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1. Status and Review of Financial Regulations

1.1. The Council expects the highest standards of propriety in the conduct of all its business, prudence in managing risks, and economy, efficiency and effectiveness in all its functions.  Accordingly these Financial Regulations apply to every member and officer of the Council and anyone acting on its behalf.

1.1 The Financial Regulations identify the principal financial responsibilities of the full Council and its committees, the Cabinet, Overview and Scrutiny Committee, the Chief Executive, the Monitoring Officer, the Chief Finance Officer and other Chief Officers.  References to “Chief Officer” in these Financial Regulations should be read as referring to executive directors, heads of service and head teachers with full delegated responsibility for financial management.
1.2 The Chief Finance Officer is responsible for maintaining a continuous review of the Financial Regulations and submitting any additions or changes necessary to the full Council for approval.
1.3 The Chief Finance Officer is responsible for issuing financial directives, practice-notes and advice as needed to underpin the Financial Regulations.

1.4 Chief Officers are responsible for ensuring that their staff are sufficiently aware of, and comply with, the Council’s Financial Regulations, financial directives and guidance issued by the Chief Finance Officer, issuing further advice and instructions as appropriate for their own area.

2 Financial Management Framework

2.1 The full Council is responsible for adopting the Authority’s Constitution and Members’ Code of Conduct and for approving the policy framework and budget within which the Cabinet and Chief Officers operate.  It is also responsible for approving and monitoring compliance with the Council’s overall framework of accountability and control, set out in its Constitution, and for monitoring compliance with the policy framework and budget.

2.2 The Cabinet is responsible for proposing the policy framework and budget to the full Council, and for discharging Executive functions in accordance with the policy framework and budget.  Executive decisions can be delegated to a committee of the Executive, an individual Cabinet member, an officer or a joint committee.  The Executive is responsible for establishing protocols to ensure that individual Cabinet members consult with relevant officers before taking a decision within their delegated authority, having proper regard to the legal and financial liabilities and risk management issues that may arise from the decision. The Executive is also responsible for maintaining a Scheme of Delegations to officers.

2.3 The Overview and Scrutiny Committee, along with the Standards Committee and Governance Committee, have functions of monitoring, advice, scrutiny and review of financial matters, in accordance with the Constitution.

2.4 The Council is responsible for approving the statement of the Council’s accounts for each financial year, on the basis of a report by the Chief Finance Officer, although it may delegate this function to the Governance Committee.

2.5 The Chief Executive and the Monitoring Officer have special responsibilities within the Council’s framework of accountability and control, as set out in provisions of the Constitution.

2.6 Chief officers are responsible for:-

(a) ensuring that Council resources are used with the maximum degree of economy, efficiency and effectiveness, by aligning business planning, financial planning and risk management;

(b) ensuring that Council resources are used only for the purpose intended to achieve the approved policies and objectives, are appropriately secured and maintained, and are properly accounted for;

(c) consulting with the Chief Finance Officer and seeking Cabinet and/or the appropriate regulatory or other committee approval on any matter liable to affect the Council’s finances materially, before any commitments are incurred;

(d) promoting sound financial practices in relation to the standards, performance and development of their staff and contractors, liaising as necessary with and having regard to advice of the  Chief Finance Officer;

(e) ensuring that they are properly advised of the financial implications of all proposals in relation to their services; and

(f) ensuring that councillors are properly advised of the financial implications of all proposals they are known to be considering, and that the advice is endorsed by the Chief Finance Officer.

2.7 The Chief Finance Officer is the officer appointed by the Council in accordance with Section 151 of the Local Government Act 1972 to be responsible for the proper administration of the Council’s financial affairs.  The Chief Finance Officer is therefore responsible in particular for:

(a) setting and monitoring compliance with financial management standards;

(b) advising on the corporate financial position;

(c) providing financial advice on proposals before the Council;

(d) determining the accounting policies and procedures for the Council;

(e) presenting budgets and accounts for the Council’s approval; and

(f) ensuring that the Council’s treasury management is conducted in accordance with the Council’s Treasury Policy Statement and Treasury Management Practices prepared with due regard for good professional practice and relevant codes such as those issued by the Chartered Institute of Public Finance and Accountancy, and that reports are made to the appropriate Committee on treasury management policies, practices, and activities, including strategy in advance of each year and a review after its close management.

3 Financial Planning

3.3 The full Council is responsible annually, in February/March for setting revised capital and revenue budgets for the current financial year, the capital and revenue budgets for future financial years including allocation to different services and projects, and reserves for specified and general contingencies for the forthcoming financial year, the budget requirement, and basic amounts of tax.

3.4 The Cabinet is responsible for -

(a) submitting to the Council annually, after having regard to the advice of the Chief Executive and the Chief Finance Officer, its proposals regarding capital budgets; and


(b) submitting to the Council annually in February or early March, after having regard to the advice of the Chief Finance Officer, its estimates in relation to revenue budgets for the current financial year, the revenue budgets for future financial years including allocation to different services and projects, and reserves for specified and general contingencies for the forthcoming financial year, the budget requirement, and basic amounts of tax.


3.5 The full Council in dealing with the matters referred to in the above paragraph 3.1 above normally determines the amounts of council tax for all categories of dwellings by aggregating the basic amounts of tax with the amounts stated by major precepting authorities; otherwise the full Council will direct that the amounts are to be determined by the Cabinet or by such other committee of the Council as it may appoint.

3.6 The Chief Finance Officer is responsible:

(a) for ensuring that budgets, estimates and advice are prepared as required by the Cabinet for the purposes of paragraph 3.2 above;

(b) for advising on appropriate levels of reserves for the Council;

(c) for informing chief officers of the amounts of their budgets;

(d) for authorising, with the agreement of any Chief Officers concerned, the transfer of significant provision from one budget head to another; and

(e) for maintaining arrangements for chief officers to forecast expenditure and income in relation to budgets so that prompt reports are made to the Cabinet if forecast adverse variances exceed thresholds defined by the Council.

3.7 It is the responsibility of chief officers -

(a) to ensure that an accountable budget manager is identified for each item of income and expenditure under the control of the chief officer, aligning budget responsibility as closely as possible to the decision-making that influences the income/expenditure concerned;

(b) to ensure that budget managers prepare and implement realistic plans to deliver services within budget, and prepare and submit to the chief officer and the Chief Finance Officer realistic forecasts of income and expenditure compared with budget in the form and at the frequency required by the Chief Finance Officer;

(c) to ensure that appropriate corrective action is taken where significant variations from the approved budget are forecast; and

(d) to ensure that prior approval is given by the full Council or the Cabinet (as appropriate) for any measures that are likely to materially extend or reduce the Council’s services, and for new commitments for which there would otherwise be no budget provision.

4 Risk Management and Control of Resources

Risk Management

4.3 It is the responsibility of chief officers -

(a) to ensure the regular identification, review and management of risk within their departments, having regard to advice and instructions from the Chief Finance Officer and other specialist officers (e.g. crime prevention, fire prevention, health and safety);

(b) to notify the Chief Finance Officer immediately of any loss, liability or damage that may lead to a claim against the Council, together with any information or explanation required by the Chief Finance Officer or the Council’s insurers;

(c) to notify the Chief Finance Officer immediately of any risks, properties, vehicles or other assets that require or cease to require insurance, and of any alterations affecting existing insurances;

(d) to consult the Chief Finance Officer and the Monitoring Officer on the terms of any indemnity that the Council is requested to give, on appropriate contract conditions for contractors to indemnify the Council, and on suitable minimum insurance levels for inclusion in contracts; and

(e) to ensure that employees, councillors, school governors, or anyone else acting on behalf of the Council, is instructed not to make any admission of liability or offer of compensation that might prejudice the assessment of a potential liability of the Council or of its insurers.

4.4 The Chief Finance Officer is responsible for reviewing risk management controls and advising and instructing chief officers accordingly, and for procuring insurance cover where appropriate.

Internal Control

4.5 It is the responsibility of chief officers to maintain and promote sound arrangements for internal control.  These arrangements will be devised by management to help to ensure that the Council’s objectives are achieved in a manner that promotes economical, efficient and effective use of resources and that the Council’s assets and interests are safeguarded.  The arrangements will have regard to the advice and instructions of the Chief Finance Officer.

4.6 The Chief Finance Officer is responsible for reviewing systems of internal control and advising and instructing chief officers accordingly.

Audit

4.7 The Chief Finance Officer is responsible for ensuring -

(a) the maintenance of an internal audit function that is sufficient in its coverage and independent in its planning and operation;

(b) that the Chief Internal Auditor has direct access to the Chief Executive, all levels of management and the Governance Committee; and 

(c) that the internal auditors are trained to comply with professional good practice.

4.8 The Audit Commission is responsible for appointing external auditors to each local authority to review and report upon -

(a) the financial aspects of the Council’s corporate governance arrangements;

(b) the Council’s financial statements, to be satisfied that the statement of accounts “presents fairly” the financial position of the Council and its income and expenditure for the year in question and complies with the legal requirements; and

(c) aspects of the Council’s arrangements to manage its performance, including the preparation and publication of specified performance information and compliance in respect of the preparation and publication of the Best Value Performance Plan.

4.9 The Council may, from time to time, be subject to audit, inspection or investigation by external bodies such as H.M. Customs and Excise and the Inland Revenue, who have statutory rights of access.
4.10 It is the responsibility of chief officers -

(a) to ensure that internal auditors, external auditors, and other authorised inspectors, are given access at all reasonable times to premises, personnel, documents and assets, and are provided with any information and explanations, that they consider necessary for the purposes of their work;

(b) to consider and respond promptly to recommendations in audit reports; and

(c) to ensure that any agreed actions arising from audit recommendations are carried out in a timely and efficient fashion.

4.11 The full Council will maintain among its committees a Governance (or Audit) Committee responsible for reviewing external auditor’s reports and annual audit letter and the Chief Internal Auditor’s regular annual report.  This Committee can consult directly with internal and external auditors.

Preventing Fraud and Corruption

4.12 All Council Members and employees are personally responsible for ensuring integrity in the conduct of the Council’s business, in particular by ensuring that they (and any subordinates) are aware of the Council’s anti-fraud and anti-corruption policies and procedures and by alerting the relevant chief officer or the Chief Internal Auditor to any suspected breach.

4.13 Chief officers are responsible for notifying the Chief Internal Auditor immediately of any suspected fraud, theft, irregularity, improper use or misappropriation of the Council’s property or resources.

4.14 The Chief Finance Officer is responsible for advising the Cabinet and chief officers on the maintenance and implementation of an anti-fraud and anti-corruption policy and associated arrangements for appropriate treatment and registration, by employees and members, of relevant interests, gifts and hospitality.

Assets

4.15 Chief officers, having regard to advice and instructions from the Chief Finance Officer and any other relevant professional advisors employed by the Council, should ensure that:

(a) resources are used only for the purposes of the Council and are properly accounted for;

(b) resources are available for use when required;

(c) resources no longer required are disposed of in accordance with the law and the procedure rules of the Council so as to maximise benefits;

(d) an asset register is maintained for the Council, assets are recorded when they are acquired by the Council and this record is updated as changes occur with respect to the location and condition of the asset;

(e) all staff are aware of their responsibilities with regard to safeguarding the Council’s assets and information, including the requirements of the Data Protection Act 1998 and software copyright legislation;

(f) all staff are aware of their responsibilities with regard to safeguarding the security of the Council’s computer systems, including maintaining restricted access to the information held on them and compliance with the Council’s computer and internet security policies; and

(g) contingency plans for the security of assets and continuity of service in the event of disaster or system failure are in place.

Treasury Management

4.16 The full Council is responsible for approving annually in February/March the treasury management policy statement, including statutory limits on borrowing.

4.17 It is the responsibility of chief officers:

(a) to establish and maintain banking and imprest accounts only as approved by, and in accordance with instructions issued by, the Chief Finance Officer;

(b) to ensure that loans outside the terms of Council-approved schemes are not made to third parties, and that interests are not acquired in companies, joint ventures or other enterprises, without the approval of the Cabinet following consultation with the Chief Finance Officer;

(c) in relation to school funds, resident or user amenity funds, and any other funds held on behalf of third parties, to ensure secure administration in a manner approved by the Chief Finance Officer; and

(d) to ensure that leasing agreements and other credit arrangements are not entered into without the prior approval of the Chief Finance Officer and, if applicable, approval of the scheme through the capital programme.

5 Income and Expenditure Procedures

5.3 The Cabinet, having regard to the advice of the relevant chief officer and the Chief Finance Officer, is responsible for determining charges for Council services, for writing off sums due to the Council, and for delegating authority to officers to write off sums due to the Council and to vary the income of the Council within prescribed limits.

5.4 It is the responsibility of chief officers to ensure that:

(a) all income due to the Council is identified and charged correctly;

(b) all charges for Council services are reviewed at least once a year having regard to their appropriateness in relation to relevant Council policies;

(c) all income is collected from the correct person, at the right time, using the correct procedures and the appropriate stationery;

(d) all money received by an employee, contractor or agent on behalf of the Council is paid without delay to the Council’s bank account, properly recorded, and reconciled to the bank account by a person who is not involved in the collection or banking process;

(e) cash collection duties are separated from those for identifying the amount due and those for reconciling the amount due to the amount received;

(f) effective action is taken to pursue non-payment within defined timescales;

(g) formal approval for debt write-off is obtained without delay;

(h) a scheme of delegation is operated effectively within their area identifying staff authorised to act on the chief officer’s behalf in respect of placing orders, payments, income collection and write-offs, together with the limits of their authority;

(i) all goods and services are ordered only by appropriate persons and order authorised, where required, by an appropriate person and are correctly recorded;

(j)
goods and services received are checked to ensure they are in accordance with the order by someone different from the person who placed the order and there is evidence of this check (e.g. electronically by the requisitioner);
(k) payments are not made unless goods have been received by the Council, for Council purposes, to the correct price, quantity and quality standards;
(l) all payments are made to the correct person, for the correct amount and are properly recorded, regardless of the payment method;

(m) for payments to employees and members, proper authorisation procedures are in place, there is adherence to corporate timetables in relation to starters, leavers, variations, and enhancements, and payments are made on the basis of timesheets or claims;

(n) all taxable transactions are identified, properly carried out and accounted for within stipulated timescales;

(o) information is provided for tax and other appropriate authorities within their stipulated timescale; and

(p) external funds are acquired only to meet Council policies, only if any matched-funding requirements can be met within budgets, and only if the key conditions of external funding will be met.

6 External Arrangements

Introduction

6.1
The Council provides a distinctive leadership role for the community and brings together the contributions of the various stakeholders.  It must also act to achieve the promotion or improvement of the economic, social or environmental well-being of its area.  The Council is required to maintain an accurate record of its relationships with outside bodies as part of standard accounting procedures.  It is therefore vital that all officers inform the Corporate Finance Team when beginning any form of new partnership with an external body, even if the partnership is not bound by a contractual agreement.
Partnerships

6.2 
The Cabinet is responsible for approving delegations for executive functions, including frameworks for partnerships.  The Cabinet is the focus for forming partnerships with other local public, private, voluntary and community sector organisations to address local needs. 
6.3 
The Cabinet may delegate functions, including those relating to partnerships, to officers. These are set out in the scheme of delegation that forms part of the Council’s constitution.  Where functions are delegated, the Cabinet remains accountable for them to the full Council.

6.4 
The Chief Finance Officer is responsible for promoting and maintaining the same high standards of conduct with regard to financial administration in partnerships that apply throughout the Council.

6.5 
The Chief Finance Officer must ensure that the accounting arrangements to be adopted relating to partnerships and joint ventures are proper.  In consultation with the Monitoring Officer, he or she must also consider the overall corporate governance arrangements and legal issues when arranging contracts with external bodies.  He or she must ensure that the financial implications and risks have been fully appraised before agreements are entered into with external bodies.

6.6
 Directors are responsible for ensuring that appropriate approvals are obtained before any negotiations are commenced in relation to work with external bodies.

External Funding

6.7
The Chief Finance Officer is responsible for ensuring that all funding notified by external bodies is received and properly recorded in the Council’s accounts.

Work For Third Parties

6.8 
The Cabinet is responsible for approving the contractual arrangements for any work for third parties or external bodies, which are key decisions under the Council’s Constitution.

Work by Third Parties 

Executive Directors must ensure that work carried out by third parties (for instance the Arms Length Management Organisation) for the Council is approved and covered by a suitable contract or agreement so that the responsibilities of each party are clear.  Financial and legal advice should be sought at an early stage.  This will ensure that the organisation only carries out work that is within the relevant legal powers, and that financial issues such as responsibility for managing budgets, insurance and taxation are properly considered. 
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