
xiii. record every planning application notified to the Council and the
Council's response to the local planning authority in a book for such
purpose;

xiv. refer a planning application received by the Council to the Chair or in
their absence the Vice-Chair (if there is one) ofthe Council within five
working days of recerpt to faciliate an extraordinary meeting if the nature
of a planning application requires consideration before the next ordinary
meeting of the Council;

manage access to information about the Council via the publication
scheme; and

xv

xvi. retain custody of the seal of the Council (if there is one) which shall not be
used without a resolution to that effect.
(see also standing order 23).

16. RESPONSIBLE FINANCIAL OFFICER

a The Cormcil shall appoint appropriate staff member(s) to undertake the work of
the Responsible Financial Officer when the Responsible Financial Officer is
absent.

17. ACCOI.JNT S A},{D ACCOI.JNTING STATEMENT S

a "Proper practices" in sknding orders refer to the most recent version of
"Governance and Accountability for Local Councils - a Practitioners' Guide,,

All paynents by the Council shall be authorise{ approved and paid in
accordance with the [aw, proper practices and the Council's financial
regulations.

The Responsible Financial Officer shall supply to each councillor as soon as

practicable after 30 June, 30 September and 3l December in each year a
statement to summarise:

b

c

i. the Council's receipts and payments (or income and expenditure) for each
quarter;

ii. the Council's aggregate receipts and payrrents (or income and

expenditure) for the year to date;

iii. the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial yeax and
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highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible
Financial Officer shall provide:

i. each councillor with a statement summarising the Council,s receipts and
payments (or income and expenditure) for the last quarter and the year to
date for information; and

ii. to the Council the accounting statements for the year in the form of
Section 2 of the annual goveflMnce and accountability retum, as required
by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance with proper
practices and apply the fonn of accounts determined by the Council (receipts
and payments, or income and expenditure) for the year to 31 March. A
completed draft annual governance and accountability retum shall be presented
to all councillors at least 14 days prior to anticipated approval by the Council.
The annual govemance and accountability returr of the Council, which is
subject to extemal audit, including the annual governance statement, shall be
presented to the Council for consideration and formal approval before 30 June.

18. FINA}ICIAL CONTROLS AND PROCUREMENT

a. The Council shall consider and approve financial regulations drawn up by the
Responsible Financial Officer, which shall include detailed arrangements in
respect of the following:

the keeping of accounting records and systems of internal controls;

ii. the assessment and management of financial risks faced by the Council;

iii. the work of the independent intemal auditor in accordance with proper

practices and the receipt of regular reports from the intenral auditor, which
shall be required at least annually;

the inspection and copying by councillors and local electors of the

Council's accounts and/or orders of payments; and

whether contracts with an estimated value below 60,000 or due to special

circumstancss are exempt from a tendering process or procurement

exercise.

Financial regulations shall be reviewed regularly and at least annually for fifiress

ofpurpose.

Subject to additional requirements in the financial regulations of the Council,

the tender process for contracts for the supply of goods, materials, services or
the execution of works shall include, as a minimum, the following steps:

e

1V

v

b.

c.
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a specification for the goods, materials, services or the execution ofworks
shall be drawn up;

an invitation to tender shall be drawn up to confirm (0 the Council's
specification (ii) the time, date and address for the submission of tenders
(iii) the date of the Council's written response to the tender and (iv) the
prohibition or prospective contactors contacting couucillors or staffto
encourage or support their tender outside the prescribed process;

tenders are to be submiued in writing in a sealed marked envelope
addressed to the Proper Officer;

tenders shall be opened by the Proper Officer in the presence of at least

one councillor after the deadline for submission of tenders has passed;

tenders are to be reported to and considered by the appropriate meeting of
the Council or a committee or sub-committee with delegated
responsibility.

d. Neither the Council, nor a committee or a sub-committee with delegated

responsibility for considering tenders, is bound to accept the lowest value tender

e. Where the value of a contract is likety to exceed the threshold specified by
the Government from time to time, the Counoil must oonsider whether the
contract is subject to the requireme,nts of the current procurement
legislation and, if so, the Council must comply with procure,ment rules.
NALC's procurement guidance contains further details.

19. HA}IDLING STAFF MATTERS

a A matter personal to a member of staffthat is being considered by a meeting of
Council is subject to standing order 11.

Subject to the Council's policy regarding absences from worlg the Council's
most senior member of staffshall notiff the chair or, if they are not available,

the vice-chair (if there is one) of any absence occasioned by illness or other

reason and that persotr shall report such absence to Council at its next meeting.

The chair or in their absetrce, the vice-chair shall upor a resolution conduct a

review of the perfornance and annual appraisal of the work of the Clerk' The

reviews and appraisal shall be reported in writing and are subject to approval by

resolution by the Council.

Subject to the Council's policy regarding the handling of grievance matters, the

Council's most senior member of staff(or other members of stafl) shall contact

the chair or in their absence, the vice-chair in respect of an infonnal or formal

grievance matter, and this matter shall be reported back and progressed by

i.

11.

iii.

iv.

v

b

c

d
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f

resolution of the Council.

e Subject to the Council's policy regarding the handling of grievance matters, if
an informal or formal grievance matkr raised by the Clerk relates to the chair or
vice-chair of the Council, this shall be communicated to another member of the
Council, which shall be reported back and progressed by resolution of the
Council.

Any persons responsible for all or part of the management of staff shall treat as

confidential the written records of all meetings relating to their performance,
capabilities, grievance or disciplinary matters.

Lr accordance with standing order 11(a), persons with line management
responsibilities shall have access to staffrecords referred to in standing order
1e(0.

2A. RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

In accordanoe with freedom of information legislation, the Council shall
publish information in accordance with its publication scheme and respond
to requests for information held bythe Council.

The Council shall publish information in accordance with the require,ments
of the Smaller Authorities (Transparercy Requirements) @ngland)
Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
(Below is not an exclusive list). ke also sknding order 11.

a The Council may appoint a Data Protection Officer.

b The Council shall have policis and procedures in place to respond to an

individual urercising statutory rights concerniog their persoual data.

c The Council shall have a writte,n policy in place for responding to and

managing a personal data breach.

The Council shall kecp a record of all personal data breaches comprising

the facts relating to the personal data breach, its effects and the remedial
action taken.

Gb

a

b.

21

d
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a

e

f

23.

a

b

24.

a

b

The Couucil shall ensure that information communicated in its privacy
notice(s) is in an easily accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.

22. RELATIONS WITH THE PRESSA{EDIA

Requests from the press or other media for an oral or written comment or
statement from the Council, its councillors or staff shall be handled in
accordance with the Council's policy in respect of dealing with the press andlor
other media.

E)GCUTION A}.ID SEALING OF LEGAL DEEDS

&e also standiag arders 15Q)6ii) and (xuii).

A legal deed shall not be executed on behalf of the Council unless authorisedby
a resolution.

Subject to standing order Z3(a),any two councillors may sign, on behalf of
the Council, any deed required by law and the Proper Officer shall witness
their signatures.

COMMI]MCATING WITH DISTRICT AI{D COI.JNTY OR IJNITARY
COI,JNCILLORS

An invitation to attend a meeting of the Council shall be sent, together with the

agenda, to the ward councillor(s) of the District and County Council OR Unitary
Council representing the area of the Council.

Unless the Council deternines otherwise, a copy of each letter sent to the

District and County Council.

RESTRICTIONS ON COI.JNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

i. inspect any land and/or premises which the Council has a right or duty to
inspect; or

ii. issue orders, inshrctions or directions.

25.

a.
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b

26. STA}-IDING ORDERS GENERALLY

All or part of a standing order, except one that incorporates mandatory statutory

or legal requirements, ffiay be suspended by resolution in relation to the

consideration of an item on the agenda for a meeting.

A motion to add to or vary or revoke one or more of the Council's standing

orders, except one that incorporates mandatory statutory or legal requirements,

shall be proposed by a special motion, the written notice by at least TWO
councillors to be given to the Proper Officer in accordance with standing order 9.

The Proper Officer shall provide a copy of the Council's standing otders to a

councillor as soon as possible.

The decision of the chair of a meeting as to the application of standing orders at

the meeting shall be final.

Date approved

Minute number

Date forreview

c

d
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STRATFIELD SAYE PARISH COIJNCIL

APPENDIX E - Risk Assessme,nt and Financial Orders



STRATFIETD SAYE PARISH COUNCIL

RlsK ASSESSMENT 2025 -2027

Submitted Full PC Minute Clerk to send 12 months
Not paid by BDBC L Clerk tocheck Clerk to confirm receipt months

Adequacy of Precept M Review ofbudget Council Meetings review at meetings

Allotments N/A

Grants N/A

lnvestment lncon N/A

Salaries NIA

Direct Costs & lnvoice/payment in budgetor M Clerk to check invoice correct Each paymentapproved b every meeting

councillors orin budgetOverhead minuted List of payments made andto be made given

Expenses at each pc meeting. Councillors sign as correct approved in December

asreed listcontained in minutes

Cllrs Allowances N/A

Grants & Support N/A

Election Costs N/A
RFO to reclaim 12 monthlyVAT Recoverable VAT Analysis/Cash Book listint L Schedule + cash book listing

RFO estimates 12 monthlyAdequacy of Precept M Consider at Budget settingReserves - Generi

RFO verify 12 monthlyReserves - earma Adequacv of Precept L Consider at Budget & Final Accounts

L Currently unused. lnspections carried out, update assetsAssets Toilet Damage etc

Clerk to inspect 12 monthlyregister & lnsurance

Clerk to review 12 monthlyReview adequacy of Public LiabilityRisk or damage to 3rd party
12 monthlyM lnsurance Clerk to arrangeproperty or individuals

Clerk to holdStaff Loss ofkey personnel (Clerk) L

PC 12 monthsL Fidelity Guarantee ValueFraud by staff
Clerk to review 12 monthsL lnsurance cover review adequacyLoss Consequential Loss due to

critical damage or 3rd party

performance

Cash N/A
Agreed at Council meetings Clerk to reviewN/A MMaintenance

Borrowingllendin N/A

N/ALegal Powers
vearlvClerk/Chairman/lnt AuditoLFinancial records lnadequate Records
at MeetingAccurate and legal L Review at following meetingMinutes
12 monthlyRFO reminderConflict of lnterest L Update declaration of interestsMembers lnteres'

T

Reviewed & Adopted on 11th May 2026

taff Action lt
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STRATFIELD SAYE PARISH COI]NCIL

Financial Regulations

This Model Financial Regulations template was produced by the National Association of
Local Councils (NALC) in April 2024 for the purpose of its member councils and county
associations. Every effort has been made to ensure that the contents of this document are
correct at time of publication. NALC cannot accept responsibilrty for errors, omissions and
changes to information subsequent to publication.
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1. General

1.1. These Financial Regulafions govern the financial management of the council and
may only be amended or varied by resolution of the council. They are one of the
council's governing documents and shall be observed in conjunction with the
council's Standing Orders.

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

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

1.4. In these Financial Regulations:

o 'Accounts and Audit Regulations' mean$ the regulations issued under Sections

32, 43Q) and 46 of the Local Audit and Accountability Act 2014, or any

superseding legislation, and then in force, unless otherwise specified.

. "Approve" refers to an online action, allowing an electonic transaction to take

place.

r 'oAuthorise" refers to a decision by the council, or a committee or an officer, to
allow something to happen.

r 'Properpractices' means those set out tn The Practitioners' Guide

t Practitioners' Guide refers to the guide issued by the Joint Panel on

Accountability and Govemance (JPAG) andpublishedbyNAlc in England or

Govenrance and Accountability for Local Councils in Wales - A Practitioners

Guide joint$ published by One Voice Wales and the Society of Local Council

Clerks in Wales.

o 'Must' and bold text refer to a statutory obligation the council cannot change.

o 'Shall' refers to a non-statutory instruction by the council to its members and

staff.

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the

council. The Clerk has been appointed as RFO and these regulations apply

accordingly. The RFO;

r acts under the policy direction of the council;

o administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;

r determines on behalf of the council its accounting records and control systems;

. ensures the accounting contol systems are obsenred;

. ensures the accounting records are ke,pt up to date;

o seeks economy, effrciency and effectiveness in the use of council resources; and

2



. produces financial management information as required by the council.

1.6. The council must not delegatc aay decision regarding:

o setting the final budget or the precqrt (council tax require,m€ot);

. the outcome of a review ofthe effectiveness ofits internal controls

. approving accounting stateme'lrts;

. approvhg an annual governance statement;

o borrowing;

r declaring eligibility for the General Power ofCompetenoe; and

r addressingrecommelrdations from the internal or external auditors

1.7. In addition, the council shall:

o determine and regularly review the bank mandate for all council bank accounts;

o authorise any grant or single commiment in excess of f,5,000.

2. Risk management and internal control

2.1. The council must ensure that it has a sound $ystem of internal conftol, which
delivers effective financial, operational and risk manag€,m€,nt.

2.2. Tlae Clerk shall prepare, for approval by the council, a risk management policy
covering all activities of the council. This policy and consequential risk management

arrangements shall be reviewed by the council at least annually.

2.3. When considering any new activity, the Clerk shall prepare a draft risk assessment

including risk management proposals for consideration by the council.

2.4. At least m.ce a ye&r, tle council must rerriew the effectiveness of its system of
internal control, before approving the Annual Governance Stateme,nt.

2.5. The accounting control systems determined by the RFO must inolude measures

to:

. €,nsure tfrat risk is appropriately managed;

o ensure the prompt, accurate recording of financial hansastions;

r prevBtrt and detect inaccuracy or fraud; and

I aUo\r the reconstitution of any lost records;

o ide,nti&the duties of officers dealingwith transactions and

. onsure division of responsibilities.

3



2.6. Ateach financialyear end a member other than the Chair shall be appointed to

verifrbankreconciliations (for all accounts) producedby the P.FO. The member

shall sign and date the reconciliations and the original bank statements as evidence

of this. This activity, including any exceptions, shall be reported to and noted by the

council.

2.7. Regular back-up copies shall be made of the records on any council computer and

stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is not
lost if an employee leaves or is incapacitated for any reason.

3. Accounts and audit

3.1. A11 accounting procedures and financial records of the council shall be determined

by the RFO in accordance with the Accounts and Audit Regulations.

3.2. The accounting records determined by the RFO must be sufficient to explain
the council's transactions and to disclose its financial position with roasonably
eoflrracy at any time. In partianlar, they must contain:

r day-to-day entries of all sums ofmoney received and expended by the

council and the matters to which they relate;

o a record ofthe assets and liabilities ofthe council;

3.3. The accounting records shall be designed to facilitate the efficient preparation of the

accounting statements in the Annual Govemance and Accountability Return.

3.4. The RFO shall complete and certiff the annual Accounting Statements of the council

contained in the Annual Governance and Accountability Return in accordance with
proper practices, as soon as practicable after the end of the financial year. Having

certified the Accounting Statements, the RFO shall submit them (with any related

documents) to the council, within the timescales required by the Accounts and Audit
Regulations.

3.5. The council must ensure t"hat there is an adequate and effeotive syste,m of
internal audit of its aocounting records and internal control syste,m in
accordance with pr qp€r practices.

3.6. Any officer or member ofthe council must make available zuch dosuments aad

roeords as the internol or external euditor consider necessaf,y for the purposo of
the audit and shall, as directed by the council, supply the RFO, internal auditor, or

external auditor with such information and explanation as the council considers

necessary.

3.7. The internal auditor shall be appointed by the council and shall carry out their work

to evaluate the effectiveness of the council's risk managemetrt, control and

governance processes in accordance with proper practices specified in the

Practitioners' Guide.
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3.8. The council shall ensure that the internal auditor:

. is competent and independent of the financial operations of the council;

. rqports to council in writing, or in person, on a regular basis with a minimum of
one written report during each financial year;

o can demonstrate competence, objectivity and indepeudence, free from any actual
orperceived conflicts of interest, inclu,ling those arising from family
relationships; and

r has no involvement in the management or control of the council

3.9. Intenral or external auditors may not under any circumstances:

o perform any operational duties for the council;

o initiate or approve accounting transactions;

o provide financial, legal or other advice including in relation to any future
transactions; or

o direct the activities of any council employee, except to the extent that such

employees have been appropriately assigned to assist the internal auditor.

3.10.For the avoidaoce of doubq in relation to internal audit the terms 'independent' and

'independence' shall have the same meaning as described in The Practitioners Guide.

3 . 1 1 . The RFO shall make a:rangements for the exercise of electors' rights in relation to

the accounts, including the opportunity to inspect the accounts, books, and vouchers

and display or publish any notices and documents required by the Local Audit and

Accountability Act 20L4, or any superseding legislation, and the Accounts and Audit
Regulations.

3.12.The RFO shall, without undue delay, bring to the attention of all councillors any

correspondence or report from internal or extemal auditors.

4. Budgetandprecept

4.1. Before setting a precqrt, the council must oalculate its counoil tax @ngland)
requireme,nt for each financialyear bypreparing and approving a budget, in
accordance with The Local Government Finance Acr l9y2 or succeeding

legislation.

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed

by the council at least annually in October for the following financial year and the

final version shall be evidenced by a hard copy schedule signed by the Clerk and the

Chair of the Council.

4.3. No later than December each year, the RFO shall prepare a draft budget with
detailed estimates of all income and expenditure forthe following financial year,
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taking account of the lifespan of assets and cost implications of repair or

replacement.

4.4. Unspent budgets for completed projects shall not be carried forward to a subsequent

year. Unspent funds for panially completed projects may only be carried forward
(by placing them in an earmarked reserve) with the formal approval of the fulI
council.

4.5. Each committee (if any) shall review its draft budget and submit any proposed

amendme,nts to the council not later than the end of October each year.

4.6. The draft budget and forecast, including any recommendations for the use or

accumulation of reserves, shall be considered by the council.

4.7. Having considerod the proposed budget and forecast, the council shall deterrnine its

council tax @ngland) requirement by setting a budget. The council shal1 set a

precept for this amount no later than the end of January for the ensuing financial

year.

4.8. Any member with corncil tax unpaid fm more than two months is prohibited
from voting on the budget or precept by Sec'tion 106 of the Local Government
Finance Asr 1992 and must and must disclose at the start ofthe meetingthat
Section 106 applies to the,m,.

4.9. The RFO shall issue the prece,pt to the fuilling authonity no later than the e,nd of
Ianuary and supply each member with a copy of the agreed annual budget.

4.10. The agreed budget provides a basis for monitoring progress during the year by
comparing actual spending and income against what was planned.

4.1 1 . Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

council.

5. Prosure,mo,lrt

5.1. Members and officers are resporsible for obtaining value for money at all times.

Any officer procuring goods, services or works should en$re, as far as practicable,

that the best available terms are obtained usually by obtaining prices from several

suppliers.

5.2. The RFO should veriff the lawfulnafire 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.

5.3. Every contract shall comply with these the council's Standing Orders andthese

Financial Regulations and no exceptions shall be made, except in an emergency.

5.4. For a contract for the supply of goods, s€rvices or wotks where the estimated

value will exceed the thresholds set by Parliament, the firll requir€m€'nts of The
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Public Contracts Regulations 2015 or any superseding legislation ('the
Legislation"), must be followed in respect of the tendering, award and
notification of that contract.

5.5. Where the estimated value is below the Government threshold., the council shall
(with the exception of items listed in paragraph 6.12) obtain prices as foliows:

5.6. For contracts estimated to exceed f60,000 including VAT, the Clerk 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.

5.7. For contracts estimeted to be over t30,000 including VAT, the council must
complywith anyrequire,ments ofthe Legislationl regardingthe advertising of
contrast opportunities and the publication of notices about the award of
contracts.

5.8. For contracts greater than f3,000 excluding VAT the Clerk shall seek at least 3

fixed-price quotes;

5.9. where the value is between f,500 and f,3,000 excluding VAT, the Clerk shall try to

obtain 3 estimates which might include evidence of online prices, or recent prices

fromregular suppliers.

5.10.For smaller purchases, the clerk shall seek to achieve value for money.

5.11. Contraots 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 (t) to (w) below:

i. specialist services, such as legal professionals acting in disputes;

ii. repairs to, orparts for, existing machinery or equipment;

iii. works, goods or services that constitute an extension of an existing contract;

iv. goods or services that are only available from one supplier or axe sold at a

fixed price.

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.

1 
The Regulations require councils to use the Contracts Finder website if they advertise contract opportunitios and aleo

to publiclse the award of contrasts over €30,000 including VAT, regardless of whether they were advertised'
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5. 15. Individual purchases within an agreed budget for tlat type of expenditrne may be
authorised by:

o the Clerlq under delegated authority, for any items below f500 excluding VAT.

o the Clerk, in consultation with the Chair of the Council, for any items below f750
excluding VAT.

o the council for all items over f,750 excluding VAT;

Such authorisation must be supported by a minute in the case of council or
commiffee decisions or other auditable evidence hail.

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
conffact 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 except in an emergency.

5.l8.In cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to 92,000 excluding
VAT on repair, replacement or otherwork that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
action to the Chair as soon as possible and to the 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, rrnlsss 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.An official order or letter shall be issued for all worlc, goods and services above
f250 excluding VAT unless a formal contract is to be prepared or an official order
would be inappropriate. Copies of orders shall be retained along with evidence of
receipt ofgoods.

5.21.Any ordering system can be misused and access to them shall be confiolled by the
RFO.

6. Banking and paymelrts

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be delegated

to a committee. The council has resolved to bank with Lloyds bank. The
arrangeme,nts shall be reviewed for security and efficie,lrcy.

6.2. The council must have safe and efficient arrangements formaking pa5ments, to
safeguard against the possibility of fraud or error. Wherever possible, more than one

person should be involved in any payment, for example by dual authorisation or dual

cheque siening.

8


