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To all members of the Finance and General Purposes Committee 
Notice is hereby given, and you are summoned to attend a meeting of the Finance and General 
Purposes Committee on Wednesday 15th April 2026 at School Green Centre, at 19.30  

 
Bruce Winton, Clerk 
10th April 2026 

 
Members:  N Boyer, L James (Chair), B Johnson, N Masseron, Z Matic, I Montgomery, A Pollock,  
 D Peer 
Invited:  All other Councillors of Shinfield Parish Council 
 
Agenda 

17. Public Questions 
17.1 To RECEIVE and CONSIDER public questions 

 
18. Apologies and declarations of members’ interests 

18.1 To RECEIVE and CONSIDER approval of apologies for absence 
18.2 To RECEIVE members’ declarations of interest and Related Person Interests 

19. Update on Financial Position, context and future income streams for Sports Venues 
19.1 To RECEIVE and CONSIDER an update on the financial position for High Copse, 
         Manor Ground and Millworth Lane sports venues* 
19.2 To RECEIVE and CONSIDER the current position regarding Millworth Lane  
         Refurbishment and High Copse future development 
19.3 To RECEIVE and CONSIDER an update on Ryeish Green Pavilion Working Party to 
          identify options that may come forward for consideration 
19.4 To RECEIVE and NOTE an update on CIL* 
19.5 To RECEIVE and NOTE an update on Reserves* 
19.6 To RECEIVE and CONSIDER potential resurfacing of Millworth Lane roadway 
19.7 To RECEIVE and CONSIDER seeking VAT advice on the treatment for High Copse 
         Pavilion and Millworth Lane when refurbishment starts 
19.8 To RECEIVE and CONSIDER seeking specialist advice on whether to challenge 
         rateable values for High Copse 
19.9 To RECEIVE and CONSIDER the current Long-Term Maintenance Plan* 

 

20. Minutes of the meeting on 18th February 2026 
20.1 To APPROVE the minutes of the Finance and General Purposes Committee meeting 
  on 18th February 2026 as a correct record of the meeting*  
20.2 To CONSIDER matters arising from the meeting on 18th February 2026 



   

 

   

* Paper attached/** Paper to follow 
 

 
21. Risk Register 

21.1 To RECEIVE and CONSIDER an update on the Council Risk Register* 
 

22. Cost Apportionment 
22.1 To RECEIVE and NOTE an initial draft of the cost apportionment between core council 
and discretionary items (this item will be introduced at the meeting) 

 

23. Interim Audit Report 
23.1 To RECEIVE and CONSIDER the Interim Audit report for 2025/26* 

 

24. Financial reports 
24.1 To RECEIVE and NOTE a Bookings Report to 31st March 2026* 
24.2 To RECEIVE and NOTE a report on the bank reconciliation at 31st March 2026 
24.3 To RECEIVE and CONSIDER the forecast of outturn position as at 31st March 2026 

 

25. Corporate Governance Working Party 
25.1 To RECEIVE and CONSIDER an updated Financial Procedures* 
25.2 To RECEIVE and CONSIDER a paper proposing to amend the Standing Orders for the 
         following*: 

25.2.1 To revert to a single Vice-Chair for the Council 
25.2.2 To remove the Chair’s Allowance 

25.3 To RECEIVE and CONSIDER a debit card for Finance Manager to allow withdrawal 
         of petty cash due to the closure of the nearest bank in June. 

 

26. Land Issues 
26.1 To RECEIVE and CONSIDER a verbal update on the following items 

26.1.1 Land Registrations including list of properties 
26.1.2 Lease of Ryeish playing fields and Deardon Way Fields 
26.1.3 Parish Hall Lease 
26.1.4 Assets of Community Value 
26.1.5 Millworth Lane purchase  

 

27. Live Project Teams 
27.1 To RECEIVE and CONSIDER a summary of the current position of live project   

  teams/working parties* 
 

28. Public Art 
28.1 To RECEIVE and CONSIDER a verbal update on the Public Art project 

 

29. Capital Grant Request 
29.1 To RECEIVE and CONSIDER a capital grant application from Oakbank School* 

 

30. Microgeneration 
30.1 To RECEIVE and CONSIDER a verbal update from the Clerk regarding microgeneration 

 

31. Communication 
31.1 To RECEIVE and CONSIDER any communications received. 

  
32. Date of next Meeting 

32.1 To NOTE the date of the next scheduled meeting which is 17th June 2026 
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Minutes of a meeting of 
Finance & General Purposes Committee 
Held on Wednesday 18th February 2026 

At School Green Centre commencing at 19.30 
 

Present: Cllrs N Boyer, L James (Chair), N Masseron, Z Matic, I Montgomery & D Peer 
 
Attending: Cllr A Pollock, 

B Winton (Clerk),  
J Mason (Finance Manager)  

 
26/FGP/1  Public Questions 

 
 1.1 There were no public questions. 

 
26/FGP/2  Apologies and declarations of Members’ Interest 
 2.1 Approval of apologies for absence.  

 
Apologies had been received from Cllr Johnson. 
 

 2.2 There were no declarations of members’ interests. 
 
The Clerk drew members attention to the email exchange circulated 
earlier in the day regarding a potential breach of the Code of 
Conduct. After discussion it was agreed that the Clerk would refer 
the matter to Andrew Moulton, Service Director Governance for 
Wokingham Borough Council (WBC Monitoring Officer) for advice 
and guidance on the appropriate steps. 
 
ACTION – Clerk to refer the potential breach of the code of conduct 
to WBC’s Monitoring Officer 
 

26/FGP/3  Minutes of the Previous Meeting 
 

 3.1 The minutes of the committee meeting of 10th December 2025 were 
approved as a correct record and signed by Cllr James as Chairman 
of the Committee 
 
Proposed: Cllr Matic 
Seconded: Cllr Montgomery 
Approved: Unanimously 
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 3.2 Actions and Matters Arising 
 

25/FGP/45.1 
 

Clerk to arrange a follow up meeting with WBC Finance Officers 
regarding parish council involvement in future S106 agreements 
 
This has not yet been arranged. 
 
ACTION - Clerk to arrange a follow up meeting with WBC Finance 
Officers regarding future S106 agreements 
 

25/FGP/70.3 Clerk to amend the Risk Register to include reference to the Cafe 
 
This had been done and was on the agenda at Item 4.1 
 

25/FGP/72.3 Clerk to progress the list of major repair items with the Facilities 
Manager 
 
This was on the agenda at Item 6.3 
 

25/FGP/72.4 Finance Manager to arrange for Cllr Boyer to become a signatory 
to CCLA 
 
This had been done 
 

25/FGP/72.5 Clerk to make the application to the Football Foundation for a 
grant for fencing at High Copse 
 
The application cannot be progressed until High Copse has been 
verified as a venue on Football Foundation website. This is still 
showing as pending although should have been completed. The 
Clerk will chase the status of High Copse. 
 
ACTION - Clerk to make the application to the Football Foundation 
for a grant for fencing at High Copse 
 

25/FGP/72.6 Clerk to proceed with relocation of recycling bins at School Green 
in conjunction with WBC 
 
The Clerk will notify WBC that the funding is in place and ask the 
Facilities Manager to handle the arrangements 
 
ACTION – Clerk to confirm arrangements for the relocation of 
recycling bins at School Green with WBC 
 

25/FGP/72.7 Clerk to arrange to proceed with both consultants to prepare a 
response to PA 252498 
 
This is in progress with the deadline for responses being agreed as 
20th March 2026 
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25/FGP/73.1 Clerk to arrange proposed new Financial Regulations to be on the 
agenda for next F&GP meeting 
 
This was on the agenda at Item 7.1 
 

25/FGP/74.2 Clerk to arrange IT Working Party Meeting 
 
This has not been progressed 
 
ACTION – Clerk to arrange IT Working Party Meeting 
 

25/FGP/75.1.2 Clerk to follow up with SPC’s solicitor regarding reciprocal leases 
 
This was still with the various solicitors 
 
ACTION – Clerk to expedite the reciprocal leases 
 

25/FGP/75.1.5 Clerk to follow up with SPC’s solicitor the extinguishing of the 
Parish Hall Lease 
 
This was still in progress 
 
ACTION - Clerk to follow up with SPC’s solicitor the extinguishing 
of the Parish Hall Lease 
 

25/FGP/75.1.6 Clerk to follow up on Assets of Community Value 
 
Drafts were almost complete for High Copse Pavilion and the 
Manor Ground 
 
ACTION – Clerk to complete and submit applications for Assets of 
Community Value for The Manor Ground and High Copse Pavilion 
 

25/FGP/76.1 Clerk to bring forward rationalisation of Working Parties to next 
meeting 
 
This was on the agenda at Item 11.2 
 

25/FGP/77.1 Clerk to add to agenda for Full Council meeting on 17th December 
2025 
 
The Capital grant application had been added to the Full Council 
meeting agenda in December 2025 
 

25/FGP/79.1 Clerk to report back on the results of the Microgeneration 
inspections 
 
This was on the agenda at Item 14.1 
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26/FGP/4  Risk Register 
 

 4.1 A verbal update from the Clerk on the Shinfield Parish Council Risk 
Register 
 
The Clerk confirmed that a specific reference to the café at School Green 
Centre had been added to the Risk Register. He advised that he had no 
further recommendations for amendments to the Risk Register. 
 
Members NOTED the update. 
 

26/FGP/5  Financial Reports 
 

 5.1 A Booking Report to 31st January 2026 
 
For School Green Centre the forecast outturn for Bookings was £147.0k 
VAT Inc) against a budget of £144.0k (Up £3k – 2.1%). The strongest 
upturn in bookings had been for the Tower Room with some regular 
corporate training now taking place. 
 
Spencers Wood was now forecasting £54.7k against a budget of £51.0k 
(Up £3.7k – 7.25%) 
 
The Manor Ground was recently hired out for Special Educational Needs 
support which had not been budgeted for (£6.5k for second half of the 
year). 
 
High Copse Pavilion has taken a cautious approach to non-sport related 
bookings but now forecasting £14.6k from three regular weekday hirers 
and ad hoc bookings at the weekend in addition to the Dementia Care 
hire daytime Monday to Thursday. 
 

 5.2 Bank Reconciliation at 31St January 2026 
 
The Chair of the Committee confirmed that he had reviewed the bank 
reconciliations as at the end of January 2026 on 16th February 2026 and 
that all was in order. A copy of the signed reconciliation was presented 
to members.  
 
Members NOTED the report. 
 
Cllr Pollock asked that the notice period and interest rates for the 
accounts appeared on the reconciliation. 
 
ACTION – Finance Manager to include notice period and interest rates 
with future reconciliations 
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Cllr James requested that permission be granted to the Chair of the 
committee, Clerk and Finance Manager to move up to £200,000 to a 95-
day notice account to obtain a better rate of interest. 
 
Proposed: Cllr Montgomery 
Seconded: Cllr Boyer 
Approved: Unanimously 
 
ACTION – Finance Manager to arrange the transfer of funds 
 

 5.3 Current Year Financial Performance (2025/2026) 
 
There were no significant changes to the Forecast of Outturn provided 
to Full Council on 28th January 2026. 
 
The council would now need to pay for a further byelection in March 
2026. 
 
It was noted that the future of the café was up for discussion in March at 
Full Council.  
 
Members NOTED the report. 
 

26/FGP/6  Financial Reserves & CIL  
 

 6.1 CIL update 
 
The Chair and Clerk took members through the current position on CIL 
which is as for Full Council in January 2026.  If all items identified as 
potential CIL use were applied, then there would be a shortfall of £194k 
(before any new developments were taken into account). Cllr Boyer 
noted that provision should be made work any work required on the 
renewal of the Neighbourhood Development Plan. 
 
Members NOTED the report.  
 
ACTION – Clerk to include in CIL projection and element for renewal of 
the Neighbourhood Development Plan. 
 

 6.2 Update on reserves 
 
The Chair provided an update on reserves as at 31st January 2026. The 
General Reserve was currently £368.4k.  
 
As previously reported, the Parish Elections (£8k) and Planning (£25k) 
were expected to be depleted due to the December by-elections and the 
response to Loddon Garden Village. 
 
Members NOTED the report.  
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 6.3 Update on the Long-Term Maintenance Plan 
 
The Facilities Manager has now prepared a first draft of the LTMP, which 
lists 342 items for inclusion, ranging from flooring, lighting and lifts. Each 
has had an initial assessment of when it will need to be done and a range 
of potential cost and related expenditure e.g. hiring a scaffold.  
 
For the purpose of forecasting the highest-level figure has been used to 
provide a worst case example. 
 
These have then been used to create initial projections on when funds 
may need to be drawn down. This includes initial estimates of how often 
items may recur within the 20-year range considered.  
 
The next stage will be to refine the initial list further e.g. narrowing 
down time frames, costs and likelihood of recurrence. 
 
In addition to this, projections of the required contribution to the LTMP 
have been made. At this stage contributions would need to rise to 
£150,000 p.a. all other things being equal. 
 
It is essential that the council keeps on top of routine maintenance as 
this will help extend the life of all assets and equipment. 
 
Members NOTED the report 
 
ACTION – Clerk and Facilities Manager to develop more refined version 
of the LTMP 
 

26/FGP/7  Corporate Governance Working Party 
 

 7.1 A verbal update from Corporate Governance Working Party in respect of 
the Financial Regulations 
 
Cllr Masseron advised that the financial regulations would be ready for 
consideration at the April meeting of the committee. 
 
ACTION – Clerk to add the draft Financial Regulations as an agenda item 
for the April Finance & General Purposes Committee meeting 
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    7.2 A paper with clarifications to the Standing Orders and the consequent 
confirmation of councillors to committees 
 
Members considered proposals from the Clerk for amendments to the 
Standing Orders. 
 
It was proposed to strike out Recommendation 2 in the report 
 
Proposed: Cllr Boyer 
Seconded: Cllr Montgomery 
Approved: Unanimously 
 
ACTION – Clerk to strike out Recommendation 2 of proposed updates to 
Standing Orders 
 
It was proposed that Recommendation 3 was amended to clarify that 
Full Council may remove a councillor from membership of a specific 
committee for a breach of the code of conduct or where necessary to 
balance the number of members on committees 
 
Members agreed to recommend the report to Full Council as amended 
 
Proposed: Cllr Boyer 
Seconded: Cllr Matic 
Approved: Unanimously 
 
Cllr James invited Cllr Pollock to join the committee as the terms of 
reference allow up to two members to be appointed for the experience 
in finance and accountancy. Cllr Pollock accepted.  
 
ACTION – Clerk to add the amended recommendations on updates to 
the Standing Orders to the agenda for Full Council 
 
ACTION – Clerk to add the ratification of councillors to committees to 
the agenda for Full Council 
 

26/FGP/8  Land Issues 
 

 8.1 The Clerk provide an update as follows: 
 
8.1.1 – Land Registration.  
There were no updates on the Land Registrations 
 
8.1.2 – Leases for Ryeish Playing Fields and Deardon Way Fields. The 
Clerk would expedite this matter 
 
8.1.3 – Community Space in the North. St Barnabas were delighted with 
the award of the capital grant and thanked the council for their support. 
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8.1.4 – Ryeish Green Pavilion Working Party. Cllr Masseron advised that 
the work was progressing steadily. 
 
8.1.5 – Extinguishing of Parish Hall Lease. There was no update on this 
matter.  
 
8.1.6 – Assets of Community Value. The applications for the Manor 
Ground and High Copse Pavilion were almost ready to be submitted. 
These sites were only vulnerable if there was a break in the current 
leases between University of Reading and Shinfield Parish Council. 
 
8.1.7 – Fitness Centre element at Millworth Lane. The planning approval 
for this work requires an archaeological investigation of the site which is 
scheduled to take place in March 2026 after which the build could start.  
 

 8.2 Any areas of land potentially suitable for acquisition 
 
Nothing to add. It was agreed that this item would be dropped from the 
agenda for future meetings. 
 
ACTION – Clerk to remove the recurring item “Any areas of land 
potentially suitable for acquisition” from the agenda for future meetings 

   
26/FGP/9  School Green Centre 

 
 
 

9.2 Quotes for installation of microphones and cameras for remote meetings 
in Tower room and mobile use in other room in the centre 
 
The total request for Tower Room and mobile equipment for ground 
floor was £11,800 based on a November 2025 quote. This would 
facilitate the ability to stream meetings and hold hybrid meetings as and 
when they were permitted for council meetings. It would also be 
possible to charge for the equipment when used by room hirers. 
 
It was agreed to make available up to £15,000 from General Reserves to 
acquire this equipment. 
 
Proposed: Cllr Matic 
Seconded: Cllr Boyer 
Approved: Unanimously 
 

 9.3 Potential costs of remedial work to fire doors at School Green Centre 
 
The Clerk advised that an audit on fire doors in the School Green Centre 
had identified up to £15,000 of remedial work that may be required. The 
Clerk had commissioned the work on the door leading to Pound Green 
corridor as this was marked as an immediate risk (assessed as “Door 
failed” bottom of page 2 of contractor’s report).  
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The other work was being followed up with the supplier and the 
architects as these doors should not be in this condition after only 5 
years of use.  
 
Members NOTED the potential call on the LTMP. 
 
ACTION – Clerk and Facilities Manager to follow up repairs to the School 
Green Fire Doors 
 

26/FGP/10  WBC request for funding for Bus Services 
 

 
 

10.1 A request from WBC for funding towards bus services within the parish 
 
Members considered the request for additional funding from bus 
services within the parish and consider existing utilisation rates provided 
by WBC for the #600 service. Members felt that there was very little 
justification for the additional funding being suggested for the #600. The 
matter would be referred to Full Council on 25th February, but the 
recommendation of F&GP was not to support funding. 
 
Proposed: Cllr James 
Seconded: Cllr Peer 
Approved: Unanimously 
 

26/FGP/11  Live Project Teams 
 

 11.1 A summary of the current position of the live project teams.  
 
Members NOTED the update  
 

 11.2 Potential rationalisation of Working Party list 
 
The Clerk proposed the following rationalisation of Working Parties: 
 Art Exhibition - Largely run without a WP input this year 
 Shinfield North – Defer until Community Engagement Officer is 

in post 
 School Green – Will be completed once the relocation of bins 

has been completed 
 Engagement – Defer until Community Engagement Officer is in 

post 
 
Also to add Allotments Working Party when active 
 
Proposed: Cllr Matic 
Seconded: Cllr Montgomery 
Approved: Unanimously 
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26/FGP/12  Grants 

 
 12.1 

 
 

Arrangements for grant application scheme for 2026 
 
Members agreed to repeat the process used in 2025 and approved the 
suggested timetable. 
 
Proposed: Cllr James 
Seconded: Cllr Boyer 
Approved: Unanimously 
 

26/FGP/13  Public Art 
 

 13.1 A Verbal update on the Public Art Project. 
 
Three shortlisted artists have been invited to carry on the next stage (2 
have accepted and waiting to hear from the third). 
 
SPC will go public with the shortlisted items as part of the art exhibition 
 
A selection panel was scheduled for the end of April 2026 
 

26/FGP/14  Microgeneration 
 

 14.1 The Clerk advised that the last inspection had taken place the previous 
Friday and he expected to receive the first buildings report shortly. 
 
ACTION – Clerk to report back on the results of the Microgeneration 
inspections. 
 

26/FGP/15  Communication 
 

 15.1 National Association of Local Council had reported that parish and town 
councils are excluded from referendum principles on excessive council 
tax. 
 

 15.2 Peninsula as part of their Health & Safety support to the council 
conducted an audit of School Green Centre last week. They reported no 
“Red” (immediate action) items and 69 Green (no action) items. Of the 
remaining 19 items marked Amber they mostly related to being able to 
easily access the paperwork evidence inspections etc. In other words not 
showing our workings. The Finance Manager has been instructed to 
resolve these in the next 4 weeks (ahead of a 6-week period set by the 
H&S Auditor). 
 

26/FGP/16  Date of Next Meeting 
 

 16.1 Next meeting was scheduled for 15th April 2026 
 

The meeting ended at 21.25
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List of Actions 
 

25/FGP/45.1 Clerk to arrange a follow up meeting with WBC Finance Officers 
regarding future S106 agreements 

Clerk 

25/FGP/72.5 Clerk to make the application to the Football Foundation for a 
grant for fencing at High Copse 

Clerk 

25/FGP/72.6 Clerk to confirm arrangements for the relocation of recycling bins 
at School Green with WBC 

Clerk 

25/FGP/74.2 Clerk to arrange IT Working Party Meeting Clerk 

25/FGP/75.1.2 Clerk to expedite the reciprocal leases Clerk 

25/FGP/75.1.5 Clerk to follow up with SPC’s solicitor the extinguishing of the 
Parish Hall Lease 

Clerk 

25/FGP/75.1.6 Clerk to complete and submit applications for Assets of Community 
Value for The Manor Ground and High Copse Pavilion 

Clerk 

26/FGP/2.2 Clerk to Refer the potential breach of the Code of Conduct to 
WBC’s Monitoring Officer 

Clerk 

26/FGP/5.2 Finance Manager to include notice period and interest rates with 
future reconciliations 

Finance 
Manager 

26/FGP/5.2 Finance Manager to arrange the transfer of funds 
 

Finance 
Manager 

26/FGP/6.1 Clerk to include in CIL projection and element for renewal of the 
Neighbourhood Development Plan 

Clerk 

26/FGP/6.3 Clerk and Facilities Manager to develop more refined version of the 
LTMP 

Clerk 
Fac. Mgr 

26/FGP/7.1 Clerk to add the draft Financial Regulations as an agenda item for 
the April Finance & General Purposes Committee meeting 

Clerk 

26/FGP/7.2 Clerk to strike out Recommendation 2 of proposed updates to 
Standing Orders 

Clerk 

26/FGP/7.2 Clerk to add the amended recommendations on updates to the 
Standing Orders to the agenda for Full Council 

Clerk 

26/FGP/7.2 Clerk to add the ratification of councillors to committees to the 
agenda for Full Council 

Clerk 

26/FGP/8.2 Clerk to remove the recurring item “Any areas of land potentially 
suitable for acquisition” from the agenda for future meetings 

Clerk 

26/FGP/9.3 Clerk and Facilities Manager to follow up repairs to the School 
Green Fire Doors 

Clerk 
Fac. Mgr 

26/FGP/14.1 Clerk to report back on the results of the Microgeneration 
inspections 

Clerk 
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Claire Connell MA, ACA, CTA 
Chartered Accountant and Chartered Tax Adviser 86 Silverdale Road 

 Earley 

 Reading RG6 7LT 

 Tel: 0118 966 9706 

 Email: accounts@claireconnell.co.uk 
Mr Bruce Winton 

Chief Executive Officer 

Shinfield Parish Council 

Shinfield Green Centre 

School Green 

Shinfield 

Berkshire RG2 9EH 

 

31st March 2026 

 

 

Dear Bruce 

 

Internal audit for the year ended 31st March 2026 – interim report  

 

Local councils are required to have an internal audit of their accounting records and their system of 
internal control by Regulation 5 of the Accounts and Audit Regulations 2015. During my interim visit 
in February 2026 I reviewed the financial systems and controls for the year to date.  
 
My internal audit testing was based on the guidelines included in the 2025 edition of the Joint Panel 
on Accountability and Governance Practitioners’ Guide. This document contains the proper 
accounting and governance practices referred to in statute, together with other non-mandatory 
guidance and examples, including the best practice guidance relating to internal audit.  
 
Initial discussions established whether there were any changes to the internal controls in place and 
a series of tests using the financial records, vouchers, minutes, previous audit reports etc were 
conducted to establish the effectiveness of the controls. 
 
A final visit will take place after the year end to review risk management, the year-end accounts and 
related documentation. 
 

General Comments 

Specific comments below are in the order of the headings in section 1 of the Annual Return. 
Controls remain very strong.  
 
The notice of conclusion was not published before the deadline of 30th September and it did not 
have the external audit report attached to it and thus I will need to state that control objective N has 
not been met. This is clearly an administrative error and I do not believe it is indicative of wider 
problems. 

Assertion 10 – digital and data compliance 

There is a new assertion that is being added to the Annual Governance Statement for the year ended 
31st March 2026 with the wording “We have put in place arrangements for the effective IT and data 
management in accordance with proper practices during the year under review”. A new internal 
control objective O will be added to the internal audit report within the AGAR with the wording “The 
authority has complied with laws, regulations & proper practices relating to digital and data 
compliance”.  
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I discussed the Council’s progress in meeting this assertion in correspondence with the Clerk and 
during my visit. The Council officers have undertaken training and are taking action to ensure that 
the Council will meet these requirements by the end of this financial year. The website meets the 
accessibility requirements and an IT policy has been adopted by the Council.  

Detailed report 

As part of the testing I checked: 

A Appropriate accounting records have been properly kept throughout the year 

 • The accounts are maintained on RBS Omega and kept up-to-date. This is designed for 
local councils and has integrated allotment and bookings packages.  

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

 • A sample of payment invoices was checked to ensure that they had been approved, 
correctly paid and VAT treated correctly. No errors were found. 

• Some larger items of expenditure were reviewed to ensure that procedures for obtaining 
multiple quotations had been followed. Multiple quotations have been obtained for large 
purchases but this was not always clear from the minutes. 

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

 • Standing Orders and Financial Regulations were reviewed. Standing Orders were 
updated in June 2025.  

• The Financial Regulations were last updated in 2018 and I understand work is being 
undertaken to update these. 

• The risk register was formally approved in May 2025 and since then regular updates have 
been provided to the F&GP committee during the year. 

• Council minutes were scrutinised. 

 Observations and outstanding audit work: 

➢ Insurance cover will be reviewed at a later visit.  

D The Precept resulted from an adequate budgetary process, progress against the 
budget was regularly monitored, and reserves were appropriate 

 • The reporting of financial results and monitoring of actual against budget was reviewed.  

• The budget setting process for 2026-27 was complete at the time of my visit. It is clear 
that the budget process has once again been thorough and included a consideration of 
ongoing earmarked reserve requirements in addition to the planned budget for the 
forthcoming year. 

 Outstanding audit work: 

➢ Final out-turn against budget will be reviewed at the final visit 

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

 No significant issues arose during the review and testing of income controls.  

The following income streams were reviewed:  

• The precept was agreed to Council minutes and bank statements 

• CIL income was agreed to bank statements  
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• Hall hire, rental income and allotment income were reviewed and test checks carried 
out. 

• Other income streams such as the cinema and youth club were also reviewed. 

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

 • Petty cash expenditure is small and controlled. Receipts are available to support the 
expenditure. 

G Salaries to employees and allowances to members were paid in accordance with the 
authority’s approvals and PAYE/NI requirements were properly applied 

 • Payroll continues to be prepared in house and appears well controlled. 

• The pay for one month was reviewed. A sample of employees was picked and deductions 
checked. No problems arose. 

H Asset and investments registers were complete, accurate and properly maintained 

 ➢ The fixed asset register is maintained in Rialtas and will be reviewed after the year end. 

I Periodic bank reconciliations properly carried out during the year 

 • Bank reconciliations are prepared on a monthly basis. 

• Bank reconciliations have been reviewed by a Councillor on a bi-monthly basis and this 
is reported to the F&GP committee. 

J Accounting statements prepared during the year were prepared on the correct 
accounting basis (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 recorded. 

 ➢ These will be reviewed at my visit in June 2026. 

K If the authority certified itself as exempt from a limited assurance review in 2024/25 It 
met the exemption criteria and correctly declared itself exempt 

 • Not applicable – the Council was subject to a limited assurance review in 2024/25. 

L The authority published the required information on a website/webpage up to date at 
the time of the internal audit in accordance with the relevant legislation 

 • The AGARs for the past five years are available on the Council website in accordance 
with the requirements of the Accounts and Audit Regulations 2015. 

• The Council website has a dedicated page with transparency information clearly 
available.   

M 
The authority, during the previous year (2024/25) correctly provided for the period 
for the exercise of public rights as required by the Accounts and Audit Regulations 

 • The exercise was advertised on the website in advance of the period commencing.  

• The exercise was carried out for the correct number of days and included the first 10 
working days of July as required. 

N The authority has complied with the publication requirements for the 2024/25 AGAR 

 • The notice of conclusion was published in October after the deadline of 30th September 
and it did not have the external audit report attached to it. 
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 Conclusion: 

The Council did not comply with the publication requirements for the 2024/25 AGAR. 

O The authority has complied with laws, regulations & proper practices relating to 
digital and data compliance 

 This is a new control objective for 2025/26 which is linked to the new assertion 10 on the 
Annual Governance Statement.  

The Council appears to be on track for meeting this assertion. 

P The council met its responsibilities as a trustee of trust funds 

 • Shinfield Parish Council is not a trustee of any trust funds.  

 

**************************************************************************************************************** 

I trust that these comments are self-explanatory, but please do not hesitate to contact me if 

councillors would like further details. I should like to thank the Council staff for their assistance during 

my visit. 

Yours sincerely 

 

 

Claire Connell 









 

Shinfield Parish Council – Financial Regulations – Review 2025/2026 

 

Guidelines to the review of the Model Financial Regulations NALC (March 2025) 

Each individual financial regulation was reviewed using the following criteria; 

1. Clear intention & meaning. 
2. Ease of understanding. 
3. Application in view of current practices. 

 

Model Financial Regulations NALC(March 2025) 

1. This document is a model for councils of all sizes to use to develop their own 
financial regulations, suitable for the size of the council and the activities it 
undertakes. 

2. Bold text indicates legal requirements, which a council cannot change or 
suspend.  

3. Each council needs to adapt the model to suit its size and structure. 
 

Shinfield Parish Council revised Financial Regulations (2025/2026) 

1. Wording highlighted in blue indicate amendments made to fit the council’s 
circumstances. 

2. Wording highlighted in yellow indicate fundamental changes to the Model 
Financial Regulations or introduction of a new financial regulation.  

3. Regulations NOT highlighted remain unchanged from the Model Financial 
Regulations. 
 

The Model Financial Regulations (March 2025) are provided to enable an easy comparison. 

 
 

Recommendations  

1. Shinfield Parish Council adopts the revised Financial Regulations. The Council 
currently does not follow the Model Financial Regulations which are highlighted in the 
revised Financial Regulations. Should the Council decided against adopting the 
revised Financial Regulations, as adapted, and instead adopts the Model Financial 
Regulations, the Council will knowingly be in breach of its own financial regulations – 
this is not recommended. 
 

2. There is no regulation included for the release of reserve funds. The Council should 
consider the process by which these funds are released and a new regulation to 
cover this added in the future. 
 

3. Risk Management Policy – The Financial Regulations require this policy and it is 
recommended that the Council establishes and adopts a Risk Management Policy as 
required. 
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MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS 
 
 
This Model Financial Regulations template was produced by the National Association of 

Local Councils (NALC) in March 2025 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 responsibility for errors, omissions and 

changes to information subsequent to publication. 

Notes to assist in the use of this template: 

1) This document is a model for Councils of all sizes to use to develop their own financial 

regulations, suitable for the size of the Council and the activities it undertakes. 

2) Bold text indicates legal requirements, which a Council cannot change or suspend. 

3) For the rest, each Council needs to adapt the model to suit its size and structure.  For 

example, some Councils have both a clerk and RFO, possibly with several more staff, 

while others have a single employee as clerk/RFO.  Some Councils have committees, 

some have a high level of delegation and some make all decisions at full Council 

meetings.  Many now use online payment methods, but others still rely on cheques. 

4) Curly brackets indicate words, sentences or sections that can be removed if not 

applicable, or amended to fit the Council’s circumstances.  An example of this is the 

phrase {or duly delegated committee}, which can be deleted if there are no committees. 

5) Specific areas that may need adapting: 

a) In 1.5 – is the Clerk the RFO? 

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales 

c) In section 4, does the Council have committees and how many years are forecast?  

d) In 5.6, does the Council issue an open invitation to tender, or invite specific firms? 

e) In 5.9, are online prices acceptable evidence? 

f) In 5.13, 5.15 and 5.17, does the Council have committees? 

g) In 5.16, will a Councillor ever be instructed to place an order? 

h) In 5.20, is there a minimum level for official orders? 

i) Section 6 includes several alternatives to cover delegation to committees or to 

officers, approval of invoices individually or in batches, or for approval of regular 

contractual payments at the beginning of the year. 

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where 

the clerk is a signatory.  These are intended to allow a Council’s financial regulations 

to fit what they actually do, not to force any Council to change what they do. 

k) Section 10 gives two alternatives, with or without petty cash. 

l) 13.6 has alternatives for VAT-registered and unregistered Councils – only use one. 

m) 13.7 and 13.8 are removable if they don’t apply to the Council. 
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n) Much of Section 16 can be deleted if not applicable. 

o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?   

6) Square brackets indicate where the Council needs to specify who, or how much, or what 

the timescale is.  For example [£500] might need to be £100, or [October] might need to 

be November, or [the Council] might need to say the Policy and Resources Committee. 

a) In 4.1 and 4.7, select the wording for England or Wales, based on your location. 

b) In Section 4, the Council needs to determine the timescale for its budget setting.   

7) It is challenging to try to offer guidance on setting financial limits.  A Council spending 

£1,000 a year is unlikely to delegate authority to spend £500 to its proper officer, but one 

spending £5 million a year might regard £5,000 as a reasonable limit.  Each Council 

needs to determine its own limits, that help, rather than hinder, its operations.      

8) Key limits to set: 

a) In 5.6, at what limit will the Council require a formal tender process to ensure fair 

competition, rather than just asking for quotes?  If this is set too low, it may 

discourage suppliers.  Many small Councils might only use formal tenders once every 

few years. 

b) In 5.8, at what limit will the Council require fixed-price quotes rather than estimates? 

c) In 5.9, at what level can smaller purchases be made without competition? 

d) In 5.15, at what level can purchases be made under delegated authority (having 

complied with the rules about obtaining prices)? 

e) In 5.18, how much can the clerk commit to spending in an emergency? 

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be 

authorised by an officer under delegated authority as a general principle, or only to 

avoid problems? 

g) In Section 9, what are the limits for card payments? 

h) In 16.5, what value of assets can be bought or disposed of, without seeking Council 

approval? 

9) The contents list is a table that extracts section headings from the document.  It can be 

updated by clicking on the contents list, whereupon a tab saying “update table” appears 

at the top of the list.  

10) Once this model has been tailored to fit the Council’s needs, the resulting Financial 

Regulations (with the insertion of the Council’s name at the top) should be adopted at a 

meeting of the full Council.  The date of adoption should be inserted below the Contents.  

Any subsequent proposal for amendment should also be made to the full Council. 

11) The Council should keep abreast of developments in legislation that affect the local 

Council sector and should review and update its Financial Regulations annually. 

12) Please ensure that the latest approved version is published on the Council’s website. 
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Shinfield Parish Council Financial Regulations 

Contents 

1. General .......................................................................................................................................... 4 

2. Risk management and internal control ..................................................................................... 6 
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4. Budget and precept ..................................................................................................................... 9 
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These Financial Regulations were adopted by the Council at its meeting held on [enter date]. 
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1. General 

1.1. These Financial Regulations govern the financial management of the Council and 

may only be amended or varied by resolution of 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: 

 ‘Accounts and Audit Regulations’ means the regulations issued under Sections 

32, 43(2) 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 electronic transaction to take 

place. 

 “Authorise” refers to a decision by the Council, or a committee or an officer, to 

allow something to happen. 

 ‘Proper practices’ means those set out in The Practitioners’ Guide  

 Practitioners’ Guide refers to the guide issued by the Smaller Authorities Proper 

Practices Panel (SAPPP) (formerly Joint Panel on Accountability and 

Governance (JPAG)) and published by National Association of Local Councils 

 ‘Must’ and bold text refer to a statutory obligation the Council cannot change.  

 ‘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; 

 acts under the policy direction of the Council; 

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

 determines on behalf of the Council its accounting records and control systems; 

 ensures the accounting control systems are observed; 

 ensures the accounting records are kept up to date; 

 seeks economy, efficiency and effectiveness in the use of Council resources; 
and 

 produces financial management information as required by the Council. 
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1.6. The Council must not delegate any decision regarding: 

 setting the final budget or the precept (Council tax requirement); 

 the outcome of a review of the effectiveness of its internal controls 

 approving accounting statements; 

 approving an annual governance statement; 

 borrowing; 

 declaring eligibility for the General Power of Competence; and 

 addressing recommendations from the internal or external auditors  

1.7. In addition, the Council shall: 

 Determine and review the bank mandate for all Council bank accounts annually 

after the election of committee chairs. 

 Four Bank Mandate holders must be confirmed at each Annual Meeting. 

 Existing mandate holders may offer to continue as a mandate holder until 

such time as they leave the council.  

 Mandate holders must be willing and able to confirm payments both 

electronically and in person. 

 The RFO and the Finance Manager shall also be mandate holders 

 The RFO and Finance Manager should only act as a co-signatory to 

payments where 

1. Only one councillor mandate holder is available and 

2. The payment is urgent 

 Due to their role in checking bank statements the Chair and Vice-Chair of 

Finance & General Purposes shall not be mandate holders 

 Authorise  

 Any grant in excess of £5,000 

 Or a single commitment in excess of £10,000 

1. This shall not apply to projects which have already been approved by 

Council and the commitment is within the project budget 

2. Any overspend would require approval by Council  
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2. Risk management and internal control 

2.1. The Council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2. The Clerk shall prepare, for approval by Finance & General Purposes Committee, a 

risk management policy covering all activities of the Council. This policy and 

consequential Strategic Risk Register shall be reviewed by the Council at the 

Annual Council Meeting.  

2.3. When considering any new activity, the Clerk [with the RFO] shall prepare a draft 

risk assessment including risk management proposals for consideration by the 

Council. 

2.4. At least once a year, the Council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

 ensure that risk is appropriately managed;  

 ensure the prompt, accurate recording of financial transactions; 

 prevent and detect inaccuracy or fraud; and 

 allow the reconstitution of any lost records; 

 identify the duties of officers dealing with transactions and  

 ensure division of responsibilities. 

2.6. At each Finance & General Purposes Committee meeting, and at each financial 

year end, the Chair of Finance & General Purposes Committee is required to verify 

bank reconciliations (for all accounts) produced by the Finance Manager. The Chair 

of F&GP shall sign and date the reconciliations and the original bank statements (or 

similar document) as evidence of this. This activity, including any exceptions, shall 

be reported to and noted by the Finance & General Purposes Committee . 

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. 
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3. Accounts and audit 

3.1. All 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 

reasonable accuracy at any time.  In particular, they must contain: 

 day-to-day entries of all sums of money received and expended by the 

Council and the matters to which they relate; 

 a record of the assets and liabilities of the Council; 

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

accounting statements in the Annual Governance and Accountability Return. 

3.4. The RFO shall complete and certify 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 that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the Council must make available such documents 

and records as the internal or external auditor consider necessary for the 

purpose 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 determine the effectiveness of the Council’s risk management, control and 

governance processes in accordance with proper practices specified in the 

Practitioners’ Guide. 

3.8. The Council shall ensure that the internal auditor: 

 is competent and independent of the financial operations of the Council; 

 reports to Council in writing, or in person, after the interim and final audits during 

each financial year; 

 can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from family 

relationships; and 

 has no involvement in the management or control of the Council 
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3.9. Internal or external auditors may not under any circumstances: 

 perform any operational duties for the Council; 

 initiate or approve accounting transactions; 

 provide financial, legal or other advice including in relation to any future 

transactions; or 

 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 avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. The RFO shall make arrangements 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 2014, 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 external auditors. 

3.13. Councillors may report matters of financial concern to the internal auditor for 

investigation. 
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4. Budget and precept 

4.1. Before setting a precept, the Council must calculate its Council tax  

requirement for each financial year by preparing and approving a budget, in 

accordance with The Local Government Finance Act 1992 or succeeding 

legislation. 

4.2. The staffing structure for the next financial year shall be approved by the Staffing 

Committee in November. Budgets for salaries and wages, including employer 

contributions shall be reviewed by the Finance & General Purposes Committee no 

later than December for the following financial year and included in the annual 

budget for approval by the Council in January. The budget shall also include a 

projection of staff costs (at current rates) for the following three years. 

4.3. No later than December each year, the RFO shall prepare a draft budget with 

detailed estimates of all income and expenditure for the following financial year 

along with a forecast for the following three financial years, 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 partially completed projects may only be 

carried forward, by placing them in an earmarked reserve, with the formal approval 

of the Finance & General Purposes Committee. 

4.5. Each committee shall review its draft budget and submit any proposed amendments 

to the Finance & General Purposes Committee not later than the end of November 

each year.  

4.6. The draft budget with any committee proposals and three-year forecast, including 

any recommendations for the use or accumulation of reserves, shall be considered 

by the Finance & General Purposes Committee and a recommendation made to the 

Council. 

4.7. Having considered the proposed budget and three-year forecast, the Council shall 

determine its Council tax requirement. The Council shall set a precept for this 

amount no later than the end of January for the ensuing financial year.   

4.8. Any member with Council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 

Finance Act 1992 and must disclose at the start of the meeting that Section 

106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February or earlier if requested by the billing authority. The RFO shall 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. The Chair of the 

Finance & General Purposes committee shall report on budget monitoring at the 

next Full Council meeting after each committee meeting. 

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

Council. 
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5. Procurement 

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

times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. Value for money refers to efficiency, economy and 

effectiveness. The Council shall not be obliged to accept the lowest or any tender, 

quote or estimate 

5.2. The Council has adopted the General Power of Competence (in May 2023). Should 

the council be without the General Power of Competence, the RFO should verify 

the lawful nature of any proposed purchase before it is made and in the case of new 

or infrequent purchases, should ensure that the legal power being used is reported 

to the meeting at which the order is authorised and also recorded in the minutes.  

5.3. Every procurement contract shall comply with the Council’s Standing Orders and 

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

emergency.  

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of 

The Procurement Act 2023 and The Procurement Regulations 2024 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 5.12) obtain prices as follows:  

5.6. For contracts estimated to exceed £60,000 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 estimated to be over £30,000 including VAT, the Council must 

comply with any requirements of the Legislation regarding the publication of 

invitations and notices. 

 

5.8. For contracts greater than £5,000 excluding VAT the RFO shall seek at least three 

fixed-price quotes. 

5.9. Where the value of a contract is between £500 and £5,000 excluding VAT, the RFO 

shall try to obtain three estimates which might include evidence of online prices, or 

recent prices from regular suppliers. 

5.10. For purchases less than £500, the RFO shall seek to achieve value for money. 

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

 

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

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

i. specialist services, such as legal professionals acting in disputes; 
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ii. repairs to, or parts 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 are sold at a 

fixed price. 

5.13. When applications are made to waive the provision of section 5 of the financial 

regulations the reason should be set out in a recommendation to the Council and 

approved by a resolution. Avoidance of competition is not a valid reason.  

5.14. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

 The RFO, under delegated authority, for any items below £5,000 excluding VAT.  

 The RFO, in consultation with the Chair of the Finance & General Purposes 

Committee, for any items above £5,000 excluding VAT. 

 

 Any sum above £5,000 outside of an agreed budget, must be approved by the 
Council. 

 

 A duly delegated committee of the Council for all items of expenditure within 

their delegated budgets for items under £5,000 excluding VAT 

 In respect of grants, a duly authorised committee within any limits set by Council 

and in accordance with any policy statement agreed by the Council. 

 

Such authorisation must be supported by a minute (in the case of Council or 

committee decisions) or other auditable evidence trail. 

5.15. No individual member, or informal group of members may issue an official order or 

make any contract on behalf of the Council. 

5.16. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the Council or a duly delegated committee 

acting within its Terms of Reference except in an emergency. 

5.17. An emergency is a situation which causes serious risk to the delivery of Council 

services, to public safety on Council premises or the protection of council assets. In 

these circumstances, the Clerk may authorise expenditure of up to £5,000 

excluding VAT on repair, replacement or other work that in their judgement is 

necessary, whether or not there is any budget for such expenditure. The Clerk shall 

report such action to the Chair as soon as possible and to the Council as soon as 

practicable thereafter. 

5.18. No expenditure shall be authorised, no contract entered into, or tender accepted in 

relation to any major project, unless the Council is satisfied that the necessary 

funds are available and that, where a loan is required, Government borrowing 

approval has been obtained first. 

5.19. A purchase order or letter shall be raised for all work, goods and services above 

£5,000 excluding VAT unless a formal contract is to be prepared or a purchase0l 
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order would not be practical. Copies of purchase orders shall be retained, along 

with evidence of receipt of goods. 

5.20. Any ordering system can be misused. Therefore access to the Council’s ordering 

system shall be controlled by the RFO. The RFO shall list those individuals who 

may request a purchase order to be raised by the Finance Manager. The current list 

is: Clerk, Deputy Clerk and Facilities Manager. 

5.21. Where the council has resolved to co-fund a project then, if the council is the lead 

partner, all above procurement requirements will apply. Where another council or 

organisation is the lead on the project the RFO shall ensure that body applies 

similar checks and balances 

5.22. Where the council has chosen to make a grant award to an organisation (including 

capital grants) each recipient should comply with the councils grant awarding policy 

and the RFO shall ensure that recipients have in place a mechanism for ensuring 

the award is used for the purpose granted and the recipient ensures Value for 

Money from the grant. 
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6. Banking and payments 

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 

arrangements shall be reviewed annually by Finance and General Purposes 

Committee each April committee for security and efficiency.  

6.2. The Council must have safe and efficient arrangements for making payments, 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 online 

authorisation or dual cheque signing. Even where a purchase has been authorised, 

the payment must also be authorised and only authorised payments shall be 

approved or signed to allow the funds to leave the Council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the Council before being certified by the RFO. Where the certification of invoices 

is done as a batch, the batch list of invoices shall be signed by the RFO to confirm 

that all invoices listed have been ‘examined, verified and certified’ by the RFO. 

6.4. Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of employment) may be summarised to avoid disclosing 

any personal information.  

6.5. All payments shall be made by online banking/credit card/cheque, in accordance 

with a resolution of the Council or duly delegated committee or a delegated decision 

by an officer, unless the Council resolves to use a different payment method. 

6.6. For each financial year the RFO will draw up a schedule, within the annual budget,  

of regular payments due in relation to a continuing contract or obligation (such as 

Salaries, PAYE, National Insurance, pension contributions, rent, rates, regular 

maintenance contracts and similar items), which the Council will be asked to 

authorise in advance for the year.   

Model 6.7 removed 

6.7. A list of such payments shall be reported to the next appropriate meeting of the 

Council for information only. 

6.8. The Clerk and RFO shall have delegated authority to authorise payments in the 

following circumstances: 

Model 6.9.i removed as was a duplicated elsewhere 

i. payments of up to £5,000 excluding VAT in cases of serious risk to the 

delivery of Council services or to public safety on Council premises.  

ii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998 or to comply with contractual terms, 

where the due date for payment is before the next scheduled meeting of the 

Council, where the RFO certifies that there is no dispute or other reason to 
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delay payment, provided that a list of such payments shall be submitted to the 

next appropriate meeting of Council.  

iii. Fund transfers within the Councils banking arrangements up to the sum of 

£100,000, provided that a list of such payments shall be submitted to the next 

appropriate meeting of Council or Finance & General Purposes Committee. 

6.9. The RFO shall present a schedule of payments requiring authorisation, forming part 

of the agenda for the meeting, together with the relevant invoices, to the Council. 

The Council shall review the schedule for compliance and, having satisfied itself, 

shall authorise payment by resolution. The authorised schedule shall be initialled 

immediately below the last item by the person chairing the meeting. A detailed list of 

all payments shall be disclosed within or as an attachment to the minutes of that 

meeting. 
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7. Electronic payments  

7.1. Where internet banking arrangements are made with any bank, the Finance 

Manager shall be appointed as the Service Administrator. The bank mandate 

agreed by the Council shall identify a minimum of three and a maximum of four 

Councillors plus the RFO and Finance Manager who will be authorised to approve 

transactions on those accounts and a minimum of two people will be involved in any 

online approval process.   

7.2. All authorised signatories shall have access to view the Council’s bank accounts 

online.  

7.3. No employee or Councillor shall disclose any PIN or password, relevant to the 

Council or its banking, to anyone not authorised in writing by the Council or a duly 

delegated committee 

7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval (comprising any of the following; the List of Purchase Ledger 

Payments, damage deposit returns, payroll and grants) shall be sent by email to 

two authorised signatories which shall vary for each payment run.  

7.5. In the prolonged absence of the Service Administrator, the RFO shall set up any 

payments due before the return of the Service Administrator. 

7.6. Two Councillors who are authorised signatories shall check the payment details 

against the invoices/Purchase Ledger Schedule before approving each payment 

using the online banking system. 

7.7. Evidence shall be retained showing which members approved the payment online. 

and a printout of the transaction confirming that the payment has been made shall 

be appended to the invoice for audit purposes. 

7.8. A full list of all payments made in a month shall be provided to the next Council 

meeting and included in the agenda pack for that meeting. 

7.9. With the approval of the Council in each case, regular payments (such as gas, 

electricity, telephone, broadband, water, National Non-Domestic Rates, refuse 

collection, pension contributions and HMRC payments) may be made by variable 

direct debit, provided that new instructions are approved (giving permission to the 

Clerk to sign the direct debit) by two authorised members. The approval of the use 

of each variable direct debit shall be reviewed by the Council every year at the 

Annual Council meeting.  

7.10. Payment may be made through online banking or CHAPS by resolution of the 

Council provided that each payment is approved by two authorised bank 

signatories, evidence is retained and any payments are reported to the Council at 

the next meeting unless specifically required by Council to use another form of 

payment.  

7.11. If thought appropriate by the Council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are signed or approved 

online by two members, evidence of this is retained and any payments are reported 
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to Council when made. The approval of the use of a banker’s standing order shall 

be reviewed by the Council every year at the Annual Council meeting.  

7.12. New account details for suppliers, and variations to those details, may only be 

created or amended upon written notification by the supplier verified by the RFO 

and an authorised signatory. This is a potential area for fraud and the individuals 

involved should ensure that any change is genuine.  Data held should be checked 

with suppliers every two years.  

7.13. Members and officers shall ensure that any computer used for the Council’s 

financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 

7.14. Remembered password facilities other than secure password stores requiring 

separate identity verification should not be used on any computer used for Council 

banking. Where possible two-factor authentication must be used. 
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8. Cheque payments 

8.1. Cheques or orders for payment in accordance with a resolution or delegated 

decision shall be signed by two members and countersigned by the Clerk. 

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

8.4. Cheques or orders for payment shall not normally be presented for signature other 

than at, or immediately before or after a Council or committee meeting. Any 

signatures obtained away from Council meetings shall be reported to the Council at 

the next meeting. 
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9. Credit/Debit cards 

9.1. Any Credit or Debit Card issued for use will be specifically restricted to [the Clerk 

and the RFO] and will also be restricted to a single transaction maximum value of 

[£500] unless authorised by Council or finance committee in writing before any 

order is placed. 

There shall be a maximum of four credit cards in use by the Council issued to: 

Clerk 

Deputy Clerk 

Finance Manager 

Facilities Manager 

Only the Clerk (or Deputy Clerk in their absence) may exceed expenditure of £500 

in any single transaction. Transactions may not be split to stay within the limit. 

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by [the Council]. Transactions and purchases made will be reported to 

[the Council] and authority for topping-up shall be at the discretion of [the Council]. 

9.3. Any trade card account opened by the Council shall be approved by the Finance & 

General Purposes committee. The Clerk shall indicate for each card who is 

authorised to use that trade card and the financial limit for use. Any balance shall be 

paid in full each month.  

9.4. Personal credit or debit cards of members or staff should not be used. under any 

circumstances.} OR {except for expenses of up to [£250] including VAT, incurred in 

accordance with council policy. 
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10. Petty Cash 

10.1. The RFO shall maintain a petty cash float of £250 and may provide petty cash to 

officers for the purpose of operational and other expenses.   

a) Signed vouchers for payments made from petty cash shall be kept, along with 
receipts to substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval. 
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11. Payment of salaries and allowances 
 

11.1. As an employer, the Council must make arrangements to comply with the 
statutory requirements of PAYE legislation. 
 

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

 
11.3. Salary rates shall be agreed by the Council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 
conditions of employment without the prior consent of the Council or Staffing 
committee. 

 
11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 
dates stipulated in employment contracts. 

 
11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 
above. 

 
11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 
or other separate confidential record, with the total of such payments each calendar 
month reported in the cashbook.  Payroll reports will be reviewed by the Finance & 
General Purposes Committee annually at the first F&GP meeting after the Annual 
Council Meeting to ensure that the correct payments have been made. 

 
11.7. Any termination payments shall be supported by a report to the Council, setting out 

a clear business case. Termination payments shall only be authorised by the Full 
Council. 

 
11.8. Before employing interim staff, the Council or Staffing Committee must consider a 

full business case.  
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12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the Full Council and recorded in the 

minutes. All borrowing shall be in the name of the Council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans 

to be repaid within the financial year) must be authorised by the Full Council, 

following a written report on the value for money of the proposed transaction. 

12.3. The Council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 

be written in accordance with relevant regulations, proper practices and guidance. 

Any Strategy and Policy shall be reviewed by the Council annually at least every 

four years.  

12.4. All investment of money under the control of the Council shall be in the name of the 

Council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 

the custody of the RFO. 

12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 
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13. Income 

13.1. The collection of all sums due to the Council shall be the responsibility of and under 

the supervision of the RFO. 

13.2. The Council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk.  [The RFO] shall be responsible for the collection of all amounts due to 

the council. 

13.3. Any sums found to be irrecoverable and any bad debts shall be reported to the 

Council by the RFO and shall be written off in the year. The Council’s approval shall 

be given prior to the debt being written off and shown in the accounting records.  

13.4. All sums received on behalf of the Council shall be deposited intact with the 

Council's bankers, with such frequency as the RFO considers necessary.  The 

origin of each receipt shall clearly be recorded on the paying-in slip or other record. 

13.5. Personal cheques shall not be cashed out of money held on behalf of the Council. 

13.6. The RFO shall ensure that VAT is correctly recorded in the Council’s accounting 

software and that any VAT Return required is submitted from the software by the 

due date. OR {Any repayment claim under section 33 of the VAT Act 1994 shall be 

made {quarterly where the claim exceeds [£100] and} at least annually at the end of 

the financial year.} 

13.7. Where any significant sum of cash (greater than £250) is received by the Council, 

the RFO shall ensure that more than one person is present when the cash is 

counted in the first instance, that there is a reconciliation to some form of control 

record such as ticket issues, and that appropriate care is taken for the security and 

safety of individuals banking such cash. 

13.8. Any income that is the property of a charitable trust shall be paid into a charitable 

bank account. Instructions for the payment of funds due from the charitable trust to 

the Council (to meet expenditure already incurred by the authority) will be given by 

the Managing Trustees of the charity meeting separately from any Council meeting. 

13.9. The Clerk shall report to the Finance & General Purposes committee all unpaid 

invoices overdue by three months and over, and continue to report at each 

subsequent meeting of the Finance & General purposes committee until there is 

resolution. 
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14. Payments under contracts for building or other construction works 

14.1. Where contracts provide for payment by instalments the RFO shall maintain a 

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  

14.2. Any variation of, addition to or omission from a contract must be authorised by the 

Clerk to the contractor in writing, with the Council being informed, in advance of 

exceeding the budget, where the final cost is likely to exceed the contract sum by 

5% or more, or likely to exceed the budget available. 
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15. Stores and equipment 

15.1. The officer in charge of each section shall be responsible for the care and custody 

of stores and equipment in that section. 

15.2. Delivery notes shall be obtained in respect of all goods received into store or 

otherwise delivered and goods must be checked as to order and quality at the time 

delivery is made. 

15.3. Stocks shall be kept at the minimum levels consistent with operational 

requirements. 

15.4. The RFO shall be responsible for periodic checks of stocks and stores, at least 

annually. 
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16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 

Registry Certificates of properties held by the Council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the Council, 

their location, extent, plan, reference, purchase details, nature of the interest, 

tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 

least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the Council, together with any other 

consents required by law.  In each case a written report shall be provided to Council 

in respect of valuation and surveyed condition of the property (including matters 

such as planning permissions and covenants) together with a proper business case 

(including an adequate level of consultation with the electorate where required by 

law). 

16.5. No tangible moveable property that would appear on the asset register shall be 

purchased or otherwise acquired, sold, leased or otherwise disposed of, without the 

authority of the Council or relevant committee, together with any other consents 

required by law, except where the estimated value of any one item, at the time of 

disposal, does not exceed £500.  In each case a written report shall be provided to 

Council with a full business case.  
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17. Insurance 

17.1. The RFO shall keep a record of all insurances effected by the Council and the 

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the Council’s review of risk management. 

17.2. The Clerk shall give prompt notification to the Finance & General Purposes 

committee of all new risks, properties or vehicles which require to be insured and of 

any alterations affecting existing insurances. 

17.3. The Finance & General Purposes committee shall be notified of any loss, liability, 

damage or event likely to lead to a claim, and shall report these to relevant 

committee or the Council at the next appropriate meeting. The RFO shall be 

responsible for all claims on the Council's insurers in consultation with the Clerk. 

17.4. All appropriate members and employees of the Council shall be included in a 

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined annually by the Council or Finance & 

General Purposes Committee. 
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18. Charities 

18.1. Where the Council is sole managing trustee of a charitable body the Clerk and RFO 

shall ensure that separate accounts are kept of the funds held on charitable trusts 

and separate financial reports made in such form as shall be appropriate, in 

accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent 

examination as may be required by Charity Law or any Governing Document. 
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19. Suspension and revision of Financial Regulations 

19.1. The Council shall review these Financial Regulations annually and following any 

change of Clerk or RFO.  The Clerk shall monitor changes in legislation or proper 

practices and advise the Council of any need to amend these Financial 

Regulations.  

19.2. The Council may, by resolution duly notified prior to the relevant meeting of Full 

Council, suspend any part of these Financial Regulations, provided that reasons for 

the suspension are recorded and that an assessment of the risks arising has been 

presented to all members. Suspension does not disapply any legislation or permit 

the Council to act unlawfully.  

 

19.3. The Council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract and the 

Clerk shall obtain the necessary technical assistance to prepare a specification in 

appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in 

the ordinary course of post, unless an electronic tendering process has been agreed 

by the Council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain sealed 

until the prescribed date for opening tenders for that contract.  All sealed tenders 

shall be opened at the same time on the prescribed date by the Clerk in the presence 

of at least one member of Council. 

4) Where an electronic tendering process is used, the Council shall use a specific email 

address that will be monitored to ensure that nobody accesses any tender before the 

expiry of the deadline for submission. Those emails will be viewed at the same time 

on the prescribed date by the Clerk in the presence of at least one member of 

Council. 

5) Any invitation to tender issued under this regulation shall be subject to Standing 

Order 27 and shall refer to the terms of the Bribery Act 2010. 

6) Where the Council, or duly delegated committee, does not accept any tender, quote 

or estimate, the work is not allocated and the Council requires further pricing, no 

person shall be permitted to submit a later tender, estimate or quote who was present 

when the original decision-making process was being undertaken.  
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MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS 
 
 
This Model Financial Regulations template was produced by the National Association of 
Local Councils (NALC) in March 2025 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 responsibility for errors, omissions and 
changes to information subsequent to publication. 

Notes to assist in the use of this template: 

1) This document is a model for councils of all sizes to use to develop their own financial 
regulations, suitable for the size of the council and the activities it undertakes. 

2) Bold text indicates legal requirements, which a council cannot change or suspend. 

3) For the rest, each council needs to adapt the model to suit its size and structure.  For 
example, some councils have both a clerk and RFO, possibly with several more staff, 
while others have a single employee as clerk/RFO.  Some councils have committees, 
some have a high level of delegation and some make all decisions at full council 
meetings.  Many now use online payment methods, but others still rely on cheques. 

4) Curly brackets indicate words, sentences or sections that can be removed if not 
applicable, or amended to fit the council’s circumstances.  An example of this is the 
phrase {or duly delegated committee}, which can be deleted if there are no committees. 

5) Specific areas that may need adapting: 

a) In 1.5 – is the Clerk the RFO? 

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales 

c) In section 4, does the council have committees and how many years are forecast?  

d) In 5.6, does the council issue an open invitation to tender, or invite specific firms? 

e) In 5.9, are online prices acceptable evidence? 

f) In 5.13, 5.15 and 5.17, does the council have committees? 

g) In 5.16, will a councillor ever be instructed to place an order? 

h) In 5.20, is there a minimum level for official orders? 

i) Section 6 includes several alternatives to cover delegation to committees or to 
officers, approval of invoices individually or in batches, or for approval of regular 
contractual payments at the beginning of the year. 

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where 
the clerk is a signatory.  These are intended to allow a council’s financial regulations 
to fit what they actually do, not to force any council to change what they do. 

k) Section 10 gives two alternatives, with or without petty cash. 

l) 13.6 has alternatives for VAT-registered and unregistered councils – only use one. 

m) 13.7 and 13.8 are removable if they don’t apply to the council. 
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n) Much of Section 16 can be deleted if not applicable. 

o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?   

6) Square brackets indicate where the council needs to specify who, or how much, or what 
the timescale is.  For example [£500] might need to be £100, or [October] might need to 
be November, or [the council] might need to say the Policy and Resources Committee. 

a) In 4.1 and 4.7, select the wording for England or Wales, based on your location. 

b) In Section 4, the council needs to determine the timescale for its budget setting.   

7) It is challenging to try to offer guidance on setting financial limits.  A council spending 
£1,000 a year is unlikely to delegate authority to spend £500 to its proper officer, but one 
spending £5 million a year might regard £5,000 as a reasonable limit.  Each council 
needs to determine its own limits, that help, rather than hinder, its operations.      

8) Key limits to set: 

a) In 5.6, at what limit will the council require a formal tender process to ensure fair 
competition, rather than just asking for quotes?  If this is set too low, it may 
discourage suppliers.  Many small councils might only use formal tenders once every 
few years. 

b) In 5.8, at what limit will the council require fixed-price quotes rather than estimates? 

c) In 5.9, at what level can smaller purchases be made without competition? 

d) In 5.15, at what level can purchases be made under delegated authority (having 
complied with the rules about obtaining prices)? 

e) In 5.18, how much can the clerk commit to spending in an emergency? 

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be 
authorised by an officer under delegated authority as a general principle, or only to 
avoid problems? 

g) In Section 9, what are the limits for card payments? 

h) In 16.5, what value of assets can be bought or disposed of, without seeking council 
approval? 

9) The contents list is a table that extracts section headings from the document.  It can be 
updated by clicking on the contents list, whereupon a tab saying “update table” appears 
at the top of the list.  

10) Once this model has been tailored to fit the council’s needs, the resulting Financial 
Regulations (with the insertion of the council’s name at the top) should be adopted at a 
meeting of the full council.  The date of adoption should be inserted below the Contents.  
Any subsequent proposal for amendment should also be made to the full council. 

11) The council should keep abreast of developments in legislation that affect the local 
council sector and should review and update its Financial Regulations annually. 

12) Please ensure that the latest approved version is published on the council’s website. 

 



 

3 
 

[ENTER COUNCIL NAME] FINANCIAL REGULATIONS 

Contents 

1. General .......................................................................................................................................... 4 

2. Risk management and internal control ..................................................................................... 5 

3. Accounts and audit ...................................................................................................................... 6 

4. Budget and precept ..................................................................................................................... 7 

5. Procurement ................................................................................................................................. 8 

6. Banking and payments ............................................................................................................. 10 

7. Electronic payments .................................................................................................................. 11 

8. Cheque payments ..................................................................................................................... 12 

9. Payment cards ........................................................................................................................... 13 

10. Petty Cash .................................................................................................................................. 13 

11. Payment of salaries and allowances ...................................................................................... 13 

12. Loans and investments ............................................................................................................. 14 

13. Income ......................................................................................................................................... 15 

14. Payments under contracts for building or other construction works .................................. 15 

15. Stores and equipment ............................................................................................................... 15 

16. Assets, properties and estates ................................................................................................ 16 

17. Insurance .................................................................................................................................... 16 

18. [Charities] .................................................................................................................................... 17 

19. Suspension and revision of Financial Regulations ............................................................... 17 

Appendix 1 - Tender process ........................................................................................................... 18 

 

These Financial Regulations were adopted by the council at its meeting held on [enter date]. 
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1. General   

1.1. These Financial Regulations govern the financial management of the council and 
may only be amended or varied by resolution of 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: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 
32, 43(2) 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 electronic transaction to take 
place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to 
allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  
• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in England or 
Governance and Accountability for Local Councils in Wales – A Practitioners 
Guide jointly published by One Voice Wales and the Society of Local Council 
Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  
• ‘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; 

• acts under the policy direction of the council; 

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

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

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

• seeks economy, efficiency and effectiveness in the use of council resources; 
and 

• produces financial management information as required by the council. 
1.6. The council must not delegate any decision regarding: 
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• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

1.7. In addition, the council shall: 

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

• authorise any grant or single commitment in excess of [£5,000];  

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 
delivers effective financial, operational and risk management.  

2.2. The Clerk [with the RFO] 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 [with the RFO] shall prepare a draft 
risk assessment including risk management proposals for consideration by the 
council.  

2.4. At least once a year, the council must review the effectiveness of its system 
of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 
measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

2.6. At least [once in each quarter], and at each financial year end, a member other than 
the Chair {or a cheque signatory} shall be appointed to verify bank reconciliations 
(for all accounts) produced by the RFO. The member shall sign and date the 
reconciliations and the original bank statements (or similar document) as evidence 
of this. This activity, including any exceptions, shall be reported to and noted by the 
council {Finance Committee}. 
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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. All 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 
reasonable accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the 
council and the matters to which they relate; 

• a record of the assets and liabilities of the council; 

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 
accounting statements in the Annual {Governance and Accountability} Return. 

3.4. The RFO shall complete and certify 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 that there is an adequate and effective system of 
internal audit of its accounting records and internal control system in 
accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 
and records as the internal or external auditor consider necessary for the 
purpose 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 management, control and 
governance processes in accordance with proper practices specified in the 
Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

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

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

• can demonstrate competence, objectivity and independence, free from any 
actual or perceived conflicts of interest, including those arising from family 
relationships; and 
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• has no involvement in the management or control of the council 

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

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

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

• 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 avoidance of doubt, in relation to internal audit the terms ‘independent’ and 
‘independence’ shall have the same meaning as described in The Practitioners 
Guide. 

3.11. The RFO shall make arrangements 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 2014, 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 external auditors. 

4. Budget and precept 

4.1. Before setting a precept, the council must calculate its [council tax 
(England)/budget (Wales)] requirement for each financial year by preparing 
and approving a budget, in accordance with The Local Government Finance 
Act 1992 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 or relevant committee]. {The RFO will inform committees of 
any salary implications before they consider their draft budgets.}  

4.3. No later than [month] each year, the RFO shall prepare a draft budget with detailed 
estimates of all [receipts and payments/income and expenditure] for the following 
financial year {along with a forecast for the following [three financial years]}, 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 partially completed projects may only be 
carried forward (by placing them in an earmarked reserve) with the formal approval 
of the full council.}  

4.5. Each committee (if any) shall review its draft budget and submit any proposed 
amendments to the council {finance committee} not later than the end of 
[November] each year.  
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4.6. The draft budget {with any committee proposals and [three-year]} forecast, including 
any recommendations for the use or accumulation of reserves, shall be considered 
by the {finance committee and a recommendation made to the} council. 

4.7. Having considered the proposed budget and [three-year] forecast, the council shall 
determine its [council tax (England)/budget (Wales)] requirement by setting a 
budget.  The council shall set a precept for this amount no later than [the end of 
January] for the ensuing financial year.   

4.8. Any member with council tax unpaid for more than two months is prohibited 
from voting on the budget or precept by Section 106 of the Local Government 
Finance Act 1992 and must disclose at the start of the meeting that Section 
106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 
February 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.  

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 
council {or relevant committee}. 

5. Procurement 

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

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

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

5.4. For a contract for the supply of goods, services or works where the estimated 
value will exceed the thresholds set by Parliament, the full requirements of 
The Procurement Act 2023 and The Procurement Regulations 2024 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 5.12) obtain prices as follows:  

5.6. For contracts estimated to exceed [£60,000] 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 estimated to be over £30,000 including VAT, the council must 
comply with any requirements of the Legislation regarding the publication of 
invitations and notices. 
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5.8. For contracts greater than [£3,000] excluding VAT the Clerk [or RFO] shall seek at 
least [3] fixed-price quotes;  

5.9. where the value is between [£500] and [£3,000] excluding VAT, the Clerk [or RFO] 
shall try to obtain 3 estimates {which might include evidence of online prices, or 
recent prices from regular suppliers.} 

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

5.11. Contracts must not be split to avoid compliance with these rules. 
5.12.  The requirement to obtain competitive prices in these regulations need not apply to 

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

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

ii. repairs to, or parts 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 are 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 {or relevant committee}. Avoidance of competition is 
not a valid reason.  

5.14. The council shall not be obliged to accept the lowest or any tender, quote or 
estimate.  

5.15. Individual purchases within an agreed budget for that type of expenditure may be 
authorised by: 

• [the Clerk], under delegated authority, for any items below [£500] excluding VAT.  

• the Clerk, in consultation with the Chair of the Council {or Chair of the 
appropriate committee}, for any items below [£2,000] excluding VAT. 

• {a duly delegated committee of the council for all items of expenditure within 
their delegated budgets for items under [£5,000] excluding VAT} 

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

• the council for all items over [£5,000];  

Such authorisation must be supported by a minute (in the case of council or 
committee decisions) or other auditable evidence trail. 

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

5.17. No expenditure may be authorised that will exceed the budget for that type of 
expenditure other than by resolution of the council {or a duly delegated committee 
acting within its Terms of Reference} except in an emergency. 
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5.18. 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 [£2,000] excluding 
VAT on repair, replacement or other work that in their judgement is necessary, 
whether or not there is any budget for such expenditure. 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, unless [the council] is satisfied that the necessary 
funds are available and that where a loan is required, Government borrowing 
approval has been obtained first. 

5.20. An official order or letter shall be issued for all work, goods and services {above 
[£250] 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 of goods. 

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

6. Banking and payments 

6.1. The council's banking arrangements, 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 [name bank].  The 
arrangements shall be reviewed [annually] for security and efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, 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 online 
authorisation or dual cheque signing. Even where a purchase has been authorised, 
the payment must also be authorised and only authorised payments shall be 
approved or signed to allow the funds to leave the council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 
the appropriate expenditure heading and verified to confirm that the work, goods or 
services were received, checked and represent expenditure previously authorised 
by the council before being certified by [the RFO]. {Where the certification of 
invoices is done as a batch, this shall include a statement by the RFO that all 
invoices listed have been ‘examined, verified and certified’ by the RFO}. 

6.4. Personal payments (including salaries, wages, expenses and any payment made in 
relation to the termination of employment) may be summarised to avoid disclosing 
any personal information.  

6.5. All payments shall be made by [online banking/cheque], in accordance with a 
resolution of the council {or duly delegated committee}{or a delegated decision by 
an officer}, unless [the council] resolves to use a different payment method. 

6.6. {For each financial year [the RFO] may draw up a schedule of regular payments 
due in relation to a continuing contract or obligation (such as Salaries, PAYE, 
National Insurance, pension contributions, rent, rates, regular maintenance 
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contracts and similar items), which the council {or a duly delegated committee} may 
authorise in advance for the year}.   

6.7. {A copy of this schedule of regular payments shall be signed by [two members] on 
each and every occasion when payment is made - to reduce the risk of duplicate 
payments.}  

6.8. {A list of such payments shall be reported to the next appropriate meeting of the 
council or Finance Committee} for information only. 

6.9. The Clerk and RFO shall have delegated authority to authorise payments {only} in 
the following circumstances: 

i. {any payments of up to [£500] excluding VAT, within an agreed budget}. 

ii. payments of up to [£2,000] excluding VAT in cases of serious risk to the 
delivery of council services or to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of 
Commercial Debts (Interest) Act 1998 {or to comply with contractual terms}, 
where the due date for payment is before the next scheduled meeting of [the 
council], where the [Clerk and RFO] certify that there is no dispute or other 
reason to delay payment, provided that a list of such payments shall be 
submitted to the next appropriate meeting of council {or finance committee}.  

iv. Fund transfers within the councils banking arrangements up to the sum of 
[£10,000], provided that a list of such payments shall be submitted to the next 
appropriate meeting of council [or finance committee].  

6.10. The RFO shall present a schedule of payments requiring authorisation, forming part 
of the agenda for the meeting, together with the relevant invoices, to the council {or 
finance committee}. The council {or committee} shall review the schedule for 
compliance and, having satisfied itself, shall authorise payment by resolution. The 
authorised schedule shall be initialled immediately below the last item by the person 
chairing the meeting. A detailed list of all payments shall be disclosed within or as 
an attachment to the minutes of that meeting. 

7. Electronic payments 

7.1. Where internet banking arrangements are made with any bank, [the RFO] shall be 
appointed as the Service Administrator. The bank mandate agreed by the council 
shall identify [a number of] councillors who will be authorised to approve 
transactions on those accounts and a minimum of two people will be involved in any 
online approval process.  {The Clerk may be an authorised signatory, but no 
signatory should be involved in approving any payment to themselves.} 

7.2. All authorised signatories shall have access to view the council’s bank accounts 
online.  

7.3. No employee or councillor shall disclose any PIN or password, relevant to the 
council or its banking, to anyone not authorised in writing by the council or a duly 
delegated committee. 
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7.4. The Service Administrator shall set up all items due for payment online.  A list of 
payments for approval, together with copies of the relevant invoices, shall be sent 
[by email] to [two] authorised signatories.  

7.5. In the prolonged absence of the Service Administrator [an authorised signatory] 
shall set up any payments due before the return of the Service Administrator. 

7.6. Two [councillors who are] authorised signatories shall check the payment details 
against the invoices before approving each payment using the online banking 
system. 

7.7. Evidence shall be retained showing which members approved the payment online 
{and a printout of the transaction confirming that the payment has been made shall 
be appended to the invoice for audit purposes}. 

7.8. A full list of all payments made in a month shall be provided to the next [council] 
meeting {and appended to the minutes}. 

7.9. With the approval of [the council] in each case, regular payments (such as gas, 
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse 
collection, pension contributions and HMRC payments) may be made by variable 
direct debit, provided that the instructions are [signed/approved online] by [two 
authorised members]. The approval of the use of each variable direct debit shall be 
reviewed by [the council] at least every two years.  

7.10. Payment may be made by BACS or CHAPS by resolution of [the council] provided 
that each payment is approved online by [two authorised bank signatories], 
evidence is retained and any payments are reported to [the council] at the next 
meeting. The approval of the use of BACS or CHAPS shall be renewed by 
resolution of the council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 
by banker’s standing order, provided that the instructions are signed {or approved 
online} by [two members], evidence of this is retained and any payments are 
reported to council when made. The approval of the use of a banker’s standing 
order shall be reviewed by [the council] at least every two years.  

7.12. Account details for suppliers may only be changed upon written notification by the 
supplier verified by [two of] the Clerk and [the RFO] [a member].  This is a potential 
area for fraud and the individuals involved should ensure that any change is 
genuine.  Data held should be checked with suppliers every [two years].  

7.13. Members and officers shall ensure that any computer used for the council’s 
financial business has adequate security, with anti-virus, anti-spyware and firewall 
software installed and regularly updated. 

7.14. Remembered password facilities {other than secure password stores requiring 
separate identity verification} should not be used on any computer used for council 
banking.  

8. Cheque payments 
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8.1. Cheques or orders for payment in accordance with a resolution or delegated 
decision shall be signed by [two members]{and countersigned by the Clerk}.  

8.2. A signatory having a family or business relationship with the beneficiary of a 
payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 
invoice or similar documentation, the signatories shall also initial the cheque 
counterfoil and invoice. 

8.4. {Cheques or orders for payment shall not normally be presented for signature other 
than at, or immediately before or after a council {or committee} meeting}. Any 
signatures obtained away from council meetings shall be reported to the council {or 
Finance Committee} at the next convenient meeting. 

9. Payment cards 

9.1. Any Debit Card issued for use will be specifically restricted to [the Clerk and the 
RFO] and will also be restricted to a single transaction maximum value of [£500] 
unless authorised by council or finance committee in writing before any order is 
placed. 

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 
will be set by [the council]. Transactions and purchases made will be reported to 
[the council] and authority for topping-up shall be at the discretion of [the council]. 

9.3. Any corporate credit card or trade card account opened by the council will be 
specifically restricted to use by the Clerk {and RFO} {specify other officers} and any 
balance shall be paid in full each month.  

9.4. Personal credit or debit cards of members or staff shall not be used {under any 
circumstances.} OR {except for expenses of up to [£250] including VAT, incurred in 
accordance with council policy.}  

10. Petty Cash 

10.1. {The council will not maintain any form of cash float. All cash received must be 
banked intact. Any payments made in cash by the Clerk [or RFO] (for example for 
postage or minor stationery items) shall be refunded on a regular basis, at least 
quarterly.} OR  {The RFO shall maintain a petty cash [float/imprest account] of [£250] 
and may provide petty cash to officers for the purpose of defraying operational and 
other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval.} 

11. Payment of salaries and allowances 

11.1. As an employer, the council must make arrangements to comply with the 
statutory requirements of PAYE legislation. 
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11.2. Councillors allowances (where paid) are also liable to deduction of tax under 
PAYE rules and must be taxed correctly before payment.  

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 
changes shall be made to any employee’s gross pay, emoluments, or terms and 
conditions of employment without the prior consent of the council {or relevant 
committee}. 

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 
pension contributions and any similar statutory or discretionary deductions, on the 
dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 
timescales, provided that each payment is reported, as set out in these regulations 
above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 
statutory and discretionary deductions shall be recorded in a payroll control account 
or other separate confidential record, with the total of such payments each calendar 
month reported in the cashbook.  Payroll reports will be reviewed by [the finance 
committee] to ensure that the correct payments have been made. 

11.7. Any termination payments shall be supported by a report to the council, setting out 
a clear business case. Termination payments shall only be authorised by the full 
council. 

11.8. Before employing interim staff, the council must consider a full business case.  

12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 
arrangements for a loan must be authorised by the full council and recorded in the 
minutes. All borrowing shall be in the name of the council, after obtaining any 
necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 
the [Secretary of State/Welsh Assembly Government] (such as Hire Purchase, 
Leasing of tangible assets or loans to be repaid within the financial year) must be 
authorised by the full council, following a written report on the value for money of 
the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 
accordance with Statutory Guidance on Local Government Investments, which must 
be written in accordance with relevant regulations, proper practices and guidance. 
Any Strategy and Policy shall be reviewed by the council at least annually.  

12.4. All investment of money under the control of the council shall be in the name of the 
council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 
the custody of the RFO. 

12.6. Payments in respect of short term or long-term investments, including transfers 
between bank accounts held in the same bank, shall be made in accordance with 
these regulations. 
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13. Income 

13.1. The collection of all sums due to the council shall be the responsibility of and under 
the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 
goods sold at least annually as part of the budget-setting process, following a report 
of the Clerk.  [The RFO] shall be responsible for the collection of all amounts due to 
the council. 

13.3. Any sums found to be irrecoverable and any bad debts shall be reported to the 
council by [the RFO] and shall be written off in the year. The council’s approval shall 
be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 
council's bankers, with such frequency as the RFO considers necessary.  The origin 
of each receipt shall clearly be recorded on the paying-in slip or other record. 

13.5. Personal cheques shall not be cashed out of money held on behalf of the council. 

13.6. {The RFO shall ensure that VAT is correctly recorded in the council’s accounting 
software and that any VAT Return required is submitted from the software by the 
due date}. OR {Any repayment claim under section 33 of the VAT Act 1994 shall be 
made {quarterly where the claim exceeds [£100] and} at least annually at the end of 
the financial year.} 

13.7. {Where significant sums of cash are regularly received by the council, the RFO shall 
ensure that more than one person is present when the cash is counted in the first 
instance, that there is a reconciliation to some form of control record such as ticket 
issues, and that appropriate care is taken for the security and safety of individuals 
banking such cash.} 

13.8. {Any income that is the property of a charitable trust shall be paid into a charitable 
bank account. Instructions for the payment of funds due from the charitable trust to 
the council (to meet expenditure already incurred by the authority) will be given by 
the Managing Trustees of the charity meeting separately from any council meeting.} 

14. Payments under contracts for building or other construction works 

14.1. Where contracts provide for payment by instalments the RFO shall maintain a 
record of all such payments, which shall be made within the time specified in the 
contract based on signed certificates from the architect or other consultant engaged 
to supervise the works.  

14.2. Any variation of, addition to or omission from a contract must be authorised by [the 
Clerk] to the contractor in writing, with the council being informed where the final 
cost is likely to exceed the contract sum by 5% or more, or likely to exceed the 
budget available. 

15. Stores and equipment 

15.1. {[The officer in charge of each section] shall be responsible for the care and custody 
of stores and equipment [in that section].} 



 

16 
 

15.2. Delivery notes shall be obtained in respect of all goods received into store or 
otherwise delivered and goods must be checked as to order and quality at the time 
delivery is made. 

15.3. {Stocks shall be kept at the minimum levels consistent with operational 
requirements.} 

15.4. {The RFO shall be responsible for periodic checks of stocks and stores, at least 
annually.} 

16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 
Registry Certificates of properties held by the council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 
Investments is kept up to date, with a record of all properties held by the council, 
their location, extent, plan, reference, purchase details, nature of the interest, 
tenancies granted, rents payable and purpose for which held, in accordance with 
Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 
least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 
otherwise disposed of without the authority of the council, together with any other 
consents required by law.  In each case a written report shall be provided to council 
in respect of valuation and surveyed condition of the property (including matters 
such as planning permissions and covenants) together with a proper business case 
(including an adequate level of consultation with the electorate where required by 
law). 

16.5. No tangible moveable property shall be purchased or otherwise acquired, sold, 
leased or otherwise disposed of, without the authority of the council, together with 
any other consents required by law, except where the estimated value of any one 
item does not exceed [£500].  In each case a written report shall be provided to 
council with a full business case.  

17. Insurance 

17.1. The RFO shall keep a record of all insurances effected by the council and the 
property and risks covered, reviewing these annually before the renewal date in 
conjunction with the council’s review of risk management. 

17.2. The Clerk shall give prompt notification to [the RFO] of all new risks, properties or 
vehicles which require to be insured and of any alterations affecting existing 
insurances. 

17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 
claim, and shall report these to [the council] at the next available meeting. The RFO 
shall negotiate all claims on the council's insurers {in consultation with the Clerk}. 

17.4. All appropriate members and employees of the council shall be included in a 
suitable form of security or fidelity guarantee insurance which shall cover the 



 

17 
 

maximum risk exposure as determined [annually] by the council, or duly delegated 
committee. 

18. [Charities] 

18.1. Where the council is sole managing trustee of a charitable body the Clerk and RFO 
shall ensure that separate accounts are kept of the funds held on charitable trusts 
and separate financial reports made in such form as shall be appropriate, in 
accordance with Charity Law and legislation, or as determined by the Charity 
Commission. The Clerk and RFO shall arrange for any audit or independent 
examination as may be required by Charity Law or any Governing Document.] 

19. Suspension and revision of Financial Regulations 

19.1. The council shall review these Financial Regulations [annually] and following any 
change of clerk or RFO.  The Clerk shall monitor changes in legislation or proper 
practices and advise the council of any need to amend these Financial Regulations.  

19.2. The council may, by resolution duly notified prior to the relevant meeting of council, 
suspend any part of these Financial Regulations, provided that reasons for the 
suspension are recorded and that an assessment of the risks arising has been 
presented to all members. Suspension does not disapply any legislation or permit 
the council to act unlawfully.  

19.3. The council may temporarily amend these Financial Regulations by a duly notified 
resolution, to cope with periods of absence, local government reorganisation, 
national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract and the 
Clerk shall obtain the necessary technical assistance to prepare a specification in 
appropriate cases.  

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

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

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

5) Any invitation to tender issued under this regulation shall be subject to Standing 
Order [insert reference of the council’s relevant standing order] and shall refer to the 
terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, quote 
or estimate, the work is not allocated and the council requires further pricing, no 
person shall be permitted to submit a later tender, estimate or quote who was present 
when the original decision-making process was being undertaken.  



Item 25.2 
Finance & General Purposes Committee 

15th April 2026 
 
 

Proposed Changes to Standing Orders 
 
In accordance with section 12.b of the Standing Orders, Cllr Boyer has submitted the 
following motions to vary those standing orders. 
 
Motion 1 
 
To amend section 6 d) ii to move from having two elected Vice-Chairs to only one Vice-
Chair. Cllr Boyer believes “the Council only requires one Vice-Chair in order to provide 
clearer accountability, avoid duplication of roles and ensure that the leadership structure 
remains proportionate to the size and operational needs of the authority. This proposal 
relates solely to the structure of the role, not to any individual councillor, and does not 
affect the Council’s existing powers, standing orders, or committee arrangements. The 
proposed arrangement focuses Vice-Chair capacity on these priority areas, while corporate 
governance oversight remains embedded within Full Council, the committee structure, and 
the role of the Clerk as Proper Officer.” 
 
Section 6 d) ii) would then read as follows: 
"The election of the Vice-Chair shall be the second business completed at the annual 
meeting of the Council.  Nominations for the position of Vice-Chair should be submitted on 
an official nomination form. Completed and signed nomination forms should be submitted 
to the Clerk at least seven clear working days before the annual meeting of the Council. The 
election of the Vice-Chair shall be either by a show of hands or by a ballot if there is more 
than one candidate. If no nominations are received for the Vice-Chair position, it shall 
remain vacant until such time as a valid nomination is received, and the election shall take 
place at the next Full Council meeting." 
 
If approved the following other paragraphs shall be amended as appropriate 

4.1 b) XV 
5.5 a) 
5.5 b) 
5.11 e) I 
6.1 i) 
6.1 i) I 
11 f) 
16 a) 
30 c) 

 
Motion 2 
 
Section 29 provides for the payment of an allowance to the Chair of the Council. The 
allowance has been £800 per annum for a number of years. Cllr Grimes had to be prompted 
to claim the amount and Cllr Boyer has not submitted a claim. 
 



Item 25.2 
Finance & General Purposes Committee 

15th April 2026 
 
Cllr Boyer now proposes that the allowance is withdrawn and that should any expenses be 
incurred they are reclaimed on a case by case basis. 
 
Section 29 would then read as follows: 
 

a) No allowance shall be payable to the Chair of the Council in respect of holding that 
office. 
 

b) The Chair may claim reimbursement of actual, reasonable, and properly incurred 
expenses arising from carrying out the duties of the office, including travel, 
subsistence, and costs incurred when representing the Council, strictly in accordance 
with the Council’s Travel and Subsistence Policy and the Members’ Allowances 
Scheme. 

 
c) All expense claims must be supported by appropriate receipts or evidence and 

submitted to the Clerk for approval in accordance with the Council’s financial 
procedures. 

 
d) No discretionary or general payments shall be made to the Chair beyond reimbursed 

expenses. 
 
 



Item 27.1

Project Team Membership Last Mtg Next Mtg Assigned 
Budget

Comments
(Full Council Actions in purple)

£
Education R Hoyle

L James
I Montgomery
S Herring
B Winton
P Bray
O Gill
G Cole
M Zhang
A Lamping
Oakbank parent
Barbara Stanley, 
Swallowfied PC

07/01/2026 TBC N/A Last Meeting covered
     Hyde End Lane School Site
     Aldergrove extension
     GLT and Oakbank School

Traffic L James
B Johnson
D Peer
B Winton
E Shaw
S Tyler
B Gilmour
M Harding

09/05/2025 TBC 100,000 Meeting held on 25th March - some progress since

Sports I Clarke
L James
B Winton
T Grover

TBC 1,500,000             Revised proposals approved by Full Council in April 2025.

Progressing plans for Fitness Centre 

Engagement B Johnson
N Masseron
I Montgomery
S Herring
L Hope
B Winton

13/3/2025 
(Public 

Speaking 
training 
session)

TBC N/A (From 
General 
Training 
Budget)

On hold until Engagement Officer in place

Public Art Z Matic
D Peer
L James
B Winton
Arts4Wokingham

03/10/2025 17/04/2026 N/A Shortlisted artists presenting on 17th April 2026

Corporate Governance N Masseron
B Winton
S Herring
J Mason (Finance)
L Hope (Transparency)

12/02/2026 16/02/2026 N/A Financial Regulationspresented at this meeting.

Café G Poole
B Johnson
D Peer
B Winton
S Herring

10/03/2026 N/A N/A Pricing currently being reviewed

Allotments I Montgomery
S Ali
F Lane
Allotment holders

Ryeish Green Pavilion N Masseron
C Bowler
R Hoyle
S Ali

TBC £4,000 Aiming towards proposals to Full Council in next two months

The following were removed from the list at February 2026 F&GP Meeting
Art Exhibition
Shinfield North Options
School Green

Project Team Summary report
As At 10th April 2026



 

 

 
Category A - Grant Award Application Form – 2025/26 

Please ensure that you have read Shinfield Parish Council’s Category A Grant Awards Policy and the 
notes at the end of this application form. The boxes will expand to fit all your response. Please 
complete all boxes where you see X 

 
Please note that the maximum amount for any grant awarded under this scheme is £5,000. Should 
you wish to request a grant for above that amount you must contact the Clerk directly – do not use 
this form 

 

Core Information 
Name of Organisation requesting the grant 
Oakbank School  

Amount of Grant Requested 
£9800 

Summary of grant purpose (we will ask for more information later in this document) 

Outdoor equipment - table tennis tables and outdoor exercise machines 

Do you have a constitution if so, say yes below and provide a copy with your submission 
n/a 

 
 

Contact Information (this is who we will communicate with regarding this application) 

Name of Contact 
Rob Gerrard 

Your position in the organisation requesting the grant 
Headteacher  

Unless specifically agreed, email will be the principal method of communication



 

 

Information about your organisation 
Do you have a website? If so, state the address here 
www.oakbankschool.co.uk 

Briefly describe your organisations existing activities (tell us about your grant application 
in the next section) 
X 

What services do you already provide within the Parish of Shinfield. 
You should describe all existing activities, which group(s) of residents benefit from those activities, how 
many residents benefit etc. 
X 

What other sources of funding have you applied for or received in respect of your existing 
activities in the last 12 months and not included in the above? 
None  

 

Information about this Specific Application 
Tell us what you would like to do 

Outdoor equipment - 5 x concrete table tennis tables and outdoor fitness area. 
https://sportsafeuk.com/shop/cornilleau-pro-510-outdoor-table-tennis-table/ 

 
 
https://www.tgogc.com/products 
 

https://sportsafeuk.com/shop/cornilleau-pro-510-outdoor-table-tennis-table/
https://www.tgogc.com/products


 

 
 
 
Have you carried out this type of activity elsewhere and if so, what was the outcome? 

We haven’t done this activity else where  

Which group(s) of residents will benefit from this activity or service? 
Students from the local community and their friends/peers  

How many resident(s) will benefit from this activity or service? 
 It will vary, each year as the school grows, more of the community will benefit from it.  

How will you measure or establish the benefit(s) for residents? 
Better behaviour,  decreasing the challenges the community face with Oakbank students. Guide the 
students to a safe and active lifestyle.This may be reflected in better attendance and better 
outcomes for students. Currently there is a lack of activities for students outside due to previous 
poor investment and maintenance. 



 

What may stop you from achieving these outcomes? 
 Lack of future investment in similar projects in the school. This need to be a continuous focus on 
improvement of the school environment and offer for students. 
What other sources of funding have you received for this activity or are in the process of 
applying for? 

None  



 

 

Declaration 

I apply for Grant Award funding from Shinfield Parish Council on behalf of 
Insert name of organisation 

Oakbank School 

I confirm that: 

⮚ I am authorised to sign on behalf of the organisation named in this application 
⮚ I have noted the terms & conditions under which grants are awarded by Shinfield 

Parish Council 
⮚ I confirm that if successful, I and the organisation which I represent, will comply 

with the grant conditions 

I undertake, on behalf of the organisation, that any grant or such part as Shinfield Parish 
Council may determine, will be repaid if: 

⮚ The organisation is found to be in breach of the criteria and conditions applied to 
the grant 

⮚ The grant ceases to be used for the purpose(s) for which it was given 

Name (this section should be signed by someone in the organisation who has the 
authority to act on behalf of the organisation) 
Rob Gerrard 

Signature (please include in box below) 

 
Position in the organisation 
Headteacher  

Date of Application 
19.02.26 
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