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Definitions

This section defines terminology used within the Financial Regulations.

The Council - Clackmannanshire Council

Chief Officer – Any of the Chief Executive, Directors or Heads of Service of the Council.  The financial function of a Chief Officer may be carried out by a substitute or delegated officer but the responsibility remains with the Chief Officer.

Head of Finance – The Head of Finance or any authorised substitute or delegated officer.

Emergency – An unplanned event that requires an immediate response to safeguard life, health or property.

Guidelines / procedures – Any guideline, procedure, or similar document issued by the Head of Finance under the authority given to him by Financial Regulation 1.3.

Councillor – an Elected Member of the Council

Officer – an employee of the Council.

Council Policy – a formal policy approved by the Council or a sub-Committee, where powers have been delegated, which has to be followed by all parties referred to in the policy document.
Accountable Stationery – Any document that is of sufficient importance for audit and control purposes each document should be accounted for.  This is done by having sequential numbers and controlling the issue and use of the documents.

Authorised Signatory – A person officially nominated by a Chief Officer to authorise payments for goods and services. The following is a list of categories for which authorisation is required and identifies the responsible section and location of authorised signatory details:   

	Authorisation of:
	Responsible Section:
	File Copy:

	Starters, Leavers, Transfers
	Payroll/HR
	Internal Audit

	Travel and Subsistence Claim Forms
	Payroll
	Internal Audit

	Overtime Claims
	Payroll
	Internal Audit

	Timesheets
	Payroll
	Internal Audit

	Purchase Orders
	Creditors
	Internal Audit

	Invoice Payments
	Creditors
	Internal Audit

	Cheque Requests
	Creditors
	Internal Audit

	Open, Amend, Close Imprests
	Internal Audit
	Internal Audit

	Absences
	Payroll
	Internal Audit

	Regradings
	Payroll / Human Resources
	Internal Audit

	Identity Cards
	Individual Services 
	Individual Services

	Key Holder
	Individual Services
	Individual Services

	Legal Agreements
	Legal Services
	Internal Audit

	Licences
	Legal Services
	Internal Audit

	Cancellations of Sundry Income
	Revenues / Individual Services
	Internal Audit

	Proposed Write-offs
	Revenues 
	Internal Audit

	Standing Orders and Direct Debits
	Creditors
	Internal Audit

	Cheque Signatories /Amendments
	Treasury
	Internal Audit

	Electronic Transfers
	Creditors
	Internal Audit

	Stops
	Creditors/Payroll
	Internal Audit

	Code Insertion/Deletion
	Accounting and Budgeting
	Internal Audit

	Journal Entries
	Accounting and Budgeting—all areas except creditors /

Property Contracts / Education
	Internal Audit

	Borrowing/Lending
	Treasury  Management
	Internal Audit

	Stock Write Offs
	Individual Services
	Individual Services


These Financial Regulations form part of the Standing Orders approved by the Council and must be read in conjunction with the remaining Standing Orders and the Contract Standing Orders.

Section A - Introduction

1. Status of Financial Regulations

1.1. The Council’s Financial Regulations are designed to ensure the highest standards of probity in dealing with public money and to assist and protect staff in such dealings.

1.2. The Head of Finance is, for the purposes of Section 95 of the Local Government (Scotland) Act 1973, the “Proper Officer”, under the general direction of the Council and the Chief Executive, for the administration of the Council's financial affairs.

1.3. In addition to these Regulations, the Head of Finance may issue financial guidelines and instructions.  Official guidelines, procedures etc issued by the Head of Finance have the same status as the Financial Regulations.  Subject to the approval of the Head of Finance, Chief Officers may also issue financial guidelines for activities within their Service.

1.4. Every Committee, Sub-Committee, Councillor and officer of the Council will adhere to these Financial Regulations.  Chief Officers will ensure that all officers are made aware of the Regulations and the requirement to comply with them.

1.5. The Head of Finance can authorise exemptions from the Financial Regulations subject to alternative, adequate control arrangements being in place.

1.6. Any officer discovering a possible breach of these Financial Regulations must report the matter immediately to his / her supervisor or to the Head of Finance.  Failure by any officer to comply with the Regulations, or in the case of staff with supervisory responsibilities, failure to ensure the compliance of others, could be treated as misconduct which might give rise to disciplinary consequences up to and including dismissal.  Some breaches of Financial Regulations may be treated as offences giving rise to criminal proceedings.  The Council‘s Policy on Prevention and Detection of Fraud is to be treated as part of the Regulations.

1.7. In addition to these Financial Regulations, Councillors must abide by the Code of Conduct by Councillors as published by the Standards Commission for Scotland. Staff must comply with the Code of Conduct for Local Authority staff.

1.8. Financial transactions are aggregated for the purposes of these Financial Regulations. Therefore, financial limits cannot be avoided by deliberately splitting transactions into smaller components.

1.9. An officer can incur expenditure which is essential to meet any immediate need created by an emergency, subject to any such action being reported to the appropriate Head of Service at the earliest opportunity.  This could include the prevention of the destruction of Council property, as well as non-property related expenditure.

1.10. The powers of a Chief Officer may be exercised by a nominated substitute, provided that:

· the powers to be exercised by the substitute have been set out in writing;

· the circumstances under which such powers may be exercised have been defined; and

· any financial or other relevant limit on such powers have been stated.

Section B – Financial Administration and Budgeting

2. Financial Administration

2.1. Meetings of the Council regulate and control the finances of the Council in conformity with these Regulations.  Officers will keep Councillors informed as to the state of the Council’s finances and will report on the accounts of each financial year as soon as practicable.

2.2. The Head of Finance will:

· report to the Council on the level of financial resources proposed to be used in each financial year,

· report to the Scrutiny Committee, as well as meetings of the Council, regarding the Council's finances and financial performance.

2.3. Chief Officers must consult with the Head of Finance on the financial aspects of any report to Council or before any commitment is incurred which may significantly affect the finances of the Council.  All such reports may, as appropriate, be approved by the Corporate Management Team in advance of the Scrutiny Committee or Council Meeting.

2.4. Chief Officers are responsible for ensuring that there are adequate Financial and Non- Financial internal controls in place for the conduct of all Council business in as correct and secure manner as possible and in accordance with best practice.  In respect of the Annual Accounts, the Chief Executive and Head of Finance will be required to sign an Annual Governance Statement, which will cover all financial and non-financial controls.

2.5. Chief Officers, in consultation with the Head of Finance, are also responsible for ensuring that necessary supporting manuals are in place to ensure that all staff have proper written guidance regarding the systems they are using and procedures they are following.  Where changes occur, these manuals should be updated accordingly.  The purpose of these manuals is to ensure that everyone is working in the same, consistent manner, and also to assist in the training and development of any new members of staff.

2.6. It is the responsibility of all Chief Officers to ensure that all staff within their jurisdiction or Service are made aware of the existence of the Standing Orders and Financial Regulations.  Staff should receive any training which may be required to perform their jobs according to the requirements of the Standing Orders, Contract Standing Orders, and Financial Regulations.  Any necessary training can be carried out with the involvement of the Finance Service.

3. Budgets

3.1. The Head of Finance will determine the format of the budget that is approved by the full Council.  The format will comply with all legal requirements and with CIPFA’s Best Value Accounting Code of Practice.
3.2. Chief Officers will prepare detailed revenue and capital budgets for consideration by the Council in compliance with accounting guidance provided by the Head of Finance.

3.3. When drawing up draft budget requirements, Chief Officers will have regard to approved Council Policy requirements.

3.4. The draft revenue budgets will be submitted to the Council for approval no later than the date prescribed by statute, in order that Council Tax and Rent levels can be fixed.

3.5. The Head of Finance will prepare and submit reports to the Council on the resources available to fund aggregate spending plans over the medium term (3 years), and the implications for the level of Council Tax subject to that information being made available from the Scottish Government.

3.6. Chief Officers in consultation with the Head of Finance will integrate budget plans from service planning, so that budget plans can be supported by financial and non-financial performance measures. Budgets must include all financial aspects related to the delivery of Service plans.
3.7. The inclusion of items in approved revenue or capital budgets will, assuming they comply with other requirements, such as Contract Standing Orders, constitute authority to the Committee or Chief Officer, as appropriate in terms of the Scheme of Delegation, to incur such expenditure.

4. Budgetary Controls

4.1. The Head of Finance will establish an appropriate framework of budgetary management and control to ensure that:

· budget management is exercised within annual budgeted limits;

· Chief Officers are provided with monthly information of income and expenditure in sufficient detail to enable managers to fulfil their budgetary responsibilities;

· Significant variances from approved budgets are investigated and reported by budget managers as appropriate.

4.2. Chief Officers will ensure that an accountable budget manager is identified for each cost centre under their control.

4.3. The Head of Finance will submit regular performance statements of revenue and capital income and expenditure against budgets to the Scrutiny Committee.

4.4. The Head of Finance, after consultation with each Chief Officer, will inform the Council (for consent, if necessary) if it is forecast that the total revenue or capital income or expenditure for a Service is likely to vary significantly from the approved budget.

5. Budget Transfers (Virement) and Budget Changes

5.1. Virement is intended to enable Chief Officers to manage budgets with a degree of flexibility within the overall approved revenue or capital budget.

5.2. Provided they do not relate to the funding of new Council services or change in Policy, budget virements, capital and revenue, must be approved as follows:

· up to £30,000 by a Chief Officer in consultation with the Head of Finance;

· greater than £30,000 but less than or equal to £60,000 by the Corporate Management Team (CMT);

· greater than £60,000 by the Council.

5.3. Virement that is likely to impact on the level of service activity of more than one Chief Officer should be implemented only after the approval of the relevant officer.

5.4. Any budget virements must be made by 31 March of the financial year to which it relates.

5.5. Schools must adhere to the virement and budget carry forward rules contained within the Scheme of Devolved School Management.

5.6. Where an approved budget is a lump-sum budget or contingency intended for allocation during the year, its allocation will not be treated as a virement.

5.7. For capital budgets, and taking 5.2 above into consideration, the Council must approve any changes to the approved capital programme exceeding £30,000. This is not required for the re-profiling of capital expenditure within the current 3-year capital plan.
5.8. Where new proposals are requested that have revenue consequences, these must be approved by the Council.
6. Accounting

6.1. All accounts and accounting records of the Council will be compiled under the direction of the Head of Finance.  The Head of Finance will exercise supervision over any records and financial systems maintained by other Services, particularly with regard to ensuring uniformity.

6.2. The Head of Finance is responsible for the Council’s statement of accounts which must be prepared in accordance with proper practices as set out in the Code of Practice on Local Authority Accounting in the United Kingdom: A Statement of Recommended Practice (the SORP) published by CIPFA and LASAAC.

6.3. The Head of Finance will draw up the timetable for final accounts preparation and will advise staff and external auditors accordingly.  Chief Officers will comply with accounting guidance provided by the Head of Finance and will supply information when required.

6.4. The Head of Finance will prepare for audit and publish the draft statement of accounts by the statutory deadline for 30 June in each financial year.  The draft accounts will be presented to the Council prior to 30 June each financial year.

6.5. The Head of Finance will present the audited statement of accounts to Council for approval at the first available meeting following completion of the annual audit (normally 30 September).

Section C – Control Arrangements

7. Document Retention

7.1. Chief Officers should ensure that arrangements are in place for the proper management of financial, legal and other documents and that these documents are retained in accordance with any specific statutory requirements, including the Data Protection Act, the Freedom of Information (Scotland) Act, and any approved Council and / or management policies and procedures.

7.2. The Head of Legal Services, following consultation with Internal Audit, will determine the retention periods for specific documents.

7.3. The recommended retention periods for records are summarised in Appendix 1.  However, in the case of externally funded projects, all documents relating to external grant funding must be retained until the final completion and audit of the relevant programme.  It has been agreed with all relevant external bodies that invoices paid through the Creditors Section will be scanned and the paper copies destroyed.

7.4. Disposal of records should where practicable be carried out under controlled conditions by two persons, and an appropriate record should be completed, dated and signed by both as evidence.

7.5. The Head of Legal Services shall be responsible for the custody of securities, property deeds, etc.

8. ICT Security (Information & Communications Technology)

8.1. Officers should adhere to all Council ICT Security policies issued by or on behalf of the Director of Corporate Development.

8.2. Officers must not write down or divulge their computer passwords to any other person, nor should user accounts and passwords for systems be shared between officers.

9. Segregation of Duties

9.1. No single officer should have sole responsibility for any financial transaction.

9.2. Officers involved in reconciling or recording any income due to the Council should not collect or process the related income.

9.3. Cash collection and cash accounting records should be examined and checked by a second, preferably, supervisory officer.

9.4. It is best practice for the authorised signatory for invoices to be different to the authorised signatory signing the related order.  If not then other appropriate controls, as approved by the appropriate Head of Service, should be in place.

10. Following the Public Pound

10.1. Reference should be made to the Council’s Code of Guidance: Following the Public Pound covering all matters pertaining to funding given to external organisations. There should also be compliance with the COSLA / Accounts Commission Guidance.

10.2. Where any external organisation receives significant funding, as defined in the COSLA / Accounts Commission Code of Practice on Following the Public Pound, it will be a condition of funding that Internal Audit have such rights of access to the organisation’s premises, records and staff as are necessary to form an opinion as to the adequacy of the organisation’s internal control arrangements.

10.3. The Head of Finance may authorise funding transfers to external bodies of £30,000 per annum, providing that these transfer can be made from approved budgets.

10.4. A register of ALEOs (Arms-Length External Organisations) who receive funding from the Council will be maintained by the Head of Finance.
Section D – Income and Expenditure

11. Income

11.1. Chief Officers will at least annually, and in consultation with the Head of Finance, review all scales of charges or tariffs relating to their Service.

11.2. Chief Officers are responsible for identifying all sources of income within their Service, for calculating the income due to the Council and for monitoring to ensure all income is received.  Finance Services may assist Services in the collection and monitoring of income. Internal accounts with a value less than £75 or less should not be raised without the specific approval of the Head of Finance.

11.3. Chief Officers will promptly provide the Head of Finance with the details necessary to raise accounts for sums due to the Council.

11.4. All income received by an officer will immediately be acknowledged by the issue of an official receipt or other document approved by the Head of Finance.  Exceptions to this rule may be permitted but only with the specific approval of the Head of Finance.

11.5. All receipts and other forms of stationery used to record income will be in a form approved by the Head of Finance.  They should be treated as accountable stationery and will be ordered, controlled and issued under arrangements approved by the Head of Finance.

11.6. All money received by an officer on behalf of the Council must be paid in full and without delay into an official nominated bank account.

12. Debt management
12.1. The Council’s Corporate Debt Policy must be followed for the cancellation or write-off of all debts and raising of credit notes.
13. Purchasing of Goods and Services

13.1. Any officer who enters into an agreement for the supply of goods or services to the Council must ensure that the agreement complies with Contract Standing Orders.

13.2. All instructions, advice, guidelines etc. issued by the Council’s Procurement Manager must be adhered to at all times.

14. Orders for Goods and Services

14.1. All official orders must be in a form approved by the Head of Finance.  They should be treated as accountable stationery and will be ordered, controlled and issued under arrangements approved by the Head of Finance.

14.2. Official orders must be issued for all goods or services to be supplied to the Council, except as provided for in 14.3, below. Those who have authority to make purchases must ensure that official purchase orders are raised where it is required to do so.
14.3. Official orders are not required where purchasing cards or business credit cards are used.  Procedures for the issue of cards, authorisation limits and checking of statements sanctioned by the Head of Finance must be followed at all times.  The Head of Finance must also be satisfied with the control arrangements in place.  All purchasing and business credit card users must obtain receipts, both as an internal control and also to enable VAT to be reclaimed.

14.4. Although traditional order forms do not apply to electronic procurement, appropriate new controls must exist which should cover authorisation, ICT security and other checks prior to payment.

14.5. Orders must be provided to the supplier in advance of any work, goods or services being provided to the Council.  Where a verbal order is provided, this must be confirmed in writing as soon as possible and marked “confirmation order”.  Exceptions can only be approved by the Head of Finance.  Verbal orders should only be used in genuine emergency situations.

14.6. All orders and internal requisitions (Accounts to be Rendered) to another Service must be signed by an authorised signatory.  Internal Audit will maintain lists of such authorised signatories.

14.7. The officer authorising an order must be satisfied that:

· there is sufficient budget provision (this must always take precedence);

· the expenditure is legal and within the power of the Council;

· best value has been achieved;

· the timing of the order and the quantities ordered are appropriate;

· the price, quantity, and details pertaining to delivery have been agreed;

· the nature and quantity of goods or services to be supplied are clearly stated on the order;

· correct ledger codes have been provided;

· the order is within their delegated authority limit;

· the order does not contravene any other section of these Regulations or the Contract Standing Orders;

· all instructions, guidelines, advice, and best practice advised by the Council’s Procurement Manager have been complied with.

15. Payment for Goods and Services

15.1. All payments, except those from imprests (petty cash) and advances or by procurement via the internet, will be by:

· cheque; or

· the automated transfer of funds (BACS)

from the Council’s main bank accounts.

15.2. Any request for payment without an invoice must be supported by appropriate documentation signed by the authorised signatories who ordered the goods or services, and who approved the payment.  In any instance where it is necessary to make a payment to account, a proper invoice for the full amount must subsequently be obtained.  

15.3. All invoices must be certified by an authorised signatory.  This will normally be by an appropriate authorised member of staff within the Service to which the payment pertains.  Internal Audit will maintain lists of such authorised signatories.  It is the responsibility of Chief Officers to supply and update Internal Audit with the names and specimen signatures of such authorised signatories. In all cases, except those referred to in 14.3, the invoice must be agreed and attached to a copy of the order form, prior to submission for payment.

15.4. It is best practice for the authorised signatory of the invoice to be different from the authorised signatory signing the related purchase order.  This is referred to in Financial Regulation number 9.4.

15.5. The officer certifying an invoice or other payment must be satisfied that:

· the goods or services have been received, examined and approved;

· the invoice price matches the purchase order price;

· the arithmetic is correct including discounts, credits and VAT;

· appropriate entries have been made in inventories or stock records, where relevant;

· the invoice is in the name of Clackmannanshire Council, an integral part of it or a body with which the Council has an agreement in respect of the management of its financial affairs;

· the invoice is a proper liability of the Council;

· the relevant expenditure has been properly incurred and is in accordance with all relevant sections of these Regulations;

· the invoice complies with the requirements of HM Revenues and Customs, as regards VAT (e.g. must have VAT number, proper address, and all other relevant details); and
· no charge for carriage has been added to the invoice if none was agreed at the time of the order.

15.6. Care must be taken to avoid making duplicate payments. Additional checks should be in place where the invoice to be processed is an invoice is a fax, copy invoice, photocopied invoice or the documentation is a statement.  Where a copy invoice is received, for example, due to the loss of the original, the supplier should be requested to confirm that the invoice has not been paid. Furthermore, the invoice should be marked “Copy invoice. Original not paid.” by the person authorising the invoice and duly signed.
15.7. Prepaying for goods or services is strongly discouraged and should only be undertaken where the advantages clearly outweigh the inherent risks of potential non-delivery of goods or services, or of the supplier company ceasing to trade.  Only Heads of Service may authorise prepayments and must use judgement on what level of prepayment is appropriate given the circumstances of the case.

15.8. In all situations where discounts are available, care should be taken that the relevant time period is adhered to.

15.9. Certified invoices will be promptly input to the creditors payment system for payment.  Lists of invoices which have been input by Services must be certified by an authorised signatory.

15.10. All payments must be made on time, to comply with the requirements of the Late Payment of Commercial Debts (Interest) Act 1998.  To avoid the possibility of penalties, as well as potential damage to the Council’s reputation, all Services must do everything possible to ensure that all payments are made by the due date.

15.11. Payments to suppliers should normally be processed using the Council’s standard weekly payment system.

15.12. Where there are good reasons, a payment may be made before the next scheduled payment run using the daily payment system. The following shall be considered as criteria for determining whether to bring forward the payment date:

· It is necessary to meet credit terms offered by a supplier or to achieve a discount.

· It is necessary to comply with the requirements of the Late Payment of Commercial Debts (Interest) Act 1998.

· It is necessary to fulfil a recognised Council policy or service objective.

15.13. Persons making use of the daily payment system shall clearly mark the authorisation document to indicate which of the above reasons apply. Daily payments should only be used where absolutely necessary. They must not be used to circumvent the regulations detailed in 15.1 – 15.11. Invoices must be obtained where possible. 
15.14. Invoices will be processed as soon as they have been received by Finance Services.
16. Salaries, Wages, Pensions and Expense Claims

16.1. The payment of all salaries, wages, pensions and other payments to officers or former officers of the Council will be made by the Head of Finance.  

16.2. All documents which form the basis of a payment must be in a format approved by the Head of Finance.

16.3. All documents which form the basis of a payment must be certified by an authorised signatory as required.  Chief Officers will supply and update Internal Audit with the names and specimen signatures of such authorised signatories.

16.4. The certifying officer must be satisfied that:

· any payment conforms with approved terms and conditions for the employee concerned;

· forms and claims have been completed accurately and are correct;

· claims are not excessive or anomalous;

· in the case of expense claims, journeys were necessary and authorised, expenses were properly and necessarily incurred and allowances were properly due.  In addition, all receipts must be kept, both as verification and to enable VAT to be reclaimed.  If receipts are not attached to the claim, the officer authorising it must obtain an acceptable explanation, and that must be written on the claim, prior to being signed by such officer;

· in the case of overtime claims, the officer was authorised to work the additional hours and they were actually worked.

16.5. Chief Officers will notify the Head of Human Resources and the Head of Finance as soon as possible of all matters affecting the payment of officers.

16.6. Appointments of all officers and changes to grades will be made in accordance with approved establishments, grades and rates of pay and any procedures approved by the Head of Service and Head of Human Resources.

16.7. Chief Officers will have regard to the reasonableness of the amount of overtime worked and will ensure that the Working Time Directive is adhered to.

16.8. The re-imbursement of expenses must be in accordance with the Council’s approved scheme, and any Guidance issued by the Head of Finance.  Claims may only be made in respect of expenditure that was actually incurred.

16.9. Claims should be submitted on a monthly basis with receipts attached.  Claims submitted more than three months after the event will only be paid if authorised by the relevant Chief Officer and countersigned by the Head of Finance.

16.10. The Head of Human Resources and the Head of Finance will keep all Directors informed of changes to conditions of service, pension benefits and other relevant matters.

17. Payments to Councillors

17.1. Payments to Councillors, including co-opted Councillors and Justices of the Peace, will be made by the Head of Finance or under arrangements approved by the Head of Finance.  A properly completed standard claim form must be completed in accordance with:

· guidelines issued by the Council on Councillors Allowances;

· Local Governance (Scotland) Act 2004 and any regulations made under the Act;

· Sections 46-49 (as amended) and any regulations made by the Scottish Ministers in terms of Section 50 of the Local Government (Scotland) Act 1973.

17.2. Councillors may claim travelling and subsistence allowances at the approved rates.

17.3. All claims for a financial year are to be submitted before the end of April in respect of the Financial Year Ending on 31 March (i.e. within one month of the Year End).

Section E – Assets and Security

18. Inventories

18.1. Chief Officers will make arrangements for inventory lists to be drawn up.  The inventory should include office equipment, furnishings, plant and machinery and any other valuable property.  A purchase price of £ 500 may be used to determine if an item should be included on an inventory list, however other factors such as attractiveness and portability should be taken into consideration.

18.2. For insurance purposes, a copy of the inventory list should be kept off site.

18.3. Inventories should be kept up to date, with at least an annual check of all items.  Any significant discrepancies should be reported to the Head of Finance immediately.

18.4. Wherever practical, valuable property should be clearly marked as the property of the Council.

18.5. Council property should not be removed from Council premises, other than in the course of proper Council business, except with the specific authority of the relevant Head of Service.

18.6. The Head of Business Improvement & Technology Services and the Head of Finance should be consulted before disposing of any IT equipment.  All disposals should be in compliance with ICT Security policies and WEEE (Waste Electrical and Electronic Equipment) directive. The disposal of other inventory items should be undertaken in accordance with Financial Regulation 19.2.

19. Stocks and Stores

19.1. Chief Officers are responsible for the control of their stocks and stores.  They will ensure that:

· stock is securely stored;

· stock levels are maintained at the minimum level required to meet operational requirements;

· records are to be maintained for all stock items and updated for each stock transaction;

· stock is counted at least once per year and checked by a person independent of the day-to-day administration of the stock.  The appropriate Manager or Supervisor will sign the Final Stock Certificate to confirm agreement with the Final Valuation;

· Any surpluses or deficiencies found on stocktaking or at any other time are investigated and reported to the Manager within the Service, and, if material, to the Head of Finance immediately.

19.2. All stock write-offs must be authorised in writing by a manager independent of the day-to-day administration of the stock.  This in turn must be sanctioned in writing by the Head of Finance.

19.3. Any significant stock losses or write-offs should be reported to the Head of Finance immediately.

19.4. Surplus stocks can be disposed of as follows:

· if the income realised is expected to be under £1,000, Chief Officers can authorise its disposal;

· if stock to be disposed of is valued in excess of over £1,000 disposal should be by competitive tender, public auction or equivalent;

· when appropriate, especially on electrical items, the disposal should be accompanied with a statement which clearly states that the Council does not accept any liability for anything that may go wrong with the item following the disposal.

20. Vehicles

20.1. The Fleet Manager is responsible for ensuring that all vehicles are maintained in a satisfactory state of repair, and will take action or issue advice to ensure that all legal and safety requirements are complied with.  “Vehicles” includes all those owned, leased, hired by, or otherwise in the custody or control of the Council.

20.2. Each Chief Officer is responsible for the operation and control of vehicles in use within their Service and for compliance with any advice issued by the Fleet Manager.

20.3. Vehicles will only be used for the purposes of the Council, and by such persons and in such a manner as the Chief Officer directs.

20.4. No officer may take a vehicle home except on official stand-by duty unless the prior permission of the Chief Officer has been granted.  Permission will only be given if use of the vehicle is essential for the conduct of Council business.  The unofficial or unauthorised use of a vehicle including the carrying of unauthorised passengers is prohibited.

20.5. If any vehicle is involved in an accident, whether or not there is injury or damage, the person in charge of the vehicle at the time of the accident will complete an accident report on the standard form and forward it immediately to the Fleet Manager and to the Head of Finance.  Where there is personal injury the Insurance Officer must also be notified.

20.6. All use of vehicles will be recorded in such logbooks as the Chief Officer, in consultation with the Fleet Manager, may require.

20.7. All vehicles surplus to the requirements of the Council will be disposed of by public auction, or by such other method as the Fleet Manager and the Head of Finance may jointly determine.

21. Assets

21.1. The Head of Finance will maintain a record of all vehicles, plant and equipment in an Asset Register.  All assets will be valued and depreciated in accordance with the Code of Practice on Local Authority Accounting in the United Kingdom.  All Heads of Service will ensure that all purchases, sales, write-offs etc. of assets are promptly reported to the Head of Finance to ensure that the register can be updated on an ongoing basis.

22. Estates and Property Security

22.1. The Head of Property Services will maintain a register of all properties owned or leased by the Council recording the purpose for which held, location, extent and plan reference, purchase details, particulars or nature of interest and rents payable and particulars of any tenancies granted.  All properties will be revalued periodically, to ensure that market values continue to be reflected, and in line with the Code of Practice on Local Authority Accounting in the United Kingdom.

22.2. The Head of Legal Services will have the custody of all title deeds under secure arrangements.

22.3. Each Chief Officer is responsible for maintaining proper security of all buildings, stocks, stores, furniture, equipment, cash, etc. under their control.

23. Cash Security

23.1. Directors and Heads of Service will advise the Head of Finance of all changes in circumstances within the Service where cash is held or is otherwise under the control of officers of the Council.  They will ensure that the minimum level of cash is held subject to the practicalities of individual circumstances.  
23.2. Cash should never be used in any instance where a purchase order can be raised, and the goods or services paid for in the normal way through Creditors.  
23.3. When cash is held, risk management and insurance implications must always be considered.  All staff who have responsibility for handling cash should ensure that they are familiar with and comply with the Council’s insurance policies.

23.4. Changes to the list of authorised signatories must be promptly notified to Internal Audit Section, where the central database is kept.

23.5. The transfer of cash or incoming cheques through the Cash Offices should be evidenced by a receipt or written record.

23.6. Authorised Officers are responsible for the security of safes and similar receptacles.  Access should be limited and security should be to a level that is practical in the circumstances.  A register of keyholders for safes and similar receptacles should be maintained and the loss of any key should be reported immediately to the relevant Chief Officer and to the Head of Finance.

23.7. All employees who may be required to receive or hold cash or property on behalf of the Council, and such other employees or groups of employees as Heads of Services may direct, will be furnished with an identity card bearing a photograph of the holder, and must produce the card to any person having reasonable grounds to know the identity of the holder.

23.8. All mail received by the Council should be opened in a secure area by two members of staff.  In the case of mail opened that contains cash, cheques, postal orders, or any other form of payment, this should be recorded in a register.  The amount of the payment, the date of payment, and details of who made the payment, should be noted.  The signatures or initials of the two officials opening the mail should be written next to these details.

Section F – Internal Audit, Risk and Insurance

24. Internal Audit

24.1. The Head of Finance will make arrangements for a continuous and effective Internal Audit of the accounting, financial and other operations of the Council.  The Internal Audit Charter (see Appendix 2) will define the role and responsibilities of Internal Audit.

24.2. The Senior Auditor reports directly to the Head of Finance, but has the right where circumstances warrant it to report in her / his own name and without fear or favour to the Chief Executive and to all officers and members.  In addition, the Senior Auditor presents reports on relevant topics, including the Annual Audit Plan, The Annual Audit Review, and details of Strategic Plans, to the Scrutiny Committee.  The Senior Auditor will also report summarised findings of Audit Reports and on implementation of agreed Internal Audit findings.  The Senior Auditor has freedom of access at all times to all officers and members.

24.3. Chief Officers are responsible for ensuring that adequate internal control systems, both financial and non-financial, are in place and that best value is achieved.  Internal Audit’s role is to provide an independent check that satisfactory controls and procedures are in place.

24.4. Internal Audit will review and report on the adequacy and effectiveness of internal controls, and in particular:-

· The safeguarding of assets;

· The economic, efficient and effective use of resources;

· The suitability and reliability of management information;

· Compliance with the Standing Orders and Contract Standing Orders, Financial Regulations, and any specific Service Procedures;

· Compliance with Audit Scotland and CIPFA standards and guidelines;

· Compliance with Housing Benefit Legislation and with the Verification Framework;

· Compliance with European Legislation on Procurement.
24.5. Internal Audit will comply with the most recent update of the CIPFA Code of Practice for Internal Audit in Local Government in the United Kingdom.

24.6. Where Internal Audit write a report with recommendations, Chief Officers must confirm, in writing, within the specified timescale the action to be taken. Alternatively, they must provide an explanation where no action will be taken.  It should be clearly understood, that in all instances where no action is taken, for whatever reason, that management have accepted the risk that arises from failure to implement an Internal Audit recommendation.  This is in line with the principles of risk management and corporate governance.

24.7. Chief Officers are required to notify Internal Audit of all proposed changes to systems, or the establishment of new systems, where these have an impact on financial control.

24.8. All Officers and Members of the Council are required to promptly notify Internal Audit of all financial irregularities or of any circumstances that may suggest the possibility of irregularities.

24.9. Any officer has the right to use the Council’s Reporting Concerns at Work Policy on reporting serious concerns at work.  This may include contacting either the Head of Finance or Senior Auditor on any financial irregularity issue which gives them cause for concern.

25. Risk Management and Business Continuity

25.1. Chief Officers will ensure that appropriate Risk Management measures are taken within their Service.  A Risk Management Plan will be drawn up and kept constantly updated.  Heads of Service will maintain Risk Management Action Plans for their own areas and this will be co-ordinated through the Risk Management Group and the Corporate Management Team.

25.2. Chief Officers must have a comprehensive Business Continuity Plan(s) to cover all their operational activities and locations and which meets the requirements of the Civil Contingencies Act 2004.  Staff must be trained and the Plans must be tested at least annually.

25.3. Updated copies of Business Continuity Plans must be passed to the Emergency Planning Section, which will act in a corporate co-ordinating capacity for the Plans.

25.4. The Emergency Planning Section will maintain the Council’s Emergency Plan for dealing with emergencies affecting the public in the Clackmannanshire Council area.  Chief Officers must assist with this plan, for example, by providing regular updated information.

26. Insurance

26.1. The Head of Finance will make appropriate insurance arrangements and will negotiate all claims via the Council’s Insurers.

26.2. Staff must comply with any requirements imposed by the Council’s insurers as a condition of the policies.

26.3. Chief Officers will notify the Head of Finance promptly of any changes in properties, vehicles, equipment and other assets, any new or increased risks and any activities that might result in claims against the Council.

26.4. Chief Officers will immediately notify the Head of Finance in writing of any loss, liability or damage or any event likely to lead to a claim.  Chief Officers will inform the Police where there is a legal liability to do so or where the Insurance Section has advised them to do so.

26.5. Chief Officers will notify the Head of Finance, Head of Legal Services and Head of Human Resources of all cases involving personal injury.

26.6. All appropriate officers of the Council will be included in suitable fidelity guarantee insurance.

26.7. Chief Officers will consult the Head of Finance and the Head of Legal Services regarding the terms of any indemnity that the Council is requested to give.

Section G – Banking, Treasury and Capital Investment

27. Banking Arrangements and Cheques

27.1. All arrangements with the Council's bankers, including indemnities, will be made by, or under arrangements approved by, the Head of Finance who is authorised to operate such bank accounts as may be considered necessary.

27.2. The Head of Finance will ensure that secure arrangements are in place for the ordering, storage and issue of pre-signed cheques.

27.3. Cheques drawn on the Council's main bank accounts will bear the facsimile signature of the Head of Finance or be signed by the Head of Finance or other officers formally authorised by the Head of Finance, in line with delegated authority limits agreed with the bank.

27.4. All arrangements for transfer, receipt, or payment using any form of automated bank transfer will be made by, or under arrangements approved by, the Head of Finance.

27.5. Personal cheques cannot be cashed out of money held on behalf of the Council or substituted for cash collected on behalf of the Council.

27.6. The Head of Finance shall ensure that banking services are put out to tender every five years.
27.7. All Council bank accounts, and other bank accounts operated by Council staff as part of their work with the Council, must be reconciled at least once a month.

28. Treasury Management

28.1. This Council adopts CIPFA’s “Code of Practice for Treasury Management in Local Authorities”.

28.2. All borrowing and lending will be performed in the name of the Council.

28.3. All funds in the hands of the Council will be aggregated for the purposes of Treasury Management and will be under the control of the Head of Finance.

28.4. All executive decisions on borrowing, investment or financing shall be delegated to the Head of Finance, who will all be required to act in accordance with the CIPFA Code and in particular:-

· all loans to the Council will be negotiated by the Head of Finance and wherever possible will be paid direct by the lender or his agent to the Council’s bank account;

· all Council loan certificates will, prior to use, be in the custody of the Head of Finance and issued by him only when required for completion;

· All heritable securities which are the property of or in the name of the Council and the title deeds of all property in its ownership will be held in custody of the Head of Legal Services;

· Any trust funds will wherever possible be in the name of the Council.

28.5. The Council has adopted a Treasury Policy Statement.  The Head of Finance will report to the Council as follows:

· an Annual Strategy at the commencement of each financial year;

· an Annual Review of the Treasury function for presentation by at the end of each year.

28.6. The Head of Finance will be the Council's registrar of stocks, bonds and mortgages granted by the Council and will maintain records of all borrowing of money by the Council.

28.7. There will be no unlimited authorisation below Head of Service level, and no authorisation level below Head of Service level shall exceed £30,000, unless a Director authorises otherwise.  

29. The Prudential Code

29.1. This Council adopts CIPFA’s Prudential Code for Capital Finance in Local Authorities.

29.2. The Head of Finance is responsible for ensuring that all matters required to be taken into account are reported to Council in line with the Code, and will monitor performance.

29.3. Before the start of each financial year the Head of Finance will prepare a report setting out the prudential indicators for the following three years.  These will be based on the capital and revenue spending plans submitted for approval.

29.4. There will be no unlimited authorisation below Head of Service level, and no authorisation level below Head of Service level shall exceed £30,000, unless a Director authorises otherwise.  

Section H – Imprests, Advances and Other Funds

30. Imprests / Petty Cash

30.1. The Head of Finance will provide such imprests as considered appropriate for such Officers of the Council as may need them for the purposes of defraying petty cash and other expenses.

30.2. Where appropriate, the Head of Finance will open a bank account for use by the imprest holder who will not cause such account to be overdrawn.  Bank accounts will not be opened by any Officer other than the Head of Finance.

30.3. Subject to the approval of the Head of Finance, Heads of Service may determine arrangements to enable minor items of expenditure, which are considered reasonable and appropriate by the Head of Finance, to be paid for Imprest Accounts.  Such payments must be supported by receipted vouchers.

30.4. All income received on behalf of the Council must not be paid into an imprest account and must be banked or paid to the Authority as provided elsewhere in these Regulations.

30.5. An Officer responsible for an imprest will, when requested, provide the Head of Finance with a certificate as to the state of this imprest.

30.6. Officers will be personally responsible for imprests which they hold. On leaving the employment of the Council or otherwise ceasing to be entitled to hold an imprest, they shall account to the Head of Finance for the amount advanced.

30.7. Formal records of the imprests must be retained in the Service concerned for inspection.

30.8. All imprest accounts will be maintained in accordance with guidance notes issued by the Head of Finance.

30.9. Imprest or petty cash funds cannot be used for the reimbursement of staff travel, subsistence, or associated expenditure.

31. Advances

31.1. An advance can be issued to an officer who is likely to incur substantial expenditure on behalf of the Council out of their own pocket.  This practice is not intended for routine expense claims that should not involve substantial amounts of money and should cover only reasonably anticipated expenditure.

31.2. Advances will be issued and operated in accordance with detailed procedures issued by the Head of Finance.

32. Independent Funds

32.1. Independent funds are those operated by Council officers by reason of their employment with the Council.  Examples include school funds, donation accounts and The Community Chest.

32.2. Funds should be operated in accordance with any specific guidance issued by the Head of Finance, and will be made available for examination by Internal Audit as and when requested.

32.3. Authorised Officers are responsible for:-

· authorising the establishment of funds;

· maintaining a register of all funds and bank accounts;

· ensuring that proper books of account and other records are maintained and are always up to date;

· ensuring all funds with their own bank accounts are audited annually;

· ensuring that any concerns are immediately notified to the appropriate Head of Service, and, if involving concerns over potential financial irregularity, to the Head of Finance or the Senior Auditor.

32.4. All bank accounts, purchases, contracts etc must be in the name of the Council or, with the agreement of the Head of Finance, the name of the establishment (e.g. the school name).  The establishment’s address must be used for all correspondence and for the delivery of all goods ordered and paid for from the account.

32.5. The Head of the Establishment is responsible for ensuring that income and expenditure is properly monitored and that accounts remain in credit at all times.

32.6. Independent Funds should be regarded as public money and therefore all purchases must comply with the Public Procurement Directive and other requirements on fair competition, best value etc.

33. Client Funds

33.1. Any officer who, by reason of their employment with the Council, is responsible for the custody or management of cash or property belonging to a third party will employ standards of stewardship no less than those laid down elsewhere in these Regulations.

33.2. Officers will adhere to any guidance issued by their Head of Service.

33.3. Each officer will, if so required by the Head of Finance or by the Director / Head of the Service concerned, provide immediately a full account of all cash and property received from, or on behalf of a third party.

34. Protection of Private Property

34.1. Circumstances may arise where the Council is required to assume legal responsibility over the movable property of a third party such as a list of personal possessions left in an abandoned house or where a client is moving into care.

34.2. Chief Officers must ensure that a detailed inventory of all such property is prepared.  The inventory should be assessed for items of value or legal importance, and arrangements made for their safe custody and eventual disposal.

35. Trust Funds

35.1. Trust funds are money or other assets to be used for the purpose(s) specified in the trust deed.  Trust funds are commonly used as a method of donating money for the benefit of a community or project, for example bequests from the public.

35.2. Trust funds and bequests will be operated under the directions of the Head of Finance and the Head of Legal Services.

35.3. A trust deed setting out the terms and conditions of the trust should be deposited with the Head of Legal Services.

35.4. Trustees are bound by the terms of the trust deed and trust legislation and when they have responsibility for cash or other assets should employ standards no less than those laid down elsewhere in these Regulations.

36. Variation of Financial Regulations

37.1.
The Head of Finance shall be authorised to amend these Regulations as and when required, to take account of alterations in Financial Practice and Legislation.  Such changes will be reported to Council.

Appendix 1 - Document Retention Periods

	Type of Document
	Retention Period in Years

(Including Current Year)

	
	

	Contracts
	

	Final Accounts of contracts executed under hand
	6

	Final accounts of contracts executed under seal
	12

	
	

	Successful tenders
	3 years after final payment

	Unsuccessful tenders
	Retain until final payment is made

	
	

	Creditor Records
	

	Copy orders
	3

	Credit Notes
	6

	Creditors Invoices
	6

	Delivery Notes
	3

	Imprest documentation (e.g. petty cash)
	3

	Periodic payment records
	6

	
	

	Income Records
	

	Cash Books
	6

	Correspondence (income—but 6 years if re VAT)
	3

	Debtors accounts (records non-current)
	3

	Income posting slips and tabulations
	3

	
	

	Receipt books
	3

	Record of receipt books issued
	3

	Registrar’s quarterly returns
	3

	Sales records
	3

	
	

	Miscellaneous Records
	

	Car Leasing and mileage records
	6 years from end of lease

	Car Loans
	6 years from date of repayment

	Computer system documentation
	3

	
	

	
	

	Inland revenue documentation
	6

	Internal requisition (e.g. printing)
	1

	
	

	Inventory records
	

	Land searches
	6

	Councillor allowances (Statutory registers)
	6

	Minutes
	3

	Postal Remittances registers
	3

	Road fund licence records
	3

	School meals records
	3

	
	

	Stock Lists
	3

	Travel Claims
	6

	Vehicle logs
	3

	
	

	Accountancy/Financial
	

	Abstract of accounts
	6

	Budgetary control records
	6

	
	

	Estimate working papers
	3

	Financial ledgers
	6

	Grant claim records
	6

	Investment records
	3

	Journals, etc.
	6

	Leasing records
	3

	Record re closing ledgers
	6

	School Fund records
	3

	
	

	*VAT claims
	6

	*VAT records
	6

	Voluntary fund accounts
	6

	
	

	Bank Related Records
	

	Bank Paying-In Books/Slips
	6

	Bank reconciliation
	6

	Bank Statements
	6

	Cancelled Cheques
	3

	Cheque Books and Counterfoils
	6

	Cheque Lists (creditors/payrolls)
	3

	Loan Records and Correspondence
	3

	
	

	Insurance Records
	

	Expired insurance contracts
	Retain indefinitely

	Insurance claims (fire)
	4

	Insurance claims (motor vehicles)
	4

	Insurance claims (public/employer’s liability)
	6

	Insurance Policy documentation
	Retain indefinitely

	Insurance register
	Retain indefinitely

	
	

	Payroll
	

	BACS amendments and output
	3

	Building Society tabulations
	3

	Copy payslips
	6

	Correspondence
	6

	FE Claims
	6

	
	6

	Life Certificates
	 3

	Monthly BACS listings
	3

	NI file cashbook
	3

	NI number changes
	3

	Payroll adjustment documentation
	6

	Part-time employees’ claim forms
	6

	Pensions personal records
	Retain indefinitely

	
	

	SSP records
	4

	SSP variations
	3

	Staff transfer records
	6

	Starters forms
	2

	Tax and NI records
	6

	Tax Code notifications
	3

	Teachers’ pension records
	Retain indefinitely

	Timesheets
	6

	Union documents (e.g. Subs, records)
	3

	Weekly BACS listings
	3

	
	

	Personnel
	

	Personnel files (non-current)
	3

	Staff Contracts (non-current)
	6

	Unsuccessful applicants’ employment application forms
	2

	
	

	Purchasing, Partnership Agreements
	

	However, reference should be made to Regulation 7.3, whereby Retention periods relating to Partnership Agreements must be as long as each individual programme states, if longer than the 6 years plus current year.
	 (at least seven years)


Appendix 2 – Internal Audit Charter

1. The purpose of the Internal Audit Charter

a) The Council has adopted the Code of Practice for Internal Audit in Local Authorities in the United Kingdom (referred to in this charter as “The CIPFA Code”) revised 2006 by the Chartered Institute of Public Finance & Accountancy.  One of the requirements if the Code is that the purpose, authority and responsibilities of Internal Audit should be formally defined by the Authority.  This Charter fulfils that requirement.

b) The Charter also fulfils a requirement in the Council’s Financial Regulations to define the role and responsibilities of Internal Audit.

c) The Charter sets out the role of Internal Audit within Clackmannanshire Council, the professional standards which will be maintained by Internal Audit staff, and the co-operation which should be given to Internal Audit by members and officers of the Council.

2. The Role of Internal Audit Within Clackmannanshire Council

a) The role of Internal Audit is to provide an independent assessment of the standards of internal control within the Council.  Internal Audit will review the Council’s activities and will report on the extent to which exposure to risk has been kept to an acceptable level by the application of appropriate controls.

b) Council managers are responsible individually and collectively for managing the risks associated with activities carried out under their direction.  Where Internal Audit give advice or make recommendations with a view to reducing exposure to risks, managers may decline to accept these and may instead choose to accept any additional risks arising as a result.

3. Internal Audit’s Position Within the Council

a) Internal Audit are part of the Finance Service and report through the Head of Finance to the Director of Corporate Development.

b) The Senior Auditor has the right to report directly to the Chief Executive, the Chair of the Scrutiny Committee, the full Scrutiny Committee or the full Council.  Decisions as to whether the circumstances of a particular case merit such action will be entirely a matter for the professional judgement of the Senior Auditor.

c) Internal Audit may provide advice, assistance or training to Services on internal control matters.  This may include the carrying out of specific projects at the request of management or the participation in working groups, steering groups etc where these are examining matters which have a bearing on the Council’s control environment.  Requests for assistance of this type will only be accepted if the Senior Auditor is satisfied that this will not compromise Internal Audit’s ability to give an independent and objective opinion on controls within the same or other Services.

d) Senior Internal Audit staff may also take on responsibilities connected with the wider management of the Finance Service or the Council as a whole, provided that this does not detract from Internal Audit’s operational independence.

4. The Scope of Internal Audit

a) Internal Audit’s scope covers all activities of the Council including all sources of income and all types of expenditure.

b) Where the Council enters into a partnership or joint working arrangement, whether the partner(s) be in the public or the private sector, Internal Audit have the right to examine the partnership’s records to the extent that this is necessary to safeguard the Council’s interests.  As part of the partnership agreement, or as subsequently agreed between the Senior Auditors of the partner organisations, it may be agreed that Internal Audit cover for the partnership will be provided by the Internal Audit section of one or other of the partner organisations.

c) Internal Audit may, at the request of the relevant Service Manager, review the operation of independent bodies with whom the Council has a significant involvement through the provision of funding or otherwise.  Where Internal Audit’s right of access to the records of the organisation is not specified in the agreement between the Council and the organisation, the Service Manager will seek to obtain the organisation’s consent to allow Internal Audit to carry out the review.  In carrying out any such review Internal Audit will at all times act in the interests of the Council, even where these may conflict with the interests of the organisation.

d) With the agreement of the Head of Finance and where permitted by law, the Senior Auditor may agree to provide internal audit services to external organisations on the basis of full cost recovery.  Such services will only be agreed where they can be carried out without compromising either the operational capacity or the independence of Internal Audit.

5. Internal Audit Planning

a) Internal Audit will be responsible for maintaining a strategic and annual internal audit plans to determine the proposed audit coverage for the Council. The plans will be prepared with a risk-based focus.
b) The Strategic Internal Audit Plan will form the basis of the internal audit planning for each year. However, it is essential that there is cognisance of the corporate, operational, financial and reputational risks to the Council, both locally and nationally, to ensure that the annual internal audit plan provides Members and management with assurance that risks are being effectively managed.
c) As part of the development of the plan, Internal Audit should liaise closely with the Risk Management team, Heads of Service and the Scrutiny Committee to identify the key areas to be included within the annual internal audit plan. Internal Audit, through their own knowledge of Council systems and processes and involvement with national special interest groups, should also provide their own input in determining risks.
d) A close working relationship will also be maintained between Internal Audit and External Audit with a view to maximising the effectiveness of the overall audit resource and to avoid duplication of effort. 

e) The Senior Auditor will present the annual internal audit plan to the Scrutiny Committee in advance of 31 March each year for approval. The plan will be based on the available  internal audit resource and prioritised accordingly. 
f) The audit plan will be subject to regular review. Any amendments to the internal audit plan required to reflect changing priorities or emerging risks must be approved by the Scrutiny Committee.

6. Internal Audit's Right of Access

a) Internal audit staff will carry official identification and will show this on request to any officer of the Council.

b) Internal Audit staff have the right of access to all Council premises, documents, computer records and personnel, at all times and without prior notice or appointment.  On receipt of a request from the Senior Auditor, Systems Administrators for any information system operated by the Council will provide designated Internal Audit staff with passwords and access rights which allows them to view, download and print off any information held within such a system.

c) Internal Audit may require any Council officer to produce for examination, without prior notice, any cash, accountable stationery, stocks or other property for which the officer is responsible.

d) Internal Audit’s right of access extends to all funds and other property listed under Section 32 of the Council’s Financial Regulations (Independent Funds).

e) All Council staff are required to co-operate fully with Internal Audit and to provide such explanations as may be necessary concerning any matter under examination.  Wilful obstruction of Internal Audit work, and the deliberate or reckless provision of untrue or misleading information to Internal Audit, will be treated as disciplinary offences.

7. The Internal Audit Role in Respect of Theft, Fraud and Other Irregularities

a) Managers are responsible for the prevention of fraud and irregularity within their Services.  Internal Audit’s role is to provide advice on internal controls which will contribute towards this objective, and to investigate cases where there are grounds to believe that fraud has taken place.

b) All cases of suspected fraud, theft or other irregularity should be reported to Internal Audit immediately.

c) The Senior Auditor will review all such reports and will decide whether a formal investigation is to be undertaken.  The Senior Auditor may consult with appropriate senior managers before reaching this decision but has the right where circumstances demand to carry out an investigation without reference to Service or corporate management.

d) In reporting the results of a fraud investigation Internal Audit will seek to advise senior management whether:-

· fraud or other irregularity has occurred, and if so, its estimated scale;

· there is sufficient evidence to instigate disciplinary proceedings in respect of any member of staff;

· there are grounds for referring the matter to the Police;

· improvements should be made to the internal controls in the area that has been investigated (regardless of whether or not fraud has been established);

· there are grounds for believing that similar control weaknesses exist elsewhere in the Council.

8. Resourcing and Development

a) Internal Audit shall be staff with appropriately qualified and experienced personnel.

b) The Senior Auditor will be responsible for ensuring that staff receive training to meet the requirements of the service.

c) The Senior Auditor will ensure that training needs requirements are linked to personal and professional objectives identified through the Council’s Performance Review and Development process. 

d) The Senior Auditor is responsible for ensuring that training needs are fulfilled and recorded on employee records.

e) Where audits requiring expertise require to be undertaken, the Senior Auditor will consider:

· Staff training to acquire this expertise through internal or external training; or

· Engaging an external provider to deliver the audit. This could be achieved through partnership working involving internal audit staff or provided entirely by the external provider.

9. Conduct of Internal Audit Work

a) Internal Audit will plan, conduct and report on their work to a standard which complies with accepted best practice.  The Council has adopted CIPFA’s “Code of Practice for Internal Audit in Local Authorities in the United Kingdom” as the standard to be maintained.

b) Internal Audit will carry out their duties in a way which minimises disruption to Services, will give managers the opportunity to comment on areas of proposed work, and will ensure that management’s views are taken into account in the reporting of audit findings and recommendations.  In particular:-

i. Service managers and Corporate Management Team members will be invited to comment on proposed areas of audit coverage during the preparation of Internal Audit Strategic and Annual plans.

ii. Internal Audit will meet the managers of services which are about to be audited, to agree the terms of reference for the audit.

iii. As far as practical, Internal Audit assignments will be scheduled to avoid known peaks in workload or other critical times for the service being audited.

iv. Internal Audit will not make unreasonable demands on staff time where the audit objectives can reasonably be achieved by other means.

v. Internal Audit will respect the confidentiality of all information received during an audit, and will not disclose this to any other party other than through approved reporting procedures, except where this is necessary for the completion of the audit.

vi. Where Internal Audit staff are given access to financial or other systems of the Council (other than those which are generally available to other employees of the Council) they will use this access, and any information obtained as a result, only in connection with authorised Internal Audit activities.

vii. Before a final report is issued, service managers will be given the chance to comment on its factual accuracy, the validity of its conclusions and the appropriateness of recommendations.

viii. Management will be invited to complete a short questionnaire giving their views on the conduct of each audit.

ix. Senior Internal Audit staff will be available to meet managers to discuss any concerns they have about the conduct of audits within their services.

10. Relationship With The Scrutiny Committee

f) The Senior Auditor will submit reports to the Scrutiny Committee, at such intervals as the Committee may determine, on the following:-

i. An Assessment of Audit Needs which describes the resources, including the number of staff and their mix of skills, qualifications and experience, which the Senior Auditor considers necessary to enable Internal Audit to discharge its responsibilities to the Council.

ii. A Strategic Plan which describes the main activities, systems and functions of the Council, assesses the risks associated with each of these, and outlines a programme of audit work designed to ensure that all areas receive appropriate audit coverage over the period of the Strategic Plan.

iii. An Annual Plan which sets out in more detail the Internal Audit work planned for the coming year.

iv. A report on completed Internal Audit assignments (i.e. those for which a final report has been issued) which includes an opinion on the adequacy of internal controls within each of the areas audited, and which advises members of any significant control weaknesses which still require to be addressed.

v. An update report on previous Internal Audit recommendations, highlighting any areas where a failure to implement agreed recommendations is giving cause for concern.

vi. A report showing progress against the current year’s Annual Plan and highlighting any significant changes to the Plan previously approved by the Committee.

vii. An Annual Report summarising the key findings of Internal Audit work during the year and comparing the performance on Internal Audit with previously agreed targets.

viii. An Annual Assurance Statement as required by current best practice.

g) Reports submitted by the Senior Auditor will, so far as practical, be subject to the Council’s approved procedures for inclusion of reports on committee agendas.  Where the Senior Auditor has good reason to believe that this would compromise Internal Audit’s ability to discharge their responsibilities to the Council, s/he has the right to report directly to the Committee without prior reference to other officers of the Council.

* These records can be kept on microfiche or electronically if Customs and Excise are notified in writing.
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