11,366 3,081 18,000 14,919 17.1% 0
0 9 0 9) (9) 0.0%
12 0 0 0 0 0.0%
146 20 115 96 96 17.0%
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Page 8

12:56 Detailed Income & Expenditure by Budget Heading 01/07/2026
Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
4595 General Maintenance 57 0 500 500 500 0.0%
Cemetery :- Indirect Expenditure 214 29 615 587 0 587 4.6% 0
Net Income over Expenditure 11,152 3,053 17,385 14,333
520 Community Cafe
4425 Health & Safety 320 160 0 (160) (160) 0.0%
4595 General Maintenance 3,004 0 1,500 1,500 1,500 0.0%
Community Cafe :- Indirect Expenditure 3,324 160 1,500 1,340 0 1,340 10.7% 0
Net Expenditure (3,324) (160) (1,500) (1,340)
530 Splashpad
4405 Electricity 1,108 0 1,500 1,500 1,500 0.0%
4410 Water (5,397) 5,214 6,000 786 786 86.9%
4425 Health & Safety 160 0 315 315 315 0.0%
4595 General Maintenance 346 0 1,500 1,500 1,500 0.0%
4596 Winterization 1,065 0 1,200 1,200 1,200 0.0%
4597 Summerization 2,360 2,470 2,500 30 30 98.8%
4598 Splashpad Toilets 0 0 1,500 1,500 1,500 0.0%
Splashpad :- Indirect Expenditure (358) 7,684 14,515 6,831 0 6,831 52.9% 0
Net Expenditure 358 (7,684) (14,515) (6,831)
550 Trees
4821 Tree Maintenance 6,040 0 10,000 10,000 10,000 0.0%
4825 Tree survey 3,630 0 2,000 2,000 2,000 0.0%
4830 Trees - Lapstone Playing Field 3,770 0 500 500 500 0.0%
4831 Trees - Knowle Park 1,170 0 1,000 1,000 1,000 0.0%
4832 Trees - New Century Park 0 0 500 500 500 0.0%
4833 Trees - Knowle Hill 870 0 500 500 500 0.0%
4834 Trees - Lapstone Farm 0 0 500 500 500 0.0%
4835 Trees - Oak Walk 1,090 840 500 (340) (340) 168.0%
4836 Trees - Daisy Dip 1,730 0 500 500 500 0.0%
4837 Trees - Wyvern Meadow 0 0 500 500 500 0.0%
4838 Trees - Fair Oak Cemetery 1,920 1,210 500 (710) (710)  242.0%
4839 Trees-HHCC open space 0 920 500 (420) (420) 184.0%
4840 Trees - Crowdhill 0 840 1,000 160 160 84.0%
4841 Trees - Community Orchard 0 0 1,000 1,000 1,000 0.0%
4842 Trees - Pembers Farm Trees 0 0 500 500 500 0.0%
Trees :- Indirect Expenditure 20,220 3,810 20,000 16,190 0 16,190 19.0% 0
Net Expenditure (20,220) (3,810) (20,000) (16,190)
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Fair Oak & Horton Heath Parish Council

Page 9

12:56 Detailed Income & Expenditure by Budget Heading 01/07/2026
Month No: 4 Cost Centre Report
Actual Last Actual Year Current Variance Committed Funds % Spent Transfer
Year To Date Annual Bud Annual Total Expenditure Available to/from EMR
600 Other Expenses
4850 Section 137 - Grants 3,140 0 4,500 4,500 4,500 0.0%
4855 Section 137 - Street Pastors 700 0 700 700 700 0.0%
4861 Knowle Park Orchard 0 0 2,000 2,000 2,000 0.0%
4862 Knowle Park Bridge 0 0 15,000 15,000 15,000 0.0%
4863 Library Roof 0 0 7,000 7,000 7,000 0.0%
4864 Knowle Park Playarea replaceme 0 0 30,000 30,000 30,000 0.0%
4865 Election Expenses 0 0 500 500 500 0.0%
4866 North Copse Pathways 0 0 10,000 10,000 10,000 0.0%
4867 Cemetery Pathway 0 0 50,000 50,000 50,000 0.0%
4870 Youth Project 6,000 0 16,000 16,000 16,000 0.0%
4874 Solar Batteries 0 0 2,500 2,500 2,500 0.0%
4875 Community Events Expenditure 4,515 372 4,500 4,128 4,128 8.3%
4877 Play Asset Strategy 0 0 58,083 58,083 58,083 0.0%
4878 Devolution 770 0 32,000 32,000 32,000 0.0%
Other Expenses :- Indirect Expenditure 15,125 372 232,783 232,411 0 232,411 0.2% 0
Net Expenditure (15,125) (372) (232,783)  (232,411)
900 Reserves Spend
4888 Lapstone Farm 0 2,686 0 (2,686) (2,686) 0.0% 2,686
5005 Playarea improvements 812 0 0 0 0 0.0%
5006 Community Development 20,560 6,414 0 (6,414) (6,414) 0.0% 6,414
5025 Play Strategy 12,145 0 0 0 0 0.0%
Reserves Spend :- Indirect Expenditure 33,518 9,100 0 (9,100) 0 (9,100) 9,100
Net Expenditure (33,518) (9,100) 0 9,100
6000 plus Transfer from EMR 33,478 9,100 0 (9,100)
Movement to/(from) Gen Reserve (40) 0 0 0
Grand Totals:- Income 818,941 521,416 1,128,500 607,084 46.2%
Expenditure 760,664 234,540 1,128,500 893,960 0 893,960 20.8%
Net Income over Expenditure 58,276 286,877 0 (286,877)
plus Transfer from EMR 67,301 13,942 0 (13,942)
Movement to/(from) Gen Reserve 125,577 300,818 0 (300,818)
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316
317
325
340
345
350
375
386
387
388
390
391
392
393
394
395
396
398
399

Account Opening Balance Income Expenditure Closing Balance
EMR - Community Develpment Pos 38,643.95 0.00 7,557.99 31,085.96
EMR- Community Development Pro 43,959.68 0.00 3,697.75 40,261.93
EMR - Knowle Park 15,225.05 0.00 0.00 15,225.05
EMR - Knowle Park Office &comp 1,020.55 0.00 0.00 1,020.55
EMR - Lapstone Farm 20,842.88 2,686.00 5,372.00 18,156.88
EMR - Horton Heath CC 2,708.30 0.00 0.00 2,708.30
EMR -New Century Park 5,500.00 0.00 0.00 5,500.00
EMR - Splashpad Playarea 13,000.00 0.00 0.00 13,000.00
EMR - Skate Ramp 14,000.00 0.00 0.00 14,000.00
EMR - Play Strategy 3,354.55 0.00 0.00 3,354.55
EMR - HHCC Flooring 40,250.00 0.00 0.00 40,250.00
EMR - New playarea Provision 42,392.68 0.00 0.00 42,392.68
EMR - Meadowsweet play area 5,500.00 0.00 0.00 5,500.00
EMR - Pembers Playarea 5,100.00 0.00 0.00 5,100.00
EMR -Public Art 6,121.60 0.00 0.00 6,121.60
EMR - Onsite Maint Knowle Park 4,850.91 0.00 0.00 4,850.91
EMR- Woodland Play Area 26,600.00 0.00 0.00 26,600.00
EMR - Greening Campaign 35.00 0.00 0.00 35.00
EMR- Brookfield Carpark 18,000.00 0.00 0.00 18,000.00
307,105.15 2,686.00 16,627.74 293,163.41
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FAIR OAK AND HORTON HEATH PARISH COUNCIL
FINANCIAL MANAGEMENT RISK ASSESSMENT

This document has been produced to enable the Parish Council to assess the risks that it faces and satisfy itself that it has taken adequatesteps to
minimize them. In conducting this exercise, the following method was followed: -

Identify the areas to be reviewed;

Identify what the risk may be;

Ascertain the risk level;

Evaluate the management and control of the risk; and
Review, assess and revise the control measures if required.

o wWON =

Section One (Insurance to Help Manage Risk)

Business continuity Risk of Council not L Considered remote. But risk is covered Review Emergency Resilience and
being able to continue in the Council’s approvedemergency Business Continuity Plan every 2
its business resilience and years.

business continuity plan.

Property and contents Loss or damage H Up-to-date register of assets — Annual review of the schedule of

owned by the Council adequate insurance cover assets and insurance.

Damage by third party or to Public liability H Regular maintenance of The Council has public liability

individuals properties and adequate insurance up to 10 million pounds.

insurance cover

Consequential loss of income or | Public liability H Annual review of risk and The Council has public liability

the need to provide essential
services following critical
damage, loss or non-
performance by a third party

adequacy of cover

insurance up to 10 million pounds.

Loss of cash through theft or Fidelity Guarantee L The Council is insured for
dishonesty £800,000 Fidelity Cover
Legal liability as a Public liability H Regular maintenance of The Council has public liability

consequence of asset
ownership

properties and adequate
insurance cover

insurance up to 10 million pounds.
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Section Two (Working with others to help manage risk)

Security for vulnerable M Where a high risk occurs, the Council Any repairs required are carried
buildings, amenities, has installed CCTV to protect from out as quickly as possible.
andequipment vandalism and theft. Maintenance contracts have been
awarded in respect of CCTV.
The provision of Standing Orders and L Standing Orders and Financial
servicesbeing carried Financial Regulations Regulations are reviewed everyyear or
out under deal with the award of as and when required.
agency/partnership contracts etc.
Banking arrangements Detect and deter fraud or L Monthly bank reconciliations are
corruption completed. The RFO presents a
Financial Statement monthly.
Ad hoc provision of Public liability L A copy of the groups public liability
amenities/facilities for events insurance is obtained, andprior
to local community permission is sought from the Council
groups
Vehicle or equipment leaseor L The Council has an account witha
hire reputable hire company
Trading units: — Works are completed L The RFO reviews the existing
Playing fields in house contracts annually.
Pavilion Cemetery — external contractors
Woodland Community arerarely used
Centre
Horton Heath Community
Centre
Professional Standing Orders and L Standing Orders and Financial

Services
(solicitors,
planning etc.)

Financial Regulations
deal with the award of
contracts etc.

Regulations are reviewed everyyear
or as and when required.
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Non-availability of RFO/Exec
Officer

Ineffective
administration ofCouncil

Deputy Exec Officer to cover Exec
Officer or RFO post when needed

Deputy Exec Officer to cover Exec
Officer or RFO post when needed

Salaries and associated costs

Salaries paid
incorrectly/wrong
hours/rate paid/wrong
tax deductions/unpaid
tax contributions

Pay slips are produced & checked
monthly by the RFO.

The existing payroll system is adequate.

Proper financial records

In accordance with
statutory
requirements

Regular scrutiny of financial records
and proper arrangementsfor the
approval of expenditure.

Quarterly accounts submitted to
Committee and Council. End-of-year
budgets are scrutinised by the
Council’s internal and external
auditors. Accounts are easily
accessible to the public for viewing.

Budget

Inadequate monitoring

Budget T&F group set budget in
Oct & Nov; final budget agreed by
Council in December. Financial
reviews conducted on a quarterly
basis.

Existing procedure of regular reporting
and monitoring by FullCouncil is
adequate.

Non-availability of RFO/Exec
Officer

Ineffective
administration of
Council

Deputy Exec Officer to cover Exec
Officer or RFO post when needed

Deputy Exec Officer to cover Exec
Officer or RFO post when needed
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Salaries and associated costs

Salaries paid
incorrectly/wrong
hours/rate
paid/wrong tax
deductions/unpaid
tax contributions

Pay slips are produced &
checkedmonthly by the RFO.

The existing payroll system is adequate.

Payments Approval

Inadequate checks

A monthly finance statement is
reviewed and approved by
Council. This includes bank
reconciliation and a breakdown
of receipts and payments.
Payments are agreed by Full
Council and signed by 2 bank-
mandated councillors. A hard
copy is stored in the minute book
for internal audit and public
scrutiny.

Existing procedure of regular reporting
and monitoring by FullCouncil is
adequate.

Annual Returns

Return submitted
late

Annual returns completed by the
RFO every April. Annual return
approved by full Council before
submission.

Reviewed annually.

Business activities

Ensuring they are
within the legal powers
applicable toLocal
Councils

Recording in the reports presented
to the council of theprecise powers
under which expenditure is being
approved.Checks made by the
Internal

Auditor.
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Borrowing

Complying with

The Council has no borrowings or

Revenue regulations

Employment Law and Inland

restrictions loans
The Council is a member of the
Ensuring all South East Employers and has

requirements are
met

adopted the green book policy. The
Council administers its own payroll
internally managed by theRFO.

VAT

Ensuring all
requirements are met
under Custom and
Excise regulations
and that

VAT is recovered.

Regular returns of VAT are made
quarterly.

The Council is now VAT registered.
VAT claims submittedquarterly as part
of budget

monitoring.

Reserves & Precept

Inadequacy of
existing funds and
precept levy,
preventing the
Council from carrying
out its statutory duties
and

services

Council expenditure is monitoredby
senior officers reporting to the
Finance Committee and Full Council.
The Council has a policy to

maintain reserves, in its public
sector fund account not less thanhalf
the annual precept amount.

The Council determines its precept
amount required for the next year by
examining the previous year receipts
and payments data,a forecast for the
year, and a draftbudget for the
forthcoming year reflecting ongoing
costs, financialcommitments,
proposed changesto expenditure, and
corporate projects. Money is then
allocated to certain cost centres
(headings)by the RFO. Consideration
is alsogiven to any income sources.
The level of precept amount isthen

23

Monitoring of the budget and
review of forthcoming budget
requirements is undertaken
regularly by officers and
members.




agreed with Eastleigh Borough
Council.

Grants to local community bodies

Ensuring the proper
use of funds granted
under specific powers
or under s.137 and
that the allocation of
funds is transparent

All requests and monitoring of
grants are made to the Finance
Committee annually.

Council Minutes

Proper, timely and
accurate reporting of
council business in the
minutes

Minutes are properly numbered with a
master copy kept in safekeeping —
minutes are periodically sent to the
Archive Office in Winchester.

Rights of inspection

Responding to electors
wishing to exercise their
rights

of inspection

Adoption of the revised Freedom of
Information Act Dec 2008

As and when there are relevant changes
in legislation

Consultation invitations

Failure to respond
appropriately to
consultations

Procedures in place to deal with
responses to consultation requests via
relevant committees and/or officer
delegation.

Document control/electronic records

Proper systems in place
safeguarding potential
loss of vital documents

Documented procedures for document
receipt, circulation, response, handling
and filing. Computer records are
stored online using Microsoft 365.
Accounts system held in supplier
server, updated daily.

24




Website/social media

Inadequate or
outdated information
and lack of public
engagement with use
of website, email

and Facebook.

Virus checks and website security
updates are in place.

Virus software purchased
annually

GDPR

Ensure that the
Council meets its
statutory obligations

Necessary corporate documents
relating to Data Protection and
privacy are adopted and reviewed
annually. Council undertakes data
audits annually and seeks consent
from individuals where data is
retained.

GDPR compliance reviewed on
anongoing basis by senior
officers.

Register of Members’ Interests
and Gifts andHospitality

In place, complete
and up to date

Procedures in place for recording
and monitoring Members’
interests etc.

Revised as recommended by IA

Member Interests

Conflict of interest

Register of
Members’ Interests

Councillors have a legal duty to
declare any interest at the start of
meetings.

Register of Members of Interest
form to be reviewed at least on an
annual basis.

Existing procedures adequate.

Members to take responsibility to
inform the Exec Officer to any
updates totheir interest
form/register.
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Consultation invitations

Invitations don’t
reach

Procedures in place to deal
with responses to consultation
requests via relevant
committees and/or officer
delegation.

Document control/electronic
records

Proper systems
in place
safeguarding
potential loss of
vital documents

Documented procedures for
document receipt, circulation,
response, handling and filing.
Computer records are stored
online using Microsoft 365.
Accounts system held in
supplier server, updated daily.

Website/social media

Inadequate or
outdated
information and
lack of public
engagement
with use of
website, email
and Facebook.

Virus checks and website
security updates are in place.

Virus software purchased
annually

GDPR

Ensure that the
Council meets
its statutory
obligations

Necessary corporate
documents relating to Data
Protection and privacy are
adopted and reviewed
annually. Council undertakes
data audits annually and seeks
consent from individuals where
data is retained.

GDPR compliance reviewed on
an ongoing basis by senior
officers.




Section Four (Councillors Propriety)

Register of Members’ Interests Conflicts of interest L Procedures in place for recording
and Gifts andHospitality not identified or and monitoring Members’
declared interests etc.
Member Interests Conflict of interest M Councillors have a legal duty to Existing procedures are adequate.
declare any interest at the start of
meetings.
Register of L Register of Members of Interest Members to take responsibility to
Members’ Interests form to be reviewed at least on an inform the Clerk to any updates to
annual basis. their interest form/register.
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FINANCE COMMITTEE 28 JULY 2026
FINANCIAL REGULATIONS 2026/27 - SUMMARY OF AMENDMENTS

1 RECOMMENDATION

1.1 It is recommended that the Finance Committee:

notes the amendments made to the Financial Regulations 2026/27;

confirms that the revised document has been cross-checked against the supporting

governance documents identified in this report; and

recommends the revised Financial Regulations 2026/27 to Full Council for approval and

adoption.

2 SUMMARY OF AMENDMENTS

The principal amendments are summarised below.

General provisions have been clarified to confirm that the Financial Regulations govern the
Council’s financial management and may only be amended or varied by resolution of Full

Council.

The regulations have been aligned with Standing Orders and the Council’s wider

constitutional framework, including financial controls and procurement controls.

Risk management and internal control provisions have been strengthened to support the

Council’s annual financial risk management process and internal control review.

Accounts and audit provisions have been reviewed to ensure consistency with proper

practices, internal audit, external audit and annual governance requirements.

Budget and precept arrangements have been retained and clarified to support effective

financial planning, Member oversight and budget monitoring.

Procurement provisions have been reviewed against the Procurement Act 2023,
Procurement Regulations 2024 and the Council’s Standing Orders, with emphasis on value

for money, transparency, integrity and equal treatment.

Banking and payment controls have been strengthened to make authorisation, approval

and separation of duties clearer.

Electronic payment controls have been clarified, including the RFO’s role as service
administrator, the involvement of at least two authorised councillors in online approvals, and

the prohibition on any signatory approving a payment to themselves.

Financial Regulations 2026/27 Amendments Report
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¢ Online banking access arrangements have been clarified so authorised signatories can

view the Council’'s accounts online, supporting scrutiny and resilience.

¢ PIN and password controls have been reinforced, with disclosure prohibited unless

authorised in writing.

o Payment setup and approval processes have been clarified: the RFO sets up payments
online, with two authorised councillors checking payment details against the invoice list

before approval.

e Business continuity has been improved by recognising that, in the RFO’s prolonged

absence, an authorised signatory may set up payments.

¢ Regular variable direct debit payments, including utilities, rates, pensions and HMRC, have

been clarified and are to be reviewed by the Finance Committee every two years.

o Payment card, salary and allowance, income, loans and investment, assets, insurance,
stores and equipment provisions have been reviewed for consistency with the revised

internal controls framework.

e Suspension and revision arrangements have been retained to ensure the Financial

Regulations continue to be reviewed regularly and remain fit for purpose.

o The tender process appendix has been retained as part of the procurement control
framework and reviewed for consistency with Standing Orders and current procurement

requirements.

FOR FURTHER INFORMATION
Michelle Leadbitter-Allen

deputyexec@fairoak-pc.gov.uk

Financial Regulations 2026/27 Amendments Report
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1. GENERAL

1.1 These Financial Regulations govern the financial management of the Council and may only be
amended or varied by resolution of Full Council. They are to be observed in conjunction with
the Council’s Standing Orders and any individual financial regulations relating to
contracts.

1.2 Councillors must follow these regulations and not entice employees to breach them. Failure to do
so brings the office of councillor into disrepute.

1.3 Wilful breach of these regulations by an employee may result in disciplinary proceedings.
1.4 Definitions:

e ‘Accounts and Audit Regulations’ refers to regulations under Sections 32, 43(2) and 46
of the Local Audit and Accountability Act 2014, or any superseding legislation.

e “Approve” means an online action allowing an electronic transaction to take place.

e “Authorise” means a decision by the council, committee, or officer to allow something to
happen.

e ‘Proper practices’ means those set out in The Practitioners’ Guide issued by the Joint
Panel on Accountability and Governance (JPAG).

e ‘Must’ and bold text indicate statutory obligations; ‘Shall’ refers to non-statutory
instructions.

1.5 The Responsible Financial Officer (RFO) is a statutory office appointed by the Council and:

e Acts under Council policy direction

Administers financial affairs in accordance with all relevant Acts, Regulations, and
proper practices;

Determines accounting records and control systems;

Ensures their observation and accuracy,

Seeks economy and efficiency, and produces required financial management
information.

1.6 The Council must not delegate decisions regarding:

o Setting the final budget or precept (council tax requirement)

e Reviewing the effectiveness of internal controls

e Approving accounting statements and annual governance statements
e Borrowing

e Declaring eligibility for the General Power of Competence
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¢ Addressing recommendations from internal or external auditors

1.7 Additionally, the Council shall:

o Regularly review the bank mandate for all council bank accounts
e Authorise any grant or single commitment in excess of £5,000
e Approve any decision regarding writing off bad debts

2. RISK MANAGEMENT AND INTERNAL CONTROL

2.1 The Council must ensure a sound system of internal control for effective financial, operational,
and risk management.

2.2 The Executive Officer and RFO shall prepare a risk management assessment covering all
council activities for approval by the Finance Committee, reviewed at least annually.

2.3 For new activities, a draft risk assessment and risk management proposals must be prepared for
Council consideration.

2.4 The Council must annually review the effectiveness of its internal control system before
approving the Annual Governance Statement.

2.5 The RFO’s accounting control systems must include measures to:

¢ Manage risk;

e Ensure prompt and accurate recording of transactions;
¢ Prevent and detect inaccuracy or fraud;

e Allow reconstitution of lost records;

o Identify officer duties, and;

o Ensure division of responsibilities.

2.6 At least quarterly and at each financial year end, a member (not the Chair or a bank signatory)
shall verify bank reconciliations for all accounts, sign and date reconciliations and original bank
statements, and report to the Council.

3. ACCOUNTS AND AUDIT

3.1 All accounting procedures and financial records are determined by the RFO in accordance with
the Accounts and Audit Regulations and proper practices.

3.2 Records must explain the Council’s transactions and financial position at any time, including:

e Day-to-day entries of all sums received and expended and their purposes

e Records of assets and liabilities
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3.3

3.4

3.5

3.6

3.7

3.8

3.9

e Records of income and expenditure in relation to claims for contributions, grants, or
subsidies

The RFO shall complete and certify the annual Accounting Statements in the Annual Governance
and Accountability Return (AGAR) as soon as practicable after the financial year end and submit
them to the Council within statutory timescales.

The Council must ensure an adequate and effective system of internal audit.

Officers and members must make available documents and records as required by auditors and
supply information and explanations as necessary.

The internal auditor must be competent and independent, report in writing at least annually, and
have no involvement in council management or control.

Internal or external auditors must not perform operational duties, approve transactions, provide
advice on future transactions, or direct council employees, except as assigned for audit
assistance.

The RFO shall arrange for the exercise of electors’ rights regarding the accounts, including
inspection opportunities and required notices.

Any auditor correspondence or reports must be promptly brought to the attention of all
councillors.

4. BUDGET AND PRECEPT

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

Before setting a precept, the Council must calculate its council tax requirement by preparing and
approving a budget in accordance with the Local Government Finance Act 1992 or succeeding
legislation.

The Finance Committee reviews yearly forecasts and submits proposals for the following year to
the Council by November, including any revisions.

The RFO must prepare detailed estimates of all receipts and payments, including reserves and
funding sources, by November for Finance Committee consideration.

Unspent budgets for completed projects are not carried forward; partially completed project funds
may only be carried forward with full Council approval via earmarked reserves.

Salaries and wages budgets, including employer contributions, must be reviewed annually in
October and signed by the Executive Officer and Chair.

The draft budget and recommendations for reserves are considered by the Finance Committee
and recommended to the Council, which then sets the council tax requirement and precept.

Members with unpaid council tax for over two months are prohibited from voting on the budget or
precept and must disclose this at the meeting’s start.

The RFO issues the precept to the billing authority by January and supplies each member with
the agreed annual budget.

The agreed budget is the basis for monitoring progress, comparing actual spending and income
to the plan.

4.10 Changes in earmarked reserves must be approved by the Council as part of budgetary control.
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5. PROCUREMENT

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

Members and officers are responsible for obtaining value for money at all times. Any
officer procuring goods, services or works should ensure, as far as practicable, that the best
available terms are obtained, usually by obtaining prices from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made and in the
case of new or infrequent purchases, should ensure that the legal power being used is reported
to the meeting at which the order is authorised and also recorded in the minutes.

Every contract shall comply with the Council’'s Standing Orders and these Financial Regulations
and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated value will exceed
the thresholds set by Parliament, the full requirements of the Procurement Act 2023, the
Procurement Regulations 2024, and any associated statutory guidance or superseding legislation
(“the Legislation”), must be followed in respect of the procurement, award and notification of that
contract.

Where the estimated value is below the Government threshold, the council shall (with the
exception of items listed in paragraph 5.12) obtain prices as follows:

For contracts estimated to exceed [£60,000] including VAT, the Executive Officer/RFO shall seek
formal tenders from at least three suppliers agreed by the council OR advertise an open invitation
for tenders in compliance with any relevant provisions of the Legislation. Tenders shall be invited
in accordance with Appendix 1.

For contracts estimated to be over £30,000 including VAT, the council must comply with any
requirements of the Legislation regarding the advertising of contract opportunities and the
publication of notices about the award of contracts.

For contracts greater than £10,000 excluding VAT the Executive Officer/RFO shall seek at least
3 fixedprice quotes;

wWhere the value is between £1,000 and £10,000 excluding VAT, the Executive Officer/RFO
shall request 3 estimates which might include evidence of online prices, or recent prices from
regular suppliers.

5.10 For smaller purchases, the Executive Officer/RFO shall seek to achieve value for money.

5.11 Contracts must not be split into smaller lots to avoid compliance with these rules.

5.12 The requirement to obtain competitive prices in these regulations need not apply to contracts

that relate to items (i) to (iv) below:

e specialist services, such as legal professionals acting in disputes;
e repairs to, or parts for, existing machinery or equipment;
o works, goods or services that constitute an extension of an existing contract;

e goods or services that are only available from one supplier or are sold at a fixed price.
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5.13 When applications are made to waive this financial regulation to enable a price to be negotiated
without competition, the reason should be set out in a recommendation to the council. Avoidance
of competition is not a valid reason.

5.14 The council shall not be obliged to accept the lowest or any tender, quote or estimate.
5.15 Individual purchases within an agreed budget for that type of expenditure may be authorised by:
e the Executive Officer, under delegated authority, for any items below £1,000 excluding

VAT.

e the Executive Officer, in consultation with the Chair of the Council or a duly delegated
committee Chairman for items of expenditure within its delegated budgets, for any items
below £3,000 excluding VAT.

e aduly delegated committee of the council for all items of expenditure within its
delegated budgets for items under £5,000 excluding VAT

the Council for all items over £5,000.

in respect of grants, a duly authorised committee within any limits set by council and in
accordance with any policy statement agreed by the council.

Such authorisation must be supported by a minute (in the case of council or committee decisions) or

other auditable evidence ftrail.

5.16 No individual member, or informal group of members may issue an official order unless
instructed to do so in advance by a resolution of the council or make any contract on behalf of the
council.

5.17 No expenditure may be authorised that will exceed the budget for that type of expenditure other
than by resolution of the council or a duly delegated committee acting within its Terms of
Reference except in an emergency.

5.18 In cases of emergency (fire, flood, risk of loss of services or interrupted use of facilities) the
Executive Officer/RFO will refer to the Chairman of the council or the Chairman of FHRC for
authority incur emergency expenditure of up to £5,000 excluding VAT on repair, replacement or
other work that in their judgement is necessary, whether or not there is any budget for such
expenditure. If either of the aforesaid Chairmen are unavailable the Executive Officer/RFO will
seek authority for the expenditure from the Vice Chairman of the council or the vice chairman of
the FHRC. The Executive Officer/RFO shall report such action to council as soon as practicable
thereafter.

5.19 No expenditure shall be authorised, no contract entered into or tender accepted in relation to any
major project, unless the council is satisfied that the necessary funds are available and that
where a loan is required, Government borrowing approval has been obtained first.

5.20 Official orders/letters must be issued for all work, goods, and services unless a formal contract is
prepared or inappropriate.

5.21 Copies of orders shall be retained, along with evidence of receipt of goods.

5.22 Any ordering system can be misused and access to them shall be controlled by the RFO.
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6. BANKING AND PAYMENTS

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

The Council’s banking arrangements are made by the RFO and authorised by the Council,
reviewed regularly for security and efficiency. Banking arrangements shall not be delegated to a
committee. The Council has resolved to bank with HSBC Bank. The arrangements shall be
reviewed for security and efficiency.

Safe and efficient payment arrangements must involve more than one person (dual
authorisation) for each payment.

All invoices must be checked for accuracy, coded, and verified before payment, before being
certified by the RFO.

Personal payments (salaries, wages, expenses) may be summarised to avoid disclosing
personal information.

Payments are made by online banking in accordance with a resolution of the Council or
Committee or delegated officer decision, unless the Council resolves a different payment method.

The Executive Officer and RFO may draw up a schedule of regular payments (such as Salaries,
PAYE, National Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the council/finance committee may authorise in advance for the year. This
will be noted at the next Council meeting.

The Executive Officer and RFO have delegated authority to authorise payments up to £1,000
(excluding VAT) within budget, and up to £3,000 in cases of serious risk to services or safety.

The RFO presents a schedule of payments requiring authorisation as part of the meeting
agenda; the Council or committee reviews and authorises by resolution.

During emergencies, all payments are approved at monthly virtual meetings, with details
disclosed in or attached to the minutes.

7. ELECTRONIC PAYMENTS

7.1
7.2

7.3
7.4
7.5

7.6

7.7
7.8

The Council ensures safe and efficient electronic payment arrangements.

The RFO is the Service Administrator for internet banking, with at least two authorised
councillors involved in online approvals. The RFO may be the authorised signatory, but no
signatory may be involved in approving any payment to themselves.

All authorised signatories shall have access to view the council’s bank accounts online.
No employee or councillor may disclose any PIN or password unless authorised in writing.

The RFO sets up all payments online, with a full list provided to the Councillors at next Council
meeting and appended to the minutes.

Two councillors who are authorised signatories shall check the payment details against the
invoice list before approving each payment.

In the RFO’s prolonged absence, an authorised signatory may set up payments.

Regular payments (utilities, rates, pensions, HMRC) may be made by variable direct debit; to be
reviewed by the Finance Committee every two years.
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7.9 Payments by BACS/CHAPS or standing order require Council approval and review every two
years.

7.10 Supplier account details may only be changed with written notification and hard copy authority
signed by the RFO. Data held should be checked with suppliers every 2 years.

7.11 Computers used for Council financial business must have adequate, regularly updated security
software.

7.12 . Access to internet banking must be direct to the access page; remembered password facilities
should not be used.

8. CHEQUE PAYMENTS

8.1 Cheques/orders for payment must be signed by two members, with signatories not having a
family/business relationship with the beneficiary.

8.2 Signatories must initial the cheque counterfoil and invoice to indicate agreement.

8.3 Cheques/orders for payment are normally signed at or immediately before/after a Council
meeting; signatures obtained away from meetings are reported at the next meeting.

9. PAYMENT CARDS

9.1 Debit cards are restricted to the Executive Officer, Deputy Executive Officer, Community
Development Officer, Operations Officer and RFO, with a single transaction limit of £1,000 unless
otherwise authorised.

9.2 Prepaid debit cards may be issued to employees with limits set by the Finance Committee;
transactions are reported to Council, and topups are at Council discretion.

9.3 Corporate credit/trade cards are restricted to authorised officers, with balances paid in full
monthly.

9.4 Fuel cards are restricted to operations staff, each with a monthly limit of £200, reviewed by the
RFO.
10. PAYMENT OF SALARIES AND ALLOWANCES

10.1 The Council must comply with statutory PAYE and NI requirements.

10.2 Councillors’ allowances (where paid) are liable to deduction of tax under PAYE rules and must
be taxed correctly before payment.

10.3 Salary rates are agreed by the Council/Finance Committee; no changes to pay or terms without
Council or Finance Committee consent.

10.4 Salaries are paid after statutory deductions, on contractually stipulated dates.
10.5 Deductions are paid to relevant bodies within required timescales and reported.

10.6 Payments to employees and creditors are recorded in payroll control accounts, with monthly
totals reported in the cashbook and reviewed by Council.

10.7 Termination payments require a business case and Council authorisation.
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10.8 Interim staff employment requires full business case consideration.
11. LOANS AND INVESTMENTS

11.1 Applications for Government borrowing approval and loan arrangements must be authorised by
Full Council and recorded in the minutes. All borrowing should be in the name of the Council,
after obtaining necessary approval.

11.2 Financial arrangements not requiring formal borrowing approval from the Secretary of State (e.q.,
hire purchase, leasing, shortterm loans) require full Council authorisation after a valueformoney
report.

11.3 The Council must consider and review an Investment Strategy and Policy annually in accordance
with Statutory Guidance on Local Government Investments.

11.4 All investment certificates and related documents are retained by the RFO.

11.5 Payments for investments, including bank transfers, must comply with these regulations.
12. INCOME

12.1 The RFO is responsible for collecting all sums due to the Council.

12.2 Fees and charges are reviewed annually as part of budget-setting; the RFO ensures correct
collection.

12.3 Irrecoverable sums and bad debts are reported by the RFO and written off with Council approval.
The Council’s approval shall be shown in the accounting records.

12.4 All receipts are deposited intact with the Council’s bankers, with the origin recorded.

12.5 Personal cheques must not be cashed from Council funds.

12.6 The RFO ensures correct VAT recording and timely VAT returns.

12.7 For significant cash receipts, at least two people must be present for counting, with reconciliation
to control records and security measures in place.

13. PAYMENTS UNDER CONTRACTS FOR BUILDING OR CONSTRUCTION WORKS

13.1 For contracts with instalment payments, the RFO maintains records and ensures payments are

made per contract, based on signed certificates from supervising consultants.

13.2 Any contract variation likely to exceed the contract sum by 5% or the available budget must be
authorised and reported to Council.

14. STORES AND EQUIPMENT

14.1 Section heads are responsible for the care and custody of stores and equipment.
14.2 Delivery notes must be obtained and goods checked on delivery.
14.3 Stocks are kept at minimum levels consistent with operational needs.

14.4 The Operations Manager (or Executive Officer) is responsible for annual stock checks.
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15. ASSETS, PROPERTIES AND ESTATES

15.1 The Executive Officer arranges safe custody of all title deeds and Land Registry Certificates.

15.2 The RFO maintains an accurate Register of Assets and Investments, updated annually,
recording all properties, locations, purchase details, and purposes.

15.3 Tangible assets are verified annually.

15.4 No interest in land or tangible property may be acquired, sold, leased, or disposed of without
Council authority and required consents, with a written report on valuation, condition, and
business case.

15.5 Tangible movable property under £1,000 may be acquired/disposed of without Council authority;
otherwise, Council approval and a business case are required.
16. INSURANCE
16.1 The RFO keeps a record of all insurances, reviewing annually before renewal in conjunction with
risk management review.

16.2 The Executive Officer/Operations Manager notifies the RFO of new risks, properties, or vehicles
requiring insurance or changes affecting existing cover.

16.3 The RFO is notified of any loss, liability, or event likely to lead to a claim and reports to Council at
the next meeting; claims are negotiated by the RFO in consultation with the Executive Officer.

16.4 All relevant members and employees are included in suitable security or fidelity guarantee
insurance, covering maximum risk as determined annually.
17. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS
17.1 The Council reviews these Financial Regulations annually, or following any change of Executive
Officer or RFO.

17.2 The Executive Officer monitors changes in legislation or proper practices and advises the
Council on amendments.

17.3 The Council may suspend any part of these regulations by duly notified resolution, recording
reasons and risk assessment; suspension does not override legislation or permit unlawful action.

17.4 Temporary amendments may be made by resolution to address exceptional circumstances.
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APPENDIX 1 TENDER PROCESS

1)

2)

3)

4)

5)

6)

Any invitation to tender shall state the general nature of the intended contract and the Executive
Officer/RFO shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Executive
Officer/RFO in the ordinary course of post, unless an electronic tendering process has been
agreed by the council.

Where a postal process is used, each tendering firm shall be supplied with a specifically marked
envelope in which the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract. All sealed tenders shall be opened at the same time on the
prescribed date by the Executive Officer/RFO in the presence of at least one member of council.

Where an electronic tendering process is used, the council shall use a specific email address
that will be monitored to ensure that nobody accesses any tender before the expiry of the
deadline for submission.

Any invitation to tender issued under this regulation shall be subject to the Financial Controls
and Procurement section of the Council’s Standing Orders and shall refer to the terms of the
Bribery Act 2010.

Where the council, or duly delegated committee, does not accept any tender, quote or
estimate, the work is not allocated and the council requires further pricing, no person shall be
permitted to submit a later tender, estimate or quote who was present when the original
decisionmaking process was being undertaken.
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FINANCE COMMITTEE 28 JULY 2026
RFO PROTOCOL 2026-2028 - SUMMARY OF AMENDMENTS

1

1.1

2

21

2.2

RECOMMENDATION

It is recommended that the Finance Committee:

Notes the amendments made to the RFO Protocol 2026-2028.

Confirms that the revised protocol has been cross-checked against the Financial Regulations
2026/27, Statement of Internal Controls, Standing Orders and Scheme of Delegation.
Approves the revised RFO Protocol 2026-2028.

SUMMARY OF AMENDMENTS

The RFO Protocol has been reviewed to ensure that it remains aligned with current legislation,

accounting and audit requirements, and the Council’s wider governance framework. As part of the

review, the document was cross-checked against the Financial Regulations 2026/27, Statement

of Internal Controls, Standing Orders, Scheme of Delegation 2026/27 and the current statutory

accounting and audit framework.

The principal amendments are:

Inclusion of the Local Audit and Accountability Act 2014 within the statutory framework
supporting the RFO role.

Inclusion of the Local Audit (Smaller Authorities) Regulations 2015 within the statutory
framework supporting the RFO role.

Clarification that the RFO is responsible for maintaining adequate accounting records and
supporting the preparation of annual accounting and governance documents required under
the applicable audit framework.

Update to Appendix 1 to reflect current accounting and audit legislation relating to the

Council’s accounts and records.

3 CONCLUSION

3.1

The amendments are largely legislative and governance updates designed to ensure that the

Protocol remains current, reflects the RFO’s statutory responsibilities and aligns with the

Council’s financial management and control framework. Members are therefore recommended to
approve the revised RFO Protocol 2026-2028.

FOR MORE INFORMATION:
Michelle Leadbitter-Allen, deputyexec@fairoak-pc.gov.uk

RFO Protocol 2026-2028 Summary of Amendments
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1

1.1

1.2

Introduction

Although Town and Parish Councils are not bound by sections of The Local Government
Finance Act 1988 (section 111) the Parish Council acts in accordance with many of those
principles in the interests of best practice as shown below.

The Parish Council's Responsible Finance Officer undertakes to discharge these statutory
responsibilities in a positive way and in a manner that enhances the overall reputation of the
Council. In doing so, the Responsible Finance Officer will also safeguard, so far as is possible,
Councillors and staff, whilst acting in their official capacities, from financial difficulties.

2 The Statutory Role of the Responsible Finance Officer

21

2.2

23

2.1 The Responsible Finance Officer has statutory duties in relation to the financial
administration and stewardship of the Council. This statutory responsibility cannot be
overridden. The statutory duties arise from:

e Section 151 of the Local Government Act 1972
e The Local Government Finance Act 1988
e The Local Government and Housing Act 1989

o Local Audit and Accountability Act 2014

¢ The Accounts and Audit Regulations 2015
e The Local Audit (Smaller Authorities) Requlations 2015

The Responsible Finance Officer is responsible for:

o The proper administration of the Council's financial affairs

Setting and monitoring compliance with financial management standards

Advising on the corporate financial position and on the key financial controls necessary
to secure sound financial management.

Providing financial information

Preparing the revenue budget and capital programme

Treasury management

Maintaining adequate accounting records and supporting preparation of the annual
accounting and governance documents required under the applicable accounts and
audit framework

2.3 Section 114 of the Local Government Finance Act 1988 requires the Responsible Finance
Officer to report to Fair Oak & Horton Heath Parish Council, internal and external auditor if the
Council or one of its staff members:

e Has made, or is about to make, a decision which involves incurring unlawful
expenditure.
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Has taken, or is about to take, an unlawful act which has resulted or would result in a
loss or deficiency to the Council

Is about to make an unlawful entry in the Council's accounts

If the expenditure of the Council is likely to exceed the resources available to it to meet
that expenditure

2.4 2.4 Section 114 of the 1988 Act also requires:

The Responsible Finance Officer to nominate a properly qualified member of staff to
deputise should they be unable to perform their duties under Section 114 personally.

The Council to provide the Responsible Finance Officer with sufficient staff,
accommodation and other resources - including legal advice where necessary - to carry
out their duties under Section 114

3 3. The Non-Statutory Role of the Responsible Finance Officer

3.1 3.1 The Chartered Institute of Public Finance and Accountancy (CIPFA) published "A Statement
on the Role of the Finance Director in Local Government" in December 1999.

3.2 3.2 The five main areas where it considers the RFO of a local authority should contribute are
given below. The first incorporates the statutory responsibilities referred to above:

maintaining financial administration and stewardship e.g. advising on effective systems
of internal control

supporting and advising on the democratic process e.g. advising on developing an
overall financial strategy

contributing to corporate management e.g. ensuring financial resources are well
managed

supporting and advising officers in their operational roles e.g. ensuring that budgets are
properly managed

delivering services and providing information to members of the public and the
community e.g. by providing financial and performance information

3.3 3.3 A summary list of the statutory responsibilities appears in the table annexed to this
document. In general terms, the Responsible Finance Officer's ability to discharge these duties
and responsibilities will depend, to a large extent, on Councillors and staff.

4 The Protocol

4.1 Having excellent working relations with Councillors and staff will assist in the discharge of the
statutory responsibilities of the Responsible Finance Officer. Equally, a speedy flow of relevant
information and access to debate (particularly at the early stages of any decision-making by the
Council) will assist in fulfilling those responsibilities. Councillors and staff should, therefore, work
with the Responsible Finance Officer to discharge the Council's statutory and discretionary
responsibilities.
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4.2 4.2 The following arrangements and understandings between the Responsible Finance Officer,
Councillors and staff are designed to ensure the effective discharge of the Council's business
and functions.

4.3 The Responsible Finance Officer will receive:

Advance notice (including receiving Agendas, Minutes, Reports and related papers) of
all relevant meetings of the Council at which a decision may be made (including a
failure to take a decision where one should have been taken) at or before the Council,
Committee meetings and Sub-Committee meetings (or equivalent arrangements).

Advance notice of all emerging issues of financial concern.

Copies of all reports to Councillors.

4.4 4.4 The Responsible Finance Officer has the right:

To attend and speak at any Council meetings.

II. To call for any relevant information, whether confidential or otherwise, and to give
that information (as appropriate) to anybody, including the District Auditor and the
Ombudsman.

4.5 The Responsible Financial Officer will:

Ensure the head of paid serviceExecutive Officer has up-to-date information regarding
emerging issues including relevant information regarding any financial management,
accounts and audit regulations, proposed expenditure or proposed actions which might
lead to a loss or deficit.

Make enquiries into allegations of financial misconduct and, if appropriate, make
reports to the Council or relevant committee.

Develop an effective working relationship with the Internal and External Auditor
(including having the authority, on behalf of the Council, to complain to the same, refer
any breaches to the same or give and receive any relevant information, whether
confidential or otherwise, through appropriate protocols, if necessary).

In carrying out any investigation (whether under regulations or otherwise) the
Responsible Finance Officer will have unqualified access to any information held by the
Council and any employee who can assist in the discharge of their functions.

Send copies of any report on the outcome of any investigation to each member of the
Council and the person responsible for auditing the Council's accounts.

Have control of a budget sufficient to enable them to seek external professional opinion
on any matter concerning their functions.

Report to the Council from time to time on the financial regulations and other matters of
finance, and any necessary or desirable changes following consultation.

Report to the Council from time to time (as necessary) on the staff, accommodation and
resources they require to discharge their functions.
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5.1

5.2

5.3

5.4

9.5

5 Deputising for the Responsible Finance Officer

In the absence of the Responsible Finance Officer the Executive Officer will act as the
nominated Deputy Responsible Finance Officer. The Deputy Responsible Finance Officer will
have all the rights and powers of the Responsible Finance Officer when discharging their role.

To ensure the effective and efficient discharge of duties Councillors and staff will report any
breaches of statutory duty or Council policies or procedures and other legal or constitutional
concerns to the Responsible Finance Officer, as soon as practicable.

The Responsible Finance Officer is also available for Councillors and staff to consult on any
issues of the Council's financial powers, possible unlawful payments, or general advice on the
financial arrangements.

To ensure the effective and efficient discharge of this Protocol, the Council will ensure adequate
insurance and indemnity arrangements are in place for the same to protect and safeguard the
interests of the Council and the proper discharge of the Responsible Finance Officer role.

This Protocol is in addition to any provisions in the Council's Financial Regulations, Standing
Orders, Scheme of Delegation and internal control arrangements.
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Appendix 1

Summary of Responsible Finance Officer Functions

Description

Source

1. Report on decisions incurring unlawful
expenditure, unlawful loss or deficiency or
unlawful item of account.

Section 114, 114A, 115 and 116 Local
Government Finance Act 1988.

2. Appointment of Deputy.

Section 114 Local Government and
Finance Act 1988.

financial affairs.

3. Report on resources. Section 114 Local Government and
Finance Act 1988.
4. Responsibility for the administration of Section 151 Local Government Act

1972.

5. Borrowing, investment accounts and financial
administration.

Local Government Act 2003 Sections
1-92.

6. Responsibility to determine the form of the
Council's accounts and records, provide
internal audit and statement of accounts.

The Accounts and Audit Regulations
2015; Local Authorities (Capital
Finance and Accounting) (England)
Regulations 2003, where applicable.
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FINANCE COMMITTEE 28 JULY 2026
INTERNAL CONTROLS REVIEW BRIEF

PURPOSE

This brief summarises the main changes made to the Statement of Internal Controls and explains why
the amendments were required. The revised document has been cross-checked against the Council’s
Financial Regulations 2026-27, RFO Protocol 2026-2028, Standing Orders/financial controls and the
Scheme of Delegation 2026-27.

DOCUMENTS CROSS-CHECKED

e Financial Regulations 2026-27: used to align internal controls with the Council’s current rules for
risk management, internal control, accounts and audit, procurement, payments, banking, income,
payroll, assets, insurance and review arrangements.

o RFO Protocol 2026-2028: used to strengthen references to the statutory and operational role of
the Responsible Financial Officer, including Section 151 responsibilities, Section 114 reporting
principles, access to information, audit liaison and deputy arrangements.

e Standing Orders and Financial Controls: used to ensure procurement and financial governance
wording is consistent with the Council’s wider constitutional framework, including the relationship
between Standing Orders, Financial Regulations and procurement controls.

¢ Scheme of Delegation 2026-27: used to add controls around delegated decision-making, reserved
powers, officer conflicts of interest, emergency expenditure, investment activity, asset disposal

and the recording of delegated decisions.

OVERVIEW OF CHANGES MADE

The amendments were mainly governance and audit-control updates rather than a complete rewrite.
The purpose was to make the Statement of Internal Controls more clearly evidence how the Council
manages financial risk, decision-making authority, delegated powers and statutory compliance. Old

wording has been retained where applicable and new wording has been shown in green, underlined

and highlighted yellow to support transparent review.
MAIN AREAS UPDATED

RFO role and statutory responsibilities-
The general wording was updated to reflect that the RFO is a statutory office responsible for the
proper administration of the Council’s financial affairs. The amended wording also reflects deputy

arrangements in the RFO Protocol.
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Legislation and proper practices-

The revised document now refers to the key legislative and governance framework, including the
Local Government Act 1972, Local Audit and Accountability Act 2014, Accounts and Audit
Regulations 2015, Local Government Finance Act 1988, Procurement Act 2023, Procurement

Regulations 2024 and SAPPP proper practices.

Scheme of Delegation controls-
A new section was added to confirm that officer and committee delegated powers must be exercised
within the Scheme of Delegation, Standing Orders, Financial Regulations, approved budgets, Council

policies and legal requirements.

Reserved powers of Full Council-
The document now makes clear that certain matters remain reserved to Full Council, including setting
the precept, borrowing, investing money, and making or amending Standing Orders, Financial

Regulations or the Scheme of Delegation.

Officer conflicts of interest-

A new control was added requiring officers to identify and disclose actual, potential or perceived
conflicts of interest, including interests in Council contracts under section 117 of the Local
Government Act 1972.

Bank reconciliations and banking arrangements-
Controls were updated to align with the Financial Regulations requirement for quarterly and year-end
verification by a member who is not the Chair or a bank signatory, with evidence retained and

exceptions reported.

Procurement and contract controls-

Procurement wording was strengthened to reflect the Procurement Act 2023, Procurement
Regulations 2024, Standing Orders, Financial Regulations and the Scheme of Delegation. The
revised wording also confirms that contracts must not be artificially divided to avoid procurement

requirements.

Payment and delegated expenditure controls-
Payment controls were updated to reflect dual authorisation, committee or Council approval where
required, auditable records for delegated decisions and reporting of delegated expenditure where

required.
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Emergency expenditure-
A new control was added requiring emergency expenditure under delegated authority to be reported
to the Chair and Finance & Staffing Committee at the earliest opportunity and recorded through

financial monitoring arrangements.

Recording delegated decisions-
The document now includes a control requiring significant officer delegated decisions to record the
date, officer making the decision, authority relied upon, summary of decision and consultation

undertaken.

Investments-
A new control was added confirming that the RFO may place and manage investments only in
accordance with the Investment Strategy approved annually by Full Council, Financial Regulations

and cashflow requirements.

Income, debts and VAT-
Income controls were strengthened to include prompt banking, appropriate receipt records, controls

over significant cash receipts and Council approval for writing off irrecoverable debts.

Payroll and personal payments-
Payroll wording was updated to refer to HMRC, pension body returns, payroll control accounts,
privacy around personal payment schedules and appropriate Council or committee authority for pay

changes or termination payments.

Asset control and disposal-
Asset controls were updated to include annual asset verification, insurance review, restrictions on
acquisition or disposal of land or property, and recording of tangible asset disposals in the Asset

Register.

Digital, records and data protection controls-
The document now includes broader controls for cloud-based accounting records, retention of
financial and governance records, digital controls, data protection and secure handling of personal

data.

WHY THE CHANGES WERE NEEDED

¢ To make the Statement of Internal Controls consistent with the Council’s updated constitutional
documents and financial governance framework.
e To provide clearer audit evidence for AGAR governance assertions, particularly in relation to

internal control, risk management, financial reporting and decision-making records.

51



e To show that delegated financial and operational decisions are subject to defined limits, reporting
requirements and auditable records.

e To strengthen procurement controls following the updated Financial Regulations and the
introduction of the Procurement Act 2023 framework.

¢ To clarify the boundary between matters that may be dealt with under delegated authority and
matters that must remain with Full Council.

¢ To make the document more useful as a practical governance tool for members, officers and

internal audit.

ADDITIONS ARISING SPECIFICALLY FROM CROSS-CHECKED DOCUMENTS

The most significant additions came from the Scheme of Delegation and RFO Protocol. Together,
those documents required the Internal Controls document to reflect not only financial processing

controls, but also the governance framework that sits around those controls.

¢ From the RFO Protocol: stronger wording on the RFO’s statutory responsibilities, access to
information, audit liaison, financial advice role, Section 114 principles and deputy RFO
arrangements.

¢ From Financial Regulations: clearer controls for bank reconciliations, payments, electronic

banking, procurement thresholds, VAT, income, payroll, assets, insurance, budget monitoring and

annual review.

e From Standing Orders: stronger cross-reference to Standing Orders as part of the financial and
procurement control framework, particularly where contract and procurement decisions are
concerned.

e From the Scheme of Delegation: new controls on delegated authority, reserved powers, conflicts
of interest, delegated decision records, emergency expenditure, investment management and

asset disposals.

CONCLUSION

The revised Statement of Internal Controls is now more closely aligned with the Council’s Financial
Regulations, RFO Protocol, Standing Orders and Scheme of Delegation. The changes improve
transparency, clarify responsibility, strengthen audit trails and make the document more robust for

Finance & Staffing Committee review, Full Council approval and internal audit examination.

FOR FURTHER INFORMATION
Michelle Leadbitter-Allen

deputyexec@fairoak-pc.gov.uk
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STATEMENT OF INTERNAL CONTROLS

Review note: Amendments proposed following review against the 2026-27 Financial Regulations,
the RFO Protocol 2026-2028 and the Council’s 2026 Standing Orders/Terms of Reference. New
or amended wording is shown highlighted yellow.

1. GENERAL

¢ The Responsible Financial Officer (RFO) is a statutory office appointed by the Council and is
responsible for the proper administration of the Council’s financial affairs. In the RFO’s
absence, the Executive Officer acts as the nominated Deputy Responsible Financial Officer in
accordance with the RFO Protocol 2026-2028.

e The following abbreviations are used: RFO — Responsible Financial Officer; AGAR — Annual
Governance and Accountability Return; SAPPP — Smaller Authorities Proper Practices Panel;
NALC — National Association of Local Councils; SLCC — Society of Local Council Clerks; the
Council — Fair Oak and Horton Heath Parish Council.

¢ The internal control framework is informed by the Local Government Act 1972, the Local Audit
and Accountability Act 2014, the Accounts and Audit Regulations 2015, the Local Audit
(Smaller Authorities) Regulations 2015, the Procurement Act 2023, the Procurement
Regulations 2024, the Bribery Act 2010 and proper practices issued by SAPPP.

2. CASH BOOK/BANK RECONCILIATIONS

e The cash book is kept electronically using RBS Accounting Software, maintained up to date
from original documents, online bank transactions and other auditable records.

e The cash book is reconciled to the bank statement at least monthly.

o The Council's banking arrangements are made by the RFO and authorised by Full Council.
Banking arrangements are reviewed regularly for security and efficiency and are not delegated
to a committee. The Council currently holds accounts with HSBC and the Public Sector
Deposit Fund/CCLA, or such other accounts as may be authorised by Full Council.

¢ A summary of reconciled accounts is presented at each Full Council meeting.

e At least quarterly and at each financial year end, a member who is not the Chair and not a
bank signatory must verify bank reconciliations for all accounts produced by the RFO, with
reference to the underlying records. The member must sign and date the reconciliations and
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original bank statements as evidence of review, and any exceptions must be reported to the
Council or Finance Committee.

e The bank reconciliation is reported quarterly and minuted as such.

e A short summary of the latest financial position is reported as part of the Finance Report at
each Full Council meeting and can be traced back to the expenditure approved in the previous
meeting via the expenditure lists.

3. FINANCIAL REGULATIONS

e The Parish Council has adopted Financial Regulations. The regulations govern the financial
management of the Council, are to be observed with the Council’s Standing Orders and
contract rules and may only be amended or varied by resolution of Full Council following
review and recommendation where appropriate.

e The Financial Regulations specify the thresholds and process for estimates, quotations and
tenders, including requirements to comply with the Procurement Act 2023, the Procurement
Regulations 2024 and any associated statutory guidance or superseding legislation where
applicable.

o Official orders or written instructions must be issued for all work, goods and services unless a
formal contract is prepared or the Financial Regulations permit an exception. Copies of orders
and evidence of receipt of goods or services must be retained.

e Contracts must not be artificially divided into smaller lots to avoid procurement requirements.
Any invitation to tender must comply with the Financial Controls and Procurement section of
Standing Orders and refer to the Bribery Act 2010 where relevant.

o Review of the effectiveness of internal controls is reserved to Full Council and must take place
before approval of the Annual Governance Statement.

4. PAYMENT CONTROLS

¢ Depending on the nature of the supply, and following checks with councillors where
appropriate, the RFO certifies invoices to confirm that goods or services have been received,
the sum has not previously been paid and calculations are correct.

o Purchase orders, emails or letters ordering work are matched to purchase invoices where
applicable.

o Payments are entered into the accounting software.

o Every payment has a unique sequential transaction number which is matched to the payment
invoice and the corresponding transaction on the bank statement.

o Safe and efficient payment arrangements must involve more than one person. Payment
schedules requiring approval are presented to the Council or relevant committee and
authorised by resolution, unless covered by delegated authority or a schedule of regular
payments authorised in advance. The approved payment list is retained with the minutes.
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¢ Invoices and supporting documentation must be available to members authorising payments,
including those approving online payments under the Council’'s bank mandate.

e Cheques, where used, must be signed by two councillors who are authorised signatories under
the Council’'s bank mandate and who do not have a family or business relationship with the
beneficiary.

e The Council primarily uses online banking for payments and viewing statements. The RFO
sets up payments and two authorised councillors check payment details against the
invoice/payment list before approval. No signatory may approve a payment to themselves.

o Proper practices require all payment methods, including cheque and electronic payments, to
be subject to appropriate controls. The Council will maintain dual-authorisation controls for
electronic payments and will continue to review banking arrangements for security, resilience
and efficiency.

¢ The RFO maintains control of the cheque book. Cheques must only be issued and signed for
payments approved under Council, committee or delegated authority arrangements.

¢ When invoices are paid by cheque, they are identified by the cheque number and referenced
in the cashbook by the cheque number and unique identifier, and cross-checked to bank
statements.

¢ Debit cards are restricted to authorised officers in accordance with the Financial Regulations,
with a single transaction limit of £1,000 unless otherwise authorised. Card transactions must
be supported by receipts/invoices and reviewed through the expenditure/payment reporting
process.

e Supplier account details may only be changed following written notification and appropriate
verification. Passwords and PINs must not be disclosed unless authorised in writing, and
devices used for Council financial business must have adequate, regularly updated security
software.

5. VAT REPAYMENT CLAIMS

e The RFO ensures that all invoices are addressed to the Council and have the correct
corresponding site address.

o The RFO ensures that proper VAT invoices are received where VAT is payable.

o VAT is recorded correctly in the accounting system and processed for reclaim quarterly, or as
otherwise required, and submitted electronically.

6. INCOME CONTROLS

o The RFO ensures that the amount of the precept received is correct in accordance with the
precept request sent to Eastleigh Borough Council.

e The RFO ensures that precept instalments are received when due.

e The RFO ensures that other receipts, including deposit interest and rents, are received when
due and correctly calculated.
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¢ Receipts are issued where appropriate for cash received and receipt numbers are recorded
against payments received. Significant cash receipts must be counted by at least two people,
reconciled to control records and banked promptly.

¢ Income is banked promptly and intact, with the origin of receipts recorded.

e lIrrecoverable debts must be reported by the RFO and may only be written off with Council
approval, with the approval recorded in the accounting records.

7. FINANCIAL REPORTING

o Budget monitoring, comparing actual receipts and payments against the agreed budget and
prior year comparators where appropriate, is prepared at least quarterly, presented to the
relevant meeting in advance and minuted.

e The RFO prepares detailed estimates of receipts and payments, including reserves and
funding sources, for Finance Committee consideration. The Finance Committee reviews
forecasts and submits budget and reserve recommendations to Full Council for approval
before the precept is set.

o Before setting the precept, the Council calculates its council tax requirement by preparing and
approving a budget in accordance with the Local Government Finance Act 1992 or succeeding
legislation. The precept is issued to Eastleigh Borough Council by the required deadline.

8. PAYROLL CONTROLS

All staff salaries, pensions and PAYE are managed by the RFO using SAGE payroll software.

PAYE submissions to HMRC are made through the payroll software and evidence is retained.
¢ Pension submissions are calculated and paid across to Hampshire Pension Fund.

e Salaries are paid by online BACS, after statutory deductions, on the contractually stipulated
dates.

e The RFO ensures all necessary payroll returns are made to HMRC and pension bodies within
required timescales and retains evidence that this has been done.

e Salary, pension, PAYE and National Insurance payments are recorded through payroll control
accounts and reported through the Council’s payment approval and cashbook reporting
arrangements. Personal payment schedules may be summarised to avoid disclosing personal
information.

o Changes to salary rates, terms or termination payments require the appropriate Council or
Finance Committee authority and, where relevant, a business case.

9. OFFICE AND RFO’S EXPENSES

¢ Personal and office expenses are paid by BACS or other authorised method in accordance
with the payment controls above. Claims must be supported by invoices, receipts or other
appropriate evidence and must not be authorised solely by the claimant.
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10. ASSET CONTROL

e The RFO maintains a full Asset Register which is reviewed annually.

e The existence and condition of tangible assets is checked annually and reported as part of the
asset management and insurance review process.

¢ The adequacy of insurance of the Parish Council’s assets is considered annually in advance of
the insurance renewal.

¢ No interest in land or tangible property may be acquired, sold, leased or disposed of without
the required Council authority and necessary consents, supported by a written report where
required by the Financial Regulations.

11. BACKUP, DIGITAL AND DATA LOSS PREVENTION

o The Council’'s accounting system is held on the cloud-based RBS service, with cloud backup
arrangements supporting recovery and continuity in the event of data loss.

¢ Financial records, bank statements, bank reconciliations, AGAR papers and governance
records are retained for the prescribed period in accordance with the Council’'s adopted
Information Retention and Disposal Policy, with secure storage for hardcopy records where
required.

¢ The Council must maintain appropriate digital and data compliance controls, including use of
authority-owned domain email accounts, website accessibility compliance, compliance with
data protection legislation, and an adopted IT policy in line with SAPPP proper practices.

¢ Personal data must be processed with care and in accordance with UK GDPR and the Data
Protection Act 2018. The Council should maintain proportionate data protection policies, data
audits, training and appropriate technical and organisational measures to protect personal
data.

12. REVIEW AND APPROVAL
o This Statement of Internal Controls should be reviewed annually alongside the Financial

Regulations, RFO Protocol, Standing Orders, Financial Risk Assessment and AGAR
governance review.
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FINANCE COMMITTEE - WORK PROGRAMME (2026/27)

ITEM OBJECTIVE METHOD LEAD OFFICER
DECEMBER 2026
Budget 2025/26 (including To review the draft budget prior to being submitted for Report Joanna Cahill
Budget T&F recommendations) final approval by Full Council
o To review applications received during the application _
Grant Applications deadline Report Joanna Cahill
MARCH 2027
To receive an update from the RFO including EOY .
Finance Monitoring Report progress. Report Joanna Cahil
Allocation of Capital Reserves To agree allocation of capital reserves. Report Joanna Cahill
Investment Strategy To review the Strategy Report Joanna Cahill
JULY 2027
Finance Monitoring Report To review the quarterly accounts Report Joanna Cahill
Financial Risk Assessment To review the Financial Risk Assessment Report Joanna Cahill
Internal Controls To review the Internal Controls Report Joanna Cahill
Financial Regulations To review the Financial Regulations Report Joanna Cahill
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	1Fin Comm Minutes 060326
	Present: Cllrs Barrett, Couldrey, Douglas (Chair)
	Officers in attendance: Joanna Cahill, (RFO) and Andy Lowe (Exec Officer)
	Apologies: Cllrs Higby, Forfar, Tennent, Marsh
	Absent: Cllr Chivuchi
	51 DECLARATIONS OF INTEREST
	There were none

	52 MINUTES OF MEETINGS (PAPER A)
	RESOLVED:
	That the minutes of the meeting held on 9th December 2025 be agreed

	53 PUBLIC PARTICIPATION
	There were no members of public present.

	54 FINANCIAL MONITORING REPORT
	Councillors were informed that, with one month remaining in the financial year, overall income was expected to be largely on budget once all outstanding receipts were received. Outstanding items included interest for February and March. Pitch and hall...
	A 3% increase in fees and charges for the next financial year had been approved, and a targeted marketing campaign would be undertaken to increase hall usage and capacity.
	Regarding expenditure, Councillors were advised that overall spending was currently under budget, though some individual areas had exceeded allocations. Legal and professional fees were over budget due to HR advice related to a staffing matter, and su...
	The Parish Office had required unplanned repairs, including boiler work, new floodlights, and health and safety measures; additional contingency had been included in next year’s budget to account for similar costs. Contract cleaning had been introduce...
	At the Pavilion, leak repairs and CCTV upgrades had been completed, and Horton Heath Community Centre had required a new fire alarm system and electrical testing to ensure compliance. Storm damage had led to additional tree maintenance, and the tree b...
	Councillors were assured that the main expenditure pressures related to compliance, health and safety, and essential maintenance. Measures had been incorporated into next year’s budget to provide greater financial resilience. Overall, the council rema...
	RESOLVED:

	That the latest budget position as set out in Report B be noted.

	55 ALLOCATION OF EARMARKED RESERVES
	The Committee reviewed the allocation of capital reserves and the projects associated with them. Councillors were made aware that funding will come from the Local Area Committee (LAC) in the 2026/27 financial year, which will be amalgamated with some ...
	Councillors noted that this approach will support the delivery of priority projects while ensuring that the Council’s reserves are used effectively and for their intended purposes. It was also noted that earmarked reserves will be closely monitored go...
	RECOMMENDED:

	That the Council approve the current capital reserves for 2025/2026 as set out in Report C

	56  CAFÉ WATER UPDATE
	Members noted that, now that the water meter has been installed, it is possible to more accurately determine the proportion of the water bill attributable to the Café and the splash pad. It was further noted that, following a meeting with Matt Nichols...
	NOTED:

	Members noted that, following the installation of the new water meter, Officers were now able to accurately apportion the water bill between the Café and the splashpad, with a fixed monthly transfer in place to cover the Café’s usage.

	57 INVESTMENT STRATEGY
	RESOLVED

	58 WORK PROGRAMME
	Members acknowledged the Work Programme. It was recommended that the Earmarked reserves be reviewed at the next Finance Committee meeting in July, in anticipation of the forthcoming Section 106 funds.
	RESOLVED:



	2Fin Comm 280726 Monitoring Report  Packed
	Fin Comm 280726 Monitoring Report
	Appendix 1
	Appendix 2

	3Fin Comm Fin Risk Assessment v 2
	FAIR OAK AND HORTON HEATH PARISH COUNCIL FINANCIAL MANAGEMENT RISK ASSESSMENT

	4Fin Comm 280726 Finance Regs Packed
	Financial_Regulations_2026_27_Amendments_Report
	CH3 FINANCIAL REGULATIONS 2026-27 REVIEWED HIGHLIGHTED
	1. GENERAL
	1.1 These Financial Regulations govern the financial management of the Council and may only be amended or varied by resolution of Full Council. They are to be observed in conjunction with the Council’s Standing Orders and any individual financial regu...
	1.2  Councillors must follow these regulations and not entice employees to breach them. Failure to do so brings the office of councillor into disrepute.
	1.3  Wilful breach of these regulations by an employee may result in disciplinary proceedings.
	1.4  Definitions:
	1.5  The Responsible Financial Officer (RFO) is a statutory office appointed by the Council and:
	1.6  The Council must not delegate decisions regarding:
	1.7  Additionally, the Council shall:

	2. RISK MANAGEMENT AND INTERNAL CONTROL
	2.1 The Council must ensure a sound system of internal control for effective financial, operational, and risk management.
	2.2  The Executive Officer and RFO shall prepare a risk management assessment covering all council activities for approval by the Finance Committee, reviewed at least annually.
	2.3  For new activities, a draft risk assessment and risk management proposals must be prepared for Council consideration.
	2.4  The Council must annually review the effectiveness of its internal control system before approving the Annual Governance Statement.
	2.5  The RFO’s accounting control systems must include measures to:
	2.6 At least quarterly and at each financial year end, a member (not the Chair or a bank signatory) shall verify bank reconciliations for all accounts, sign and date reconciliations and original bank statements, and report to the Council.

	3. ACCOUNTS AND AUDIT
	3.1 All accounting procedures and financial records are determined by the RFO in accordance with the Accounts and Audit Regulations and proper practices.
	3.2  Records must explain the Council’s transactions and financial position at any time, including:
	3.3 The RFO shall complete and certify the annual Accounting Statements in the Annual Governance and Accountability Return (AGAR) as soon as practicable after the financial year end and submit them to the Council within statutory timescales.
	3.4 The Council must ensure an adequate and effective system of internal audit.
	3.5  Officers and members must make available documents and records as required by auditors and supply information and explanations as necessary.
	3.6  The internal auditor must be competent and independent, report in writing at least annually, and have no involvement in council management or control.
	3.7  Internal or external auditors must not perform operational duties, approve transactions, provide advice on future transactions, or direct council employees, except as assigned for audit assistance.
	3.8  The RFO shall arrange for the exercise of electors’ rights regarding the accounts, including inspection opportunities and required notices.
	3.9  Any auditor correspondence or reports must be promptly brought to the attention of all councillors.

	4. BUDGET AND PRECEPT
	4.1 Before setting a precept, the Council must calculate its council tax requirement by preparing and approving a budget in accordance with the Local Government Finance Act 1992 or succeeding legislation.
	4.2 The Finance Committee reviews yearly forecasts and submits proposals for the following year to the Council by November, including any revisions.
	4.3  The RFO must prepare detailed estimates of all receipts and payments, including reserves and funding sources, by November for Finance Committee consideration.
	4.4 Unspent budgets for completed projects are not carried forward; partially completed project funds may only be carried forward with full Council approval via earmarked reserves.
	4.5 Salaries and wages budgets, including employer contributions, must be reviewed annually in October and signed by the Executive Officer and Chair.
	4.6 The draft budget and recommendations for reserves are considered by the Finance Committee and recommended to the Council, which then sets the council tax requirement and precept.
	4.7 Members with unpaid council tax for over two months are prohibited from voting on the budget or precept and must disclose this at the meeting’s start.
	4.8 The RFO issues the precept to the billing authority by January and supplies each member with the agreed annual budget.
	4.9  The agreed budget is the basis for monitoring progress, comparing actual spending and income to the plan.
	4.10 Changes in earmarked reserves must be approved by the Council as part of budgetary control.

	5. PROCUREMENT
	5.1  Members and officers are responsible for obtaining value for money at all times. Any officer procuring goods, services or works should ensure, as far as practicable, that the best available terms are obtained, usually by obtaining prices from sev...
	5.2  The RFO should verify the lawful nature of any proposed purchase before it is made and in the case of new or infrequent purchases, should ensure that the legal power being used is reported to the meeting at which the order is authorised and also ...
	5.3  Every contract shall comply with the Council’s Standing Orders and these Financial Regulations and no exceptions shall be made, except in an emergency.
	5.4  For a contract for the supply of goods, services or works where the estimated value will exceed the thresholds set by Parliament, the full requirements of the Procurement Act 2023, the Procurement Regulations 2024, and any associated statutory gu...
	5.5  Where the estimated value is below the Government threshold, the council shall (with the exception of items listed in paragraph 5.12) obtain prices as follows:
	5.6  For contracts estimated to exceed [£60,000] including VAT, the Executive Officer/RFO shall seek formal tenders from at least three suppliers agreed by the council OR advertise an open invitation for tenders in compliance with any relevant provisi...
	5.7  For contracts estimated to be over £30,000 including VAT, the council must comply with any requirements of the Legislation regarding the advertising of contract opportunities and the publication of notices about the award of contracts.
	5.8  For contracts greater than £10,000 excluding VAT the Executive Officer/RFO shall seek at least 3 fixedprice quotes;
	5.9  wWhere the value is between £1,000 and £10,000 excluding VAT, the Executive Officer/RFO shall request 3 estimates which might include evidence of online prices, or recent prices from regular suppliers.
	5.10  For smaller purchases, the Executive Officer/RFO shall seek to achieve value for money.
	5.11  Contracts must not be split into smaller lots to avoid compliance with these rules.
	5.12  The requirement to obtain competitive prices in these regulations need not apply to contracts that relate to items (i) to (iv) below:
	5.13  When applications are made to waive this financial regulation to enable a price to be negotiated without competition, the reason should be set out in a recommendation to the council. Avoidance of competition is not a valid reason.
	5.14  The council shall not be obliged to accept the lowest or any tender, quote or estimate.
	5.15  Individual purchases within an agreed budget for that type of expenditure may be authorised by:
	5.16  No individual member, or informal group of members may issue an official order unless instructed to do so in advance by a resolution of the council or make any contract on behalf of the council.
	5.17  No expenditure may be authorised that will exceed the budget for that type of expenditure other than by resolution of the council or a duly delegated committee acting within its Terms of Reference except in an emergency.
	5.18  In cases of emergency (fire, flood, risk of loss of services or interrupted use of facilities) the Executive Officer/RFO will refer to the Chairman of the council or the Chairman of FHRC for authority incur emergency expenditure of up to £5,000 ...
	5.19  No expenditure shall be authorised, no contract entered into or tender accepted in relation to any major project, unless the council is satisfied that the necessary funds are available and that where a loan is required, Government borrowing appr...
	5.20  Official orders/letters must be issued for all work, goods, and services unless a formal contract is prepared or inappropriate.
	5.21  Copies of orders shall be retained, along with evidence of receipt of goods.
	5.22  Any ordering system can be misused and access to them shall be controlled by the RFO.

	6. BANKING AND PAYMENTS
	6.1 The Council’s banking arrangements are made by the RFO and authorised by the Council, reviewed regularly for security and efficiency. Banking arrangements shall not be delegated to a committee. The Council has resolved to bank with HSBC Bank. The ...
	6.2  Safe and efficient payment arrangements must involve more than one person (dual authorisation) for each payment.
	6.3  All invoices must be checked for accuracy, coded, and verified before payment, before being certified by the RFO.
	6.4  Personal payments (salaries, wages, expenses) may be summarised to avoid disclosing personal information.
	6.5  Payments are made by online banking in accordance with a resolution of the Council or Committee or delegated officer decision, unless the Council resolves a different payment method.
	6.6  The Executive Officer and RFO may draw up a schedule of regular payments (such as Salaries, PAYE, National Insurance, pension contributions, rent, rates, regular maintenance contracts and similar items), which the council/finance committee may au...
	6.7  The Executive Officer and RFO have delegated authority to authorise payments up to £1,000 (excluding VAT) within budget, and up to £3,000 in cases of serious risk to services or safety.
	6.8  The RFO presents a schedule of payments requiring authorisation as part of the meeting agenda; the Council or committee reviews and authorises by resolution.
	6.9  During emergencies, all payments are approved at monthly virtual meetings, with details disclosed in or attached to the minutes.

	7. ELECTRONIC PAYMENTS
	7.1  The Council ensures safe and efficient electronic payment arrangements.
	7.2  The RFO is the Service Administrator for internet banking, with at least two authorised councillors involved in online approvals. The RFO may be the authorised signatory, but no signatory may be involved in approving any payment to themselves.
	7.3  All authorised signatories shall have access to view the council’s bank accounts online.
	7.4  No employee or councillor may disclose any PIN or password unless authorised in writing.
	7.5  The RFO sets up all payments online, with a full list provided to the Councillors at next Council meeting and appended to the minutes.
	7.6  Two councillors who are authorised signatories shall check the payment details against the invoice list before approving each payment.
	7.7  In the RFO’s prolonged absence, an authorised signatory may set up payments.
	7.8  Regular payments (utilities, rates, pensions, HMRC) may be made by variable direct debit; to be reviewed by the Finance Committee every two years.
	7.9  Payments by BACS/CHAPS or standing order require Council approval and review every two years.
	7.10  Supplier account details may only be changed with written notification and hard copy authority signed by the RFO. Data held should be checked with suppliers every 2 years.
	7.11 Computers used for Council financial business must have adequate, regularly updated security software.
	7.12 . Access to internet banking must be direct to the access page; remembered password facilities should not be used.

	8. CHEQUE PAYMENTS
	8.1  Cheques/orders for payment must be signed by two members, with signatories not having a family/business relationship with the beneficiary.
	8.2  Signatories must initial the cheque counterfoil and invoice to indicate agreement.
	8.3  Cheques/orders for payment are normally signed at or immediately before/after a Council meeting; signatures obtained away from meetings are reported at the next meeting.

	9. PAYMENT CARDS
	9.1  Debit cards are restricted to the Executive Officer, Deputy Executive Officer, Community Development Officer, Operations Officer and RFO, with a single transaction limit of £1,000 unless otherwise authorised.
	9.2  Prepaid debit cards may be issued to employees with limits set by the Finance Committee; transactions are reported to Council, and topups are at Council discretion.
	9.3  Corporate credit/trade cards are restricted to authorised officers, with balances paid in full monthly.
	9.4  Fuel cards are restricted to operations staff, each with a monthly limit of £200, reviewed by the RFO.

	10. PAYMENT OF SALARIES AND ALLOWANCES
	10.1 The Council must comply with statutory PAYE and NI requirements.
	10.2  Councillors’ allowances (where paid) are liable to deduction of tax under PAYE rules and must be taxed correctly before payment.
	10.3  Salary rates are agreed by the Council/Finance Committee; no changes to pay or terms without Council or Finance Committee consent.
	10.4  Salaries are paid after statutory deductions, on contractually stipulated dates.
	10.5  Deductions are paid to relevant bodies within required timescales and reported.
	10.6  Payments to employees and creditors are recorded in payroll control accounts, with monthly totals reported in the cashbook and reviewed by Council.
	10.7  Termination payments require a business case and Council authorisation.
	10.8  Interim staff employment requires full business case consideration.

	11. LOANS AND INVESTMENTS
	11.1 Applications for Government borrowing approval and loan arrangements must be authorised by Full Council and recorded in the minutes. All borrowing should be in the name of the Council, after obtaining necessary approval.
	11.2 Financial arrangements not requiring formal borrowing approval from the Secretary of State (e.g., hire purchase, leasing, shortterm loans) require full Council authorisation after a valueformoney report.
	11.3  The Council must consider and review an Investment Strategy and Policy annually in accordance with Statutory Guidance on Local Government Investments.
	11.4  All investment certificates and related documents are retained by the RFO.
	11.5  Payments for investments, including bank transfers, must comply with these regulations.

	12. INCOME
	12.1  The RFO is responsible for collecting all sums due to the Council.
	12.2  Fees and charges are reviewed annually as part of budget-setting; the RFO ensures correct collection.
	12.3  Irrecoverable sums and bad debts are reported by the RFO and written off with Council approval. The Council’s approval shall be shown in the accounting records.
	12.4  All receipts are deposited intact with the Council’s bankers, with the origin recorded.
	12.5  Personal cheques must not be cashed from Council funds.
	12.6  The RFO ensures correct VAT recording and timely VAT returns.
	12.7  For significant cash receipts, at least two people must be present for counting, with reconciliation to control records and security measures in place.

	13. PAYMENTS UNDER CONTRACTS FOR BUILDING OR CONSTRUCTION WORKS
	13.1  For contracts with instalment payments, the RFO maintains records and ensures payments are made per contract, based on signed certificates from supervising consultants.
	13.2  Any contract variation likely to exceed the contract sum by 5% or the available budget must be authorised and reported to Council.

	14. STORES AND EQUIPMENT
	14.1  Section heads are responsible for the care and custody of stores and equipment.
	14.2  Delivery notes must be obtained and goods checked on delivery.
	14.3  Stocks are kept at minimum levels consistent with operational needs.
	14.4  The Operations Manager (or Executive Officer) is responsible for annual stock checks.

	15. ASSETS, PROPERTIES AND ESTATES
	15.1  The Executive Officer arranges safe custody of all title deeds and Land Registry Certificates.
	15.2  The RFO maintains an accurate Register of Assets and Investments, updated annually, recording all properties, locations, purchase details, and purposes.
	15.3  Tangible assets are verified annually.
	15.4  No interest in land or tangible property may be acquired, sold, leased, or disposed of without Council authority and required consents, with a written report on valuation, condition, and business case.
	15.5  Tangible movable property under £1,000 may be acquired/disposed of without Council authority; otherwise, Council approval and a business case are required.

	16. INSURANCE
	16.1  The RFO keeps a record of all insurances, reviewing annually before renewal in conjunction with risk management review.
	16.2  The Executive Officer/Operations Manager notifies the RFO of new risks, properties, or vehicles requiring insurance or changes affecting existing cover.
	16.3  The RFO is notified of any loss, liability, or event likely to lead to a claim and reports to Council at the next meeting; claims are negotiated by the RFO in consultation with the Executive Officer.
	16.4  All relevant members and employees are included in suitable security or fidelity guarantee insurance, covering maximum risk as determined annually.

	17. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS
	17.1  The Council reviews these Financial Regulations annually, or following any change of Executive Officer or RFO.
	17.2  The Executive Officer monitors changes in legislation or proper practices and advises the Council on amendments.
	17.3  The Council may suspend any part of these regulations by duly notified resolution, recording reasons and risk assessment; suspension does not override legislation or permit unlawful action.
	17.4  Temporary amendments may be made by resolution to address exceptional circumstances.

	Appendix 1 Tender process
	1) Any invitation to tender shall state the general nature of the intended contract and the Executive Officer/RFO shall obtain the necessary technical assistance to prepare a specification in appropriate cases.
	2) The invitation shall in addition state that tenders must be addressed to the Executive Officer/RFO in the ordinary course of post, unless an electronic tendering process has been agreed by the council.
	3) Where a postal process is used, each tendering firm shall be supplied with a specifically marked envelope in which the tender is to be sealed and remain sealed until the prescribed date for opening tenders for that contract. All sealed tenders shal...
	4) Where an electronic tendering process is used, the council shall use a specific email address that will be monitored to ensure that nobody accesses any tender before the expiry of the deadline for submission.
	5)  Any invitation to tender issued under this regulation shall be subject to the Financial Controls and Procurement section of the Council’s Standing Orders and shall refer to the terms of the Bribery Act 2010.
	6)  Where the council, or duly delegated committee, does not accept any tender, quote or estimate, the work is not allocated and the council requires further pricing, no person shall be permitted to submit a later tender, estimate or quote who was pre...
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	CH7 RFO Protocol 26-28
	1 Introduction
	1.1 Although Town and Parish Councils are not bound by sections of The Local Government Finance Act 1988 (section 111) the Parish Council acts in accordance with many of those principles in the interests of best practice as shown below.
	1.2 The Parish Council's Responsible Finance Officer undertakes to discharge these statutory responsibilities in a positive way and in a manner that enhances the overall reputation of the Council. In doing so, the Responsible Finance Officer will also...

	2 The Statutory Role of the Responsible Finance Officer
	2.1 2.1 The Responsible Finance Officer has statutory duties in relation to the financial administration and stewardship of the Council. This statutory responsibility cannot be overridden.  The statutory duties arise from:
	2.2 The Responsible Finance Officer is responsible for:
	2.3 2.3 Section 114 of the Local Government Finance Act 1988 requires the Responsible Finance Officer to report to Fair Oak & Horton Heath Parish Council, internal and external auditor if the Council or one of its staff members:
	2.4 2.4 Section 114 of the 1988 Act also requires:

	3 3. The Non-Statutory Role of the Responsible Finance Officer
	3.1 3.1 The Chartered Institute of Public Finance and Accountancy (CIPFA) published "A Statement on the Role of the Finance Director in Local Government" in December 1999.
	3.2 3.2 The five main areas where it considers the RFO of a local authority should contribute are given below. The first incorporates the statutory responsibilities referred to above:
	3.3 3.3 A summary list of the statutory responsibilities appears in the table annexed to this document. In general terms, the Responsible Finance Officer's ability to discharge these duties and responsibilities will depend, to a large extent, on Counc...

	4  The Protocol
	4.1 Having excellent working relations with Councillors and staff will assist in the discharge of the statutory responsibilities of the Responsible Finance Officer. Equally, a speedy flow of relevant information and access to debate (particularly at t...
	4.2 4.2 The following arrangements and understandings between the Responsible Finance Officer, Councillors and staff are designed to ensure the effective discharge of the Council's business and functions.
	4.3 The Responsible Finance Officer will receive:
	4.4 4.4 The Responsible Finance Officer has the right:

	5 Deputising for the Responsible Finance Officer
	5.1 In the absence of the Responsible Finance Officer the Executive Officer will act as the nominated Deputy Responsible Finance Officer. The Deputy Responsible Finance Officer will have all the rights and powers of the Responsible Finance Officer whe...
	5.2 To ensure the effective and efficient discharge of duties Councillors and staff will report any breaches of statutory duty or Council policies or procedures and other legal or constitutional concerns to the Responsible Finance Officer, as soon as ...
	5.3 The Responsible Finance Officer is also available for Councillors and staff to consult on any issues of the Council's financial powers, possible unlawful payments, or general advice on the financial arrangements.
	5.4 To ensure the effective and efficient discharge of this Protocol, the Council will ensure adequate insurance and indemnity arrangements are in place for the same to protect and safeguard the interests of the Council and the proper discharge of the...
	5.5 This Protocol is in addition to any provisions in the Council's Financial Regulations, Standing Orders, Scheme of Delegation and internal control arrangements.
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