Ettington Parish Council

Date: 10 June 2020

Item 11 — Appendix 4 ] Audit 1 April 2018 to 31 March 2019

1 Introduction
This report relates to the financial year 2018-19 and comprises a number of

sections as follows:

2 Key Dates

31 August 2020: Approval and publication of AGAR
On or before 1 September (prior to Covid 19 the period needed to include the

first 10 working days of July).Public Inspection Period

30 November 2020 (prior to Covid 19 this was 30 September 2020).
Publication Date for final, audited accounts

3 Internal Audit Report

The internal audit has been completed by Mr Trevor Gill in line with WALC
guidelines. Mr Gill's report is attached (appendix a). A number of
recommendations are made and require consideration as to whether action is

required:

Section

Comment

Clerk’s Response/
Recommendation

2 - Due Process:

Recommendation to develop an
Emergency Plan.

To include on Councillor
Portfolio (which is
scheduled for review)

3 —Risk
Management

.... Should consider what
measures and processes need
to be put in place in the unlikely
event that the clerk/RFO is
unable for whatever reason to
undertake her duties.

Clerk to include on Risk
Register including how
risk can be mitigated and
present at a future
meeting.

5 — Payroll Clerk:

Prudent for a Councillor to
familiarise themselves with
processes and submissions as
the Clerk is both processor and
beneficiary.

To include on Councillor
Portfolio (which is
scheduled for review)

8 — Bank
Reconciliation

It is recommended that at least
quarterly the councillor
responsible for Finance
confirms that the bank balances

As Councillor Houghton
currently checks bank
reconcilliations on a
quarterly basis that he

1




report on the Financial formally report this (the
Statement reconciles with the Clerk to add section to

bank account Finance Report).
15 — Parish It is noted that my comments re | To adopt both
Website the appendices which are recommendation.

attached to the agendas has not
been implemented and it is
suggested that a part of the
work on a new website this is
considered

It would be good practice to
upload all documents to the
website in pdf format.

4 AGAR
The AGAR is at appendix b

a. Internal Audit Report: This has been completed and signed by
the Internal Auditor.

b. Section 1- Annual Governance Statement: The Council must
complete and approve this section, during the meeting before
completing Section 2.

c. Section 2 - Accounting Statement. The Council are asked to
approve Section 2.

5 Explanation of Variances

The Explanation of Variances is at appendix ¢ and is for information and will
be considered by the External Auditors.




Internal Audit

Ettington Parish Council

Year Ended 31 March 2020

Internal Auditor: Trevor B Gill

This audit report is based upon the Association of Local Councils
recommended checklist, introduced in 2016, with the Practitioners' Guide to
Governance and Accountability in Local Authorities
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Internal Audit Summary Checklist
Report for Ettington Parish Council

Year Ended 31 March 2020

Basis of the Report

This internal audit report is based upon the National Association of Local Councils (NALC) recommended
check-list produced in 2016, in conjunction with the Practitioners' Guide to Governance and Accountability.

The scope of this internal audit is focused on assessing the effectiveness of the Council's internal controls.
Where any such controls are found to be deficient, the internal audit will help lead to improvements in these
processes.

By applying the principles of internal auditing, outlined in the current Accounts and Audi Regulations and
applying the approach to internal audit and testing outlined in paragraph 1 above, every effort is made to ensure
that all internal audits are conducted with due professional care, integrity and independence. All conclusions
derived from the audit are based upon objective and traceable evidence.

NB: It would be incorrect to view the internal audit as the detailed inspection of all records and
transactions of the Council in. order to detect fraud. It is the periodic independent review of a Council's
internal controls resulting in an assurance report designed to improve effectiveness and efficiency of the
activities and operating procedures under the Council's control. Managing the Council's internal
controls should be the day-to-day function of the staff and councillors and not left for internal audit.
(Source: Governance and Accountability for Local Councils - A Practitioners Guide - 2018)
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The Thatches
Avon Dassett
Southam
Warwickshire
CV47 2AT

Telephone: 01295 690987
Mobile: 07775 762927
Email: trevorbeill@icloud.com

Introduction

The audit was undertaken during May 2020. Due to Government restrictions in respect of social distancing,
travel restrictions and other coronavirus guidelines, the audit has been conducted by email and telephone
conversations. Where it was not possible or practical to review documents, invoices, receipts or registers this
report provides details and these can be reviewed, if necessary, once the current government restrictions are
relaxed.

For detailed information regarding each section of the audit please refer to Appendix 1.

Section 1 — Book Keeping

Ettington Parish Council uses the Rialtis Accounting package and this provides the necessary accounting
functionality and VAT reclaim procedures.

It is used to enable the accurate and timely submission of the VAT returns and enables regular reporting to the
Parish Council including payments and receipts schedules and expenditure against budgets. The clerk / RFO
has an excellent working knowledge of the functionality, controls and reporting available.

e A transaction level report has been produced by budget category and this has been reviewed in detail
and no anomalies were found

A random sample of the transactions were cross referenced to the minutes and no concerns were raised
It was not practical to physically review invoices or receipts due to the coronavirus restrictions

The VAT returns have been submitted in an accurate timely manner.

There was no Section 137 expenditure recorded for the financial year ended 31 March 2020.

Section 2 - Due Process

Standing Orders

A review of the standing orders is undertaken on an annual basis and a review of these documents raised no
issues or concerns.

It is noted that there is no formally adopted Emergency Plan and is recommended that, as this is an important

document in the unlikely event that there is an emergency, the Council originate and adopt a formal plan as a
matter of priority.

Meetings
It was noted that the Annual Meeting held on 16 May 2019 was an amalgamation of annual and monthly
functions. It is suggested that in future these functions are separated into 2 separate meetings. It should be

noted that in the current climate there is no requirement to hold annual meetings in 2020.

Agendas
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A review noted that all agendas were properly signed and dated

Section 3 - Risk Management

A review of the risk assessment shows that the risks are well understood and the controls identified
are as would be expected.

However, the Parish Council should consider what measures and processes need to be put in place in
the unlikely that the clerk / RFO is unable for whatever reason to undertake her duties. This is

especially relevant at the present time when the country is in the grip of the coronavirus pandemic.

Section 4 — Budget and Precept

It was noted that the process for setting the budget is robust and that regular monitoring of the finances
against the agreed budget takes place.

Section 5 — Payroll Clerk

A review of the process and procedures adopted shows that the process is well understood by the RFO and all
returns are submitted on time and in an accurate manner. It is noted that the salary and pension payments are
properly noted in the minutes

However, it might be prudent for a councillor to familiarise themselves with the processes and submissions as
the clerk / RFO is the processor and also the beneficiary.

Section 6 — Payroll Other

A review of the items under this section revealed no issues.

Section 7 — Asset Control

It was noted that the assets register is properly maintained and the insurance cover is reviewed on
an annual basis to coincide with the renewal of the policy.

Section 8 — Bank Reconciliation

The finances spreadsheet contains a reconciliation process which enables the bank account to be
reconciled on a regular basis. Bank balances are reported in the Financial Statements submitted to the
monthly meetings of the Parish Council. It is recommended that at least quarterly the councillor
responsible for Finance confirms that the bank balances reported on the Financial Statement
reconciles with the bank account.

Section 9 - Year End Procedures

The year end procedures and reporting were reviewed and no issues were found. It is worthy of note
that the software package used provides reporting to support the year end requirements thus reducing
the risk of errors being made.

The bank reconciliations and AGAR reporting were reviewed and no issues were found.
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Section 10 — Miscellaneous

A review of the miscellaneous item found no issues or concerns.

Section 11 — Charities

Not applicable

Section 12 — Burial Authorities

Not applicable
Section 13 — Income Control

All income is properly controlled and recorded in the accounts within very acceptable timescales.

Section 14 — Petty Cash

This is not applicable and the necessary letter has been provided for the AGAR reporting requirements
Section 15 - Parish Website

It is noted that work has already started on the provision of a new Parish Council website. It is noted
that my comments re the appendices which are attached to the agendas has not been implemented
and it is suggested that a part of the work on a new website this is considered.

It would be good practice to upload all documents to the website in pdf format. This will considerably
reduce the risk of word documents being downloaded and amended. In addition, software is available
that will prevent pdf files being amended but will still allow these documents to be read and printed.

Conclusion

Thank you for inviting me to undertake the Internal Audit for Ettington Parish Council.

Whilst reviewing the processes, documentation and finances it is very apparent that the affairs of the
Parish Council are in very safe hands. Sarah has a very high standard of documentation and fully
understands the governance and financial requirements associated with Parish Councils. She is to be
commended for the way in which she supports the needs of the Parish Council.

As in previous years the section relating to petty cash in the AGAR Return Part 3 item F has been
duly marked as not covered. This does not imply anything untoward regarding the Parish Council
accounts, rather this is a response required by the external auditor and in the case of Ettington Parish

Council it means that there is no petty cash. A letter to that effect has been added by the internal
auditor.

This concludes the

27 May 2020
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Appendix 1 - Detailed Audit Workplan




Appendix 1

INTERNAL AUDIT CHECKLIST - YEAR ENDED 31 MARCH 2020

Name of Council Ettington Parish Council Name of Clerk Sarah Furniss
No of Councillors 9 Name of RFO (if different) As above
Quorum 3 Precept Amount £35,000
Electorate numbers Gross Budgeted Income £35,000
1 ; Book Keepin
Ref Activity Last Review Date Hyperlink Reviewed Complete C Ir dati
1.1{Ledger maintained and up to date? Yes Yes 5:;‘:;? fﬁmﬁfﬁﬁﬁﬁfﬁﬁﬁfﬁﬁm
1.2 Arithmetically correct Yes Yes
1.3|Evidence of Internal Control Yes Yes
14| VAT evidence, recording and recalimed Yes Yes
15 Pﬁ:lum‘s ledger supported by invoices, authorised and T Yes
1.6|S137 seperately recorded and within limits N/A Yes There was 1o expenditure under Section 137 in the financial year
1.7{S137 expenditure of direct benefit to electorate N/A Yes There was no expenditure under Section 137 in the financial year
2 Due Process
2.10 Standing Orders & Policies With Last Review Date
Ref Document Title Last Review Date Hyperlink Reviewed Compl C Ir dati
2.105|EPC - Code of Conduct 15 May 2019 EPC Code of Conduct Yes Yes
2.108|EPC - Councillor Expenses 15 May 2019 |EPC Councillor Expenses Yes Yes
2.109{EPC - Councillor Induction Guide 10 April 2019 EPC Coungillors Induction Guide Yes Yes
2.111|BPC - Document Retention 15 May 2019 EPC Document Retention Yes Yes
2.115|BPC - Freedom of Information Publication Scheme 15 May 2019 EPC Publication Scheme pdf Yes Yes
2.118EPC - GDPR Policy and Procedure 15 May 2019 EPC GDPR Policy and Procedure.pdf Yes Yes
2.119{EPC - Gifts and Hospitality Policy 14 March 2018 |EPC Gifts and Hospitality Policy Yes Yes
2.121{EPC - Grants Policy 15 May 2019 EPC Small Grants Scheme.pdf Yes Yes
2.122{EPC - Guidance On Code of Conduct 14 March 2018 |EPC Guidance on Code of Conduct.odf Yes Yes
2.125{EPC - Non Financial Standing Orders 15 May 2019 EPC Standing Orders.pdf Yes Yes
2.127|BPC - Privacy Notice - Bmployees & Councillors 15 May 2019 |EPC Privacy Notice 1.ndf Yes Yes
2.128EPC - Privacy Notice - General 15 May 2019 EPC Privacy Notice 2.pdf Yes Yes
2.131{EPC - Social Media Policy 15 May 2019 EPC Social Media Policy Yes Yes
2.131{EPC - Use of Resources 15 May 2019 EPC Use of Resources.ndf Yes Yes
2.132/EPC - Dealing With The Press Media & Filming 15 May 2019 EPC Dealing with the Press and Media,pdf Yes Yes
22 Financial regulations adopted
Ref Document Title Last Review Date Hyperlink Reviewed Complete C /[ dati
2.201{EPC - Financial Regulations 15 May 2019 EPC Financial Regulations.pdf Yes Yes
2.3 Financial Regulations properly tailored to council
Ref Activity Last Review Date Hyperlink Reviewed Complete C /r dati
2.301|RFO Appointed Yes Yes
2.302|List of member interests held Yes Yes gﬁ:::]d by annual submission to Stratford on Avon District
24 Agendas signed, informative and displayed with a clear 3 days notice
Ref Document Title Meeting Date Hyperlink Reviewed Complete C Ir dati
2.401{EPC Monthly Meeting Agenda 10 April 2019 20190410 Ettington PC Agenda,pdf Yes Yes
2.402|EPC Annual Meeting Agenda 15 May 2019 0190515 Ettington PC Annual Agenda.pdf Yes Yes

EPC Internal Audit Checklist 2019-20.xlsx




2.403{EPC Monthly Mecting Agenda 13 Tune 2019 20190613 Ettington PC Agenda.pdf Yes Yes
2.404|EPC Monthly Meeting Agenda 10 July 2019 20130710 Eitington PC Agenda.pdf Yes Yes
2.405(EPC Monthly Meeting Agenda 11 September 2019 120190911 Ettington PC Agendas.odf Yes Yes
2.406{EPC Monthly Meeting Agenda 09 October 2019 20131009 Ettington PC Agendas.pdf Yes Yes
2.407|EPC Monthly Meeting Agenda 13 November 2019 120191113 Ettington PC Agenda.pdf Yes Yes
2.408|EPC Monthly Meeting Agenda 11 December 2019 120191211 Ettington PC Agenda.pdf Yes Yes
2.409EPC Monthly Meeting Agenda 22 January 2020 20200122 Ettington PC Agenda.pdf Yes Yes
2.410{EPC Monthly Meeting Agenda 12 Februarv 2020 20200212 Ettington PC Agenda.pdf Yes Yes
2.411{EPC Monthly Meeting Agenda 11 March 2020 20200311 Ettington PC Agenda.pdf Yes Yes
2.5 Ref Activity Last Review Date Hyperlink Reviewed Compl C Ir dati
2.501|Purchase orders raised for expenditure Yes Yes
2502 Purchasing authority defined in F inancial Standing Yes Ve
Orders
2.503{Legal powers identified in minutes and/or cash book Yes Yes
2.504 :;zxizx:vn:;ee terms of reference exist and have been e Yes
3 Risk Management
BIPC Emergency Plan
3.1 Ref Document Title Last Review Date Hypertink Reviewed Complete C Iy dati
3.101{EPC - Emergency Plan Itis i that an Fs 'y Plan is impls
3.2 Previous Internal Control Reports
Ref Document Title Last Review Date Hyperlink Reviewed Complete C Ir dati
3.201{EPC - Internal Audit Report 31 May 2019 20190331 EPC Internal Audit Report.pdf Yes Yes
” Were recommendations from the previous Intemal Audit Previous recommendations formally discussed by the Parish
4200 Report implemented 31 May 2019 e e Council and implemented where ‘h;:y considered it appropriate.
3.3 Annual risk assessment review
Ref Document Title Last Review Date Hypedink Reviewed Complete C I dati
3.30H{EPC - Financial Risk Assessment 15 May 2019 EPC Risk Assessment.pdf Yes Yes
35 Insurance cover sufficient and appropriate
Ref Document Title Last Review Date Hyperlink Reviewed Complete C ts /¥ dati
3.401|EPC - Insurance Policy 20 April 2020 EPC Insurance Policy.pdf Yes Yes
Ref Activity Last Review Date Hyperlink Reviewed Complete C v dati
3.411|Evidence of insurance review 11 March 2020 Yes Yes
3.421|Evidence of Public and employee liability insurace 20 April 2020 Yes Yes Contained within Policy Schedule
3.6 Minutes signed, pages numbered & reviewed for unusual activity
Ret | Document Title Meeting Date Hyperlink Reviewed Complete C /¥ dati
3.601{EPC Monthly Meeting Minutes 10 April 2019 20190410 Ettington PC Minutes.ndf Yes Yes
3.602|EPC Annual Meeting Minutes 15 May 2019 20190515 Ettington PC Annual Minutes.pdf Yes Yes
3.603{EPC Monthly Meeting Minutes 13 June 2019 20130613 Ettington PC Minutes.pdf Yes Yes
3.604{EPC Monthly Meeting Minutes 10 July 2019 20190710 Ettington PC Minutes.pdf Yes Yes
3.605|EPC Monthly Meeting Minutes 11 September 2019 20190911 Ettington PC Minutes.odf Yes Yes
3.606|EPC Monthly Meeting Minutes 09 Qctober 2019 20131009 Ettington PC Minutes.pdf Yes Yes
3.607|EPC Monthly Meeting Minutes 13 November 2019 20191113 Ettington PC Minutes.pdf Yes Yes
3.608/EPC Monthly Meeting Minutes 11 December 2019 120191211 Ettington PC Minutes.pdf Yes Yes
5.609|EPC Monthly Meeting Minutes 22 January 2020 20200122 Ettington PC Minutes.pdf Yes Yes
3.610|EPC Monthly Meeting Minutes 12 February 2020 20200212 Ettington PC Minutes.pdf Yes Yes
3.611JEPC Monthly Meeting Minutes 11 March 2020 20200311 Ettington PC Minutes.pdf Yes Yes
3.7 Ref Activity Last Review Date Hyperlink Reviewed Complete C ts / r dati
3.701{Regular reporting and minuting of bank balances Yes Yes
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3.702|S137 expenditure minuted Yes Yes
4 Budget and Precept
Ref Activity Last Review Date Hyperlink Reviewed Compl C Ir i
4.1{ Annual budget to support the precept 09 January 2019 Yes Yes
4.2|Has budget been discussed and adopted by the Council 09 January 2019 Yes Yes
4.3) Any reserves carmarked Yes Yes
4.4{ Any unexplained variances against budget Yes Yes | There were no unexplained variances
4.5|Precept demand correctly minuted 09 January 2019 Yes Yes
5 Payroll Clerk
Ref Activity Last Review Date Hyperlink Reviewed Compl C /rx i
5.01]Contract of employment Yes Yes
5.02|Tax code issued Yes Yes
5.03{PAYE & NI Evidence Yes Yes
5.04]Software package for salary or external Yes Yes
5.05{Who calculates the monthly pay and process for review Yes Yes
5.06{P60 Issued Yes Yes
5.07|Payslips issued Yes Yes
5.08|Pension payments made Yes Yes
5.09Monthly pension statements sent to provider Yes Yes
5.10 Annual Pension statement sent to pension provider Yes Yes
5.11|Has the council approved the salary to be paid Yes Yes
5.12|Other payments reasonable and approved by the Council Yes Yes
6 Payroll Other
6.1 Ref Activity Last Review Date Hyperlink Reviewed Compk C /r 7
6.101]Contract of employment Yes Yes
6.111}Tax code issued Yes Yes
6.121{PAYE & NI Evidence Yes Yes
6.131{Software package for salary or external Yes Yes
6.141{Who calculatesthe monthly pay and process for review Yes Yes
6.151|Has the council approved the salary to be paid Yes Yes
6.161Other payments reasonable and approved by the Council Yes Yes
6.171| Are the appropriate pensiopns provisions i place Yes Yes
6.181{Evidence of required submissions seex Yes Yes
6.191|Requirements re disputes in place Yes Yes
Payroll / Staff Standing Orders & Procedures
6.2 Ref Document Title Last Review Date Hyperlink Reviewed Complete C /x ti
6.201|EPC - Appraisal Policy 150512019 EPC Appraisal Policy,pdf Yes Yes
6.211|EPC - Contract of Employment Yes Yes
6.221{EPC - Greiveance Policy N/A Yes
6.231EPC - Job Description Yes Yes
6.241|EPC - Staff Handbook 27 July 2016 EPC Staff Handbook.pdf Yes Yes
6.251{EPC - Staff Disciplinary Procedure 150512019 EPC Staff Disciplinary Procedure pdf Yes Yes
7 Asset Control
7.1 Ref Activity Last Review Date Hyperlink Reviewed Complete C ts/r i
7101 E‘;::lhe council keep a register of all material assets - -
Does the council keep a register of all material assets owned ands is the register up to date & do the insured values reflect the value of the assset
7.2 Ref Document Title Last Review Date Hyperlink Reviewed Complete C /r ti
7.201EPC - Fixed Assets Register EPC Asset Register.xsx Yes Yes
7.211{EPC - Insurance Policy EPC Insurance Policy.pdf Yes Yes
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Ref Activity Last Review Date Hypertink Reviewed Compl Ir dati
7.311|Value of individual assets included Yes Yes
7.321|Inspected for risk and up to date inspection records exist Yes Yes
8 Bank reconciliation
Ref Activity Last Review Date Hyperlink Reviewed Compl /¥ dati
8.1{Is there a bank reconciliation for each account Yes Yes
82 E?;idence of quart.edy mcofxcilialion check as per Ve Ve
Financial Regul section 2.2
8.3|Is the bank mandate up to date Yes Yes
8.4|Bank statements and ledger reconcile Yes Yes
8.5{ Any unexplained balancing entries in any reconciliation Yes Yes
9 Year End Procedures
Year end accounts prepared on correct accounting process
9.1 Ref Document Title Last Review Date Hyperlink Reviewed Compl ts/ r dati
9.101/EPC - End of Year Accounts Yes Yes
9.111{EPC - Standing Orders & Direct Debits Yes Yes
9.2 Ref Activity Last Review Date Hyperlink Reviewed Complete ts/r dati
9.201{Bank statements and ledger reconciles Yes Yes
9211 ;J;gzlmg financial trail from records to presented Ye Yoi
9221 xow:s ;ppmpnme, debtors and creditors properly Yes Yo
9231 Izioafs t:‘l: ;’::2?1 :f;:ed, signed and minuted sections | & Yes Yes
10 Miscellaneous
Ref Activity Last Review Date Hyperdink Reviewed Complete /¥ dati
10.1{Have points raised in the last andit been addressed Yes Yes
10.2|Has the council adopted a code of conduct Yes Yes
10.31s the general Power of Competence Yes Yes
10.4)Are all electronic files properly backed up Yes Yes
105 zzoig:l;g;:?ems for public inspection of vouncil's Y Yes
11 Charities
Ref Activity Last Review Date Hyperlink Reviewed Complete Ir dati
11.1|Charities reported and accounted for scparately N/A Yes
11.2{Have the charity accounts been seperately audited N/A Yes
13 m&‘::;mty “;(‘:OE:S and Annual Rteurn been filed N/A Yes
12 Burial Authorities
Ref Activity Last Review Date Hyperlink Reviewed Complete ts / ¥ dati
121 S:Zrmenrs tecieved agrees with burials in the financial N/A Yes
12.2{Fees levied as per the councils agreed scale of fees N/A Yes
12.3] Are the Statutory Records correct N/A Yes
12.4{Do all internment of ashes have a certfifcate of creation N/A Yes
13 : Income Control
Ref Activity Last Review Date Hypertink Reviewed Complete s / rece dati
13.1{1s income properly recorded and promptly banked Yes Yes
132 Does lhe prmt ref:k)rded agree to the Council Tax Yes Yes
authorities notification
153 ?f;;(;)‘c, :ecurity controls over cash adequate and Yes i
14 Petty Cash
Ref Activity Last Review Date Hyperlink Reviewed Complete fr dati
141 I;c Zlil f?zhﬁhﬂsp;r:; S:or&d and supported by VAT NA Yes
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14.2{Is petty cash expenditure reported to the Council N/A Yes
14.3{Is petty cash reimbursement carried out regularly N/A Yes
15 Parish Council Website
Ref Activity Last Review Date Hyperlink Reviewed pl /r dati
15.1{Standing orders up to date Yes Yes
15.2|Financial Information up to date Yes Yes
16 Audit Documents Produced and Signed
Ref Document Title Last Review Date Hyperlink Reviewed pl ts/r dati
16.1{Internal Audit Cash Letter 27 May 2020 Yes Yes
162[AGAR Part 1 27 May 2020 Yes Yes
16.3|AGAR Part 2 27 May 2020 Yes Yes
16.4|AGAR Part 3 27 May 2020 Yes Yes
16.5|End of Year Accounts 27 May 2020 Yes Yes
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Annual Governance and Accountability Return 2019/20 Part 2

To be completed only by Local Councils, Internal Drainage Boards
and other smaller authorities* where the higher of gross income

or gross expenditure was £25,000 or less, that meet the qualifying
criteria, and that wish to certify themselves as exempt from a limited
assurance review

Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2019/20

1. Every smaller authority in England where the higher of gross income or gross expenditure was £25 000
or less must, following the end of each financial year, complete Part 2 of the Annual Governance and
Accountability Return in accordance with Proper Practices, unless the authority:

a) does not meet the qualifying criteria for exemption; or
b) does not wish to certify itself as exempt

2. Smaller authorities where the higher of all gross annual income or gross annual expenditure does not
exceed £25,000 and that meet the qualifying criteria as set out in the Certificate of Exemption are able
to declare themselves exempt from sending the completed Annual Governance and Accountability
Return to the external auditor for a limited assurance review provided the authority completes:

a) The Certificate of Exemption, page 3 and returns a copy of it to the external auditor either by email
or by post (not both) no later than 30 June 2020. Failure to do so will result in reminder letter(s) for
which the Authority will be charged £40 +VAT for each letter: and

b) The Annual Governance and Accountability Return (Part 2) which is made up of:

* Annual Internal Audit Report (page 4) to be completed by the authority’s internal auditor.

* Section 1 — Annual Governance Statement (page 5) to be completed and approved by the authority.
« Section 2 — Accounting Statements (page 6) to be completed and approved by the authority.

NOTE: Authorities certifying themselves as exempt SHOULD NOT send the completed Annual
Governance and Accountability Return to the external auditor,

3. The authority must approve Section 1 Annual Governance Statement before approving Section 2
Accounting Statements and both must be approved and published on a website before 1 July 2020.

Publication Requirements

Smaller authorities must publish various documents on a public website as required by the Accounts and
Audit Regulations 2015, the Local Audit (Smaller Authorities) Regulations 2015 and the Transparency Code
for Smaller Authorities. These include:

Certificate of Exemption, page 3

Annual Internal Audit Report 2019/20, page 4

Section 1 — Annual Governance Statement 2019/20, page 5

Section 2 - Accounting Statements 2019/20, page 6

Analysis of variances

Bank reconciliation

Notice of the period for the exercise of public rights and other information required by Regulation 15 (2),
Accounts and Audit Regulations 2015.

Limited Assurance Review

Providing the authority certifies itself as exempt, and completes and publishes the Annual Governance
and Accountability Return, there is no requirement for the authority to have a limited assurance review.

Any smaller authority may, however, request a limited assurance review. In these circumstances the authority
should not certify itself as exempt, and not complete the Certificate of Exemption, but complete Part 3
of the Annual Governance and Accountability Return 2019/20 and return it to the external auditor for review
together with the supporting documentation requested by the external auditor.

The cost to the smaller authority for the review will be £200 +VAT,

® e o @ e ¢ o

ity Retumn constitutes the annual retum referred to in the Accounts and Audit Regulations 2015. :
the words ‘exteral auditor have the same meaning as the words focal auditor in the Accounts and Audit Regulations 2015,
“for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.

Annual Governance and Accountability Return 2019/20 Part 2 Page 1 0of 6
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Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2019/20, Sections 1 and 2

* An authority that wishes to declare itself exempt from the requirement for a limited assurance review must
do so at a meeting of the authority after 31 March 2020. It should not submit its Annual Governance and
Accountability Return to the external auditor. However, as part of a more proportionate regime, the authority
must comply with the requirements of the Transparency Code for Smaller Authorities.

* The Certificate of Exemption must be returned to the external auditor no later than 30 June 2020. Reminder
letters will incur a charge of £40 +VAT for each letter.

* The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance
and Accountability Return and the Certificate of Exemption. Proper Practices are found in the Practitioners’
Guide* which is updated from time to time and contains everything needed to prepare successfully for the
financial year-end.

¢ The authority should receive and note the annual internal audit report if possible before approving the
annual governance statement and the accounts.

* Make sure that the Annual Governance and Accountability Return is complete (no highlighted boxes left
empty), and is properly signed and dated. Avoid making amendments to the completed annual return. Any
amendments must be approved by the authority and properly initialled.

* Use the checklist provided below to review the Annual Governance and Accountability Return for
completeness at the meeting at which it is signed off.

* You should inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chairman, and provide relevant email addresses and telephone numbers.

¢ The authority must publish numerical and narrative explanations for significant variances in the accounting
statements on page 6. Guidance is provided in the Practitioners’ Guide* which may assist.

* Make sure that the accounting statements add up and the balance carried forward from the previous year
(Box 7 of 2019) equals the balance brought forward in the current year (Box 1 of 2020).

¢ The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for
the exercise of public rights. From the commencement date for a single period of 30 consecutive working
days, the approved accounts and accounting records can be inspected. Whatever period the RFO sets
must include a common inspection period — during which the accounts and accounting records of all
smaller authorities must be available for public inspection — of the first ten working days of July.

¢ The authority must publish the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015, including the period for the exercise of public rights and the name and address
of the external auditor before 1 July 2020.

Completion checklist — ‘No’ answers mean you may not have met requirements

All sections Have all highlighted boxes been completed?
Have the dates set for the period for the exercise of public rights been published?

Internal Audit Report | Have all highlighted boxes been completed by the internal auditor and
explanations provided?

Section 1 For any statement to which the response is ‘no’, is an explanation available
for publication?

Section 2 Has the authority’s approval of the accounting statements been confirmed by
the signature of the Chairman of the approval meeting?

Has an explanation of significant variations from last year to this year been
published?

Is an explanation of any difference between Box 7 and Box 8 available, should
a question be raised by a local elector and/or an interested party?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate
is a sole managing trustee? (Local Councils only)

~ *Governance an Accauntabiliiy for Smaller Authorities in England - a Practitioners’ Guide to Proper Practices,
~ canbe downloaded from www.nalc.gov.uk or from www.ada.orguk
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Certificate of Exemption — AGAR 2019/20 Part 2

To be completed by smaller authorities where the higher of gross income or gross
expenditure did not exceed £25,000 in the year of account ended 31 March 2020,
and that wish to certify themselves as exempt from a limited assurance review
under Section 9 of the Local Audit (Smaller Authorities) Regulations 2015

There is no requirement to have a limited assurance review or to submit an Annual Governance and Accountability
Return to the external auditor, provided that the authority has certified itself as exempt at a meeting of the
authority after 31 March 2020 and a completed Certificate of Exemption is submitted no later than 30 June 2020
notifying the external auditor.

certifies that during the financial year 2019/20, the higher of the authority’s total gross income for the year or
total gross annual expenditure, for the year did not exceed £25,000

Total annual gross income for the authority 2019/20:
Total annual gross expenditure for the authority 2019/20:

There are certain circumstances in which an authority will be unable to certify itself as exempt, so that a limited
assurance review will still be required. If an authority is unable to confirm the statements below then it

cannot certify itself as exempt and it must submit the completed Annual Governance and Accountability Return
Part 3 to the external auditor to undertake a limited assurance review for which a fee of £200 +VAT will be payable.

By signing this Certificate of Exemption you are confirming that:

¢ The authority was in existence on 1st April 2016
* In relation to the preceding financial year (2018/1 9), the external auditor has not:
* issued a public interest report in respect of the authority or any entity connected with it
* made a statutory recommendation to the authority, relating to the authority or any entity connected with it
* issued an advisory notice under paragraph 1(1) of Schedule 8 to the Local Audit and Accountability Act
2014 (“the Act”), and has not withdrawn the notice
* commenced judicial review proceedings under section 31(1) of the Act
* made an application under section 28(1) of the Act for a declaration that an item of account is unlawful,
and the application has not been withdrawn nor has the court refused to make the declaration
* The court has not declared an item of account unlawful after a person made an appeal under section 28(3) of the Act.

If you are able to confirm that the above statements apply and that the authority neither received gross income,
nor incurred gross expenditure, exceeding £25,000, then the Certificate of Exemption can be signed and a copy
submitted to the external auditor either by email or by post (not both).

The Annual Internal Audit Report, Annual Governance Statement, Accounting Statements, an analysis of
variances and the bank reconciliation plus the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015 including the period for the exercise of public rights still need to be fully completed and, along
with a copy of this certificate, published on a public website* before 1 July 2020. By signing this certificate you
are also confirming that you are aware of this requirement.

Signed by the Responsible Financial Officer  Date I confirm that this Certificate of

Exemption was approved by this
authority on this date:

Signed by Chairman Date as recorded in minute reference:

Email of Authority Telephone number

*Published web address

ONLY this Certificate of Exemption should be returned EITHER by email OR by post (not
both) as soon as possible after certification to your external auditor, but no later than 30
June 2020. Reminder letters incur a charge of £40 +VAT
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Annual Internal Audit Report 2019/20

This authority’s internal auditor, acting independently and on the basis of an assessment of risk,
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2020.

The internal audit for 2019/20 has been carried out in accordance with this authority’s needs

and planned coverage. On the basis of the findings in the areas examined, the internal audit
conclusions are summarised in this table. Set out below are the objectives of internal control

and alongside are the internal audit conclusions on whether, in all significant respects, the control
objectives were being achieved throughout the financial year {o a standard adequate to meet the
needs of this authority.

Internal control objective : Agreed? Please choose

one of the following

Not
covered**

A. Appropriate accounting records have been properly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was
approved and VAT appropriately accounted for.

approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.
I._Periodic and year-end bank account recorciliations were properly carried out.

J. Accounting statements prepared during the year were prepared on the correct accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underlying records and where appropriate debtors and creditors were
properly recordad.

K. If the authority certified itself as exempt from a limited assurance review in 2018/19, it met the \/

/
G. Salaries to employees and allowances to members were paid in accordance with this authority’s \/
.
D
v

exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance
review of its 2018/19 AGAR tick “not covered”)

L. The authority has demonstrated that during summer 2018 it correctly provided for the exercise -
of public rights as required by the Accounts and Audit Regulations. \/

M. (For local councils only)
Trust funds (including charitable) — The council met its responsibilities as a trustee.

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) intgrnal audit undertaken Nakglff person who garried out the internal audit
L) og 2P st QL

Signature of person who : / S/
carried out the internal audit ‘/% Date 9:7 © .oVl

“If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified
(add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed),
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Section 1 — Annual Governance Statement 2019/20

We acknowledge as the members of:

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2020, that:

Agreed

VoS No ‘Yes means that this authority:

- We have put in place arrangements for effective financial prepared its accounting statements in accordance
management during the year, and for the preparation of with the Accounts and Audit Regulations.
the accounting statements. e

2. We maintained an adequate system of internal control made proper arrangements and accepted responsibility
including measures designed to prevent and detect fraud for safeguarding the public money and resources in
and corruption and reviewed its effectiveness. its charge.

3. We took all reasonable steps to assure ourselves has only done what it has the legal power to do and has
that there are no matters of actual or potential complied with Proper Practices in doing so.
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances. ‘ =

4. We provided proper opportunity during the year for during the year gave all persons interested the opportunity to
the exercise of electors’ rights in accordance with the inspect and ask questions about this authority’s accounts.
requirements of the Accounts and Audit Regulations. o ;

5. We carried out an assessment of the risks facing this considered and documented the financial and other risks it
authority and took appropriate steps to manage those faces and dealt with them properiy.
risks, including the introduction of internal controls and/or
external insurance cover where required. ,

6. We maintained throughout the year an adequate and i arranged for a competent person, independent of the financial
effective system of internal audit of the accounting | | controls and procedures, to give an objective view on whether
records and control systems. ‘ internal controls meet the needs of this smaller authority.

7. We took appropriate action on all matters raised responded to matters brought to its attention by internal and
in reports from internal and external audit. external audit.

8. We considered whether any litigation, liabilities or | disclosed everything it should have about its business activity
commitments, events or transactions, occurring either | during the year including events taking place after the year
during or after the year-end, have a financial impact on ; end if relevant.
this authority and, where appropriate, have included them
in the accounting statements. }

9. (For local councils only) Trust funds including has met all of its responsibilities where as a body
charitable. In our capacity as the sole managing corporate it is a sole managing trustee of a local trust
trustee we discharged our accountability W ortrusts.
responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit. Q

*For any statement to which the response is ‘no’, an explanation must be published

This Annual Governance Statement was approved at a Signed by the Chairman and Clerk of the meeting where
meeting of the authority on: approval was given:
and recorded as minute reference: Chairman
Clerk
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Section 2 — Accounting Statements 2019/20 for

Year ending
31 March

2019 2020
& £

31 March

Notes and guidance

Please round all figures to nearest £1. Do not leave any
boxes blank and report £0 or Nil balances. All figures must
agree to underlying financial records.

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

forward 101,049 162,672| as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 32,500 34,800 received or receivable in the year. Exclude any grants

received.

3. (+) Total other receipts Total income or receipts as recorded in the cashbook less

72,090 43,087 the precept or rates/levies received (line 2). Include any
grants received.

4. (-) Staff costs Total expenditure or payments made to and on behalf

of all employees. Inciude gross salaries and wages,
9=2 18 10,317 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interest/capital Total expenditure or payments of capital and interest
repayments 0 0| made during the year on the authority’s borrowings (if any).

6. (-) All other payments Total expenditure or payments as recorded in the cash-

43,652 24,500 book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year. Must
forward 152,768 195,742| equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 152,768 195,742| holdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 80,436 80,436/ up of all its fixed assets and long term investments as at
and assets 31 March.

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

0 0 from third parties (including PWLB).

11. (For Local Councils Only) Disclosure note The Council as a body corporate acts as sole trustee for

re Trust funds (including charitable) and is responsible for managing Trust funds or assets.
N.B. The figures in the accounting statements above do
not include any Trust transactions.

I certify that for the year ended 31 March 2020 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and
payments or income and expenditure basis following the
guidance in Governance and Accountability for Smaller
Authorities — a Practitioners’ Guide to Proper Practices

and present fairly the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to the authority for approval

Date

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

as recorded in minute reference:

Signed by Chairman of the meeting where the
Accounting Statements were approved
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Explanation of variances - pro forma

Name of smaller authority:

County area (Jocal councils and

Insert figures from Section 2 of the AGAR in all Blue highlighted boxes

Next, please provide full I i including numerical values, for the following that will be flagged in the

green boxes where relevant:

* variances of more than 15% between totals for individual boxes (except variances of less than £200);
« a breakdown of approved reserves on the next tab if the total reserves (Box 7) figure is more than twice the annual

preceptirates & levies value (Box 2).

2018/19 2019/20 Variance Variance

1 Balances Brought Forward

2 Precept or Rates and Levies

3 Total Other Receipts
4 Staff Costs
5 Loan Interest/Capital Repayment

6 All Other Payments

7 Balances Carried Forward 152,769 195,742

8 Total Cash and Short Term Investments

10 Total Borrowings
Rounding errors of up to £2 are tolerable

Variances of £200 or less are tolerable

£

-51,623

2,300

-29,003

1,099

-19,152

0

0

%

51%

7.08%

40.23%

11.92%

0.00%

43.87%

0.00%

0.00%

Explanation
Required?

NO

YES

NO

NO

YES

YES

from




Explanation of Variances Sheet 1

3 - Total Other Receipts

Increase in courts/football field income

Precept Support Grant
Interest

Grants received
Courts Income
allotment income
Youth Project Income
Section 106

VAT reclaim

MISC Income

6 - All Other Payments
Clerks Training

Office Expenses

Audit Fees
Professional Fees
Subscriptions
Insurance

Bank Charges
Contingency

Youth Project Costs
Grants Made
Councillor training
Elections

Chairman's Allowance
Greens

Machinary Repairs
Street Lighting Power

Street Lighting Maintenance

Playground Repairs
Capital Expenditure
Software
Neighbourhood Plan
VAT on payments
Total

18/19
200
555

460

15
1213
46,642
1,572
21,336
71993

115
1404
336
761
619
1163
54
109
12567
3291
35

3880
204
707

19
411
12336
330
1634
3795
43770

19-20

80

863
4,717
40

15

0
37,381
0

43096

446
950
700
1039
590

72

252
3008
137
200
24
6067
1047
773
19
6722
0

0

0
2458
24504

-28897

-19266



0006ST (£ xog 03 @a.8e 3snwi) sansasaa jeyo)

0
aAJas3l |RIBUDD
0006ST
00007 2@ 241ud) Ajunwwo)
000°0T  3pesddn/ieday yonn
0008 Juawsadejday Jamo
0008 apes8dn punosshe|q
000C ssleday punoisielq
000T wawdinb3 1o
000°0TT  193foud 9jdoad Suno,
:SaNIDSAI paysewes
kS 3 7

A 3y 1e sAIBS34 JO UMOpPYeaIq BuImO||0f 3y} play Alioyine By 9SNEJ( 7 X0g 32IM1 UBY] 3I0W S| / XOg
("saxoq paiysiysiy ay3 a19|dwod ases|q)

san19sad4 481y, J0} uonjeuejdxy



