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General Information

1. Project overview
The project is to remove all items of equipment and safety surface at the existing
play area and to install new equipment, safety surfacing and gates, for young
children up to the age of 10 years.

Uckfield Town Council would be interested in a scheme which provides a variety
of activities for young children within this small area, and reflects the preferences
of local residents in our recent survey.

2. Site address

Hughes Way
Uckfield
East Sussex
TN22 1DX

3. Project manager
Name: Christine Wheatley
Position: Assistant Town Clerk
Organisation: Uckfield Town Council
Address: Civic Centre, Uckfield, East Sussex TN22 1AE
Telephone: 01825 762774 / 01825 747792
Email: christine@uckfieldtc.gov.uk

In the event that the Project Manager is not available, enquires should be directed to
Holly Goring, Town Clerk on 01825 762774.

4. Budget
All items for which the contactor is responsible must be delivered within a
maximum budget of £50,000. This excludes VAT. The Tender is accepted on a
“Fixed Price” basis and the Contractor will not be entitled to claim and the Council
will not allow any increase in the price of the services and/or cost of, or incidental
to, the employment of labour, and the prices included in the Tender shall be the
maximum payable by the Council.

5. Time-scales

Invitation to quote 15t May 2017

12noon Monday 12% June
2017

Deadline for submission of quotes

Review quotations and invite

o N
successful companies to formal public Week beginning 19% June

. 2017
presentation
. 10am-1pm
Contractor’'s presentation Saturday 1%t July 2017
Notification of award Friday 28% July

Start date To be agreed




6. Site information
Contractor’s access
The play area is located within a housing estate. There is an estate road leading
to the play area with a small amount of parking.

The contractor can access the site via double gates or temporarily take down
fencing to facilitate access. The contractor will be responsible for re-instating
fencing at the end of work and for any damage caused as a result including
hedging etc.

Access to the public car park

If possible, the car park should remain accessible to the public throughout the
works. If it is necessary to restrict public access at the time of deliveries or when
moving equipment or plant etc., appropriate measures must be taken to ensure
the safety of the public.

Services within the play area
Uckfield Town Council is not aware of any services running under or above the
existing play area. There is an electricity sub-station at the North-West comner of
the play area.
The contractor is responsible for making the necessary checks to establish if there
are any utilities and/or watercourses affecting the site and to ensure that no
damage to any services occurs during the course of the works. Any such damage
will be rectified at the contractor's expense.

7. Preliminaries
Security
For the duration of the project, the contractor must take all reasonable measures
to ensure that the work area is secure both during the working day and when the
contractor is not on site. All parts of the boundary that are accessible must be
secured' with Heras fencing, or similar provided by the contractor in order to

prevent public

access. Appropriate signage should be displayed to discourage entry into the
work area.

Allow for the Heras fencing or similar to remain until the post installation
inspection has been carried out by RoSPA and any significant issues raised have
been rectified.

Storage
Due to the size of the play area storage off site may be difficult. Any damage to
grassed areas caused as a result of storage of materials etc. must be rectified at
the contractor's expense.

Welfare
Note that there is no public toilet at this site, nor is there access to water or
electricity. The nearest public toilet is at the Civic Centre, Uckfield, TN22 1AE.



The contractor should provide the necessary welfare facilities as required under
current CDM regulations.

8. CDM & Health and Safety

e Construction (Design and Management) Regulations 2015 (CDM 2015) must
be complied with including the submission of a construction phase plan before
works commence. A method statement and risk assessment will also be
required. The appointed contractor will take on the role of Principal Contractor.

e The contractor's quotation submission must confirm in writing whether or not it
is necessary to notify the HSE of the work as required under CDM regulations
i.e. whether the work will last longer than 30 days, involve more than 20
workers working at the same time or involve 500 person days of work. [If the
HSE needs to be notified, the contractor should confirm that they will be
undertaking this.

e Uckfield Town Council is working together with the Health and Safety Executive
to comply with Health and Safety working practices in relation to contractors
carrying out work on behalf of the council. Contractors registered with
Constructionline need to provide a copy of their Constructionline and insurance
certification.

o BSEN 1176 and BSEN 1177 must be complied with.

9. Health and Safety in relation to play equipment, surfacing and materials
e Play equipment must be certified as proof of compliance with the European
Playground Safety Standard EN 1176.
o Safety surfacing must be certified as having been tested in accordance with the
requirements set out in BS EN 1177.
¢ [nstallation must comply with the European Standards EN 1176 and 1177.
¢ Paint must be lead and cadmium free.

10. Location of existing equipment, surfacing and fencing
The plan provided shows the play area. Do not scale from this drawing. It is
expected that contractors will carry out their own site survey prior to submitting a
quotation.

11. Fencing and gates
No new fencing is required; however the contractor must be aware of item No. 6
site information.

Existing gates are to be replaced with:
¢ A new self-closing pedestrian gate
o New double lockable maintenance gates

12. Existing equipment and surfacing
All of the existing equipment and surfacing is to be removed and disposed of at
the contractor's expense.

13. New safety surfacing
Quotations are to be submitted for two different types of safety surface:



1) Bonded rubber muich system e.g. Tigermulch or named equivalent.
2) Wet Pour rubber surfacing system with stone base

» The new surface must not create any trip hazards or places where water will
pond.

o There should not be a significant difference in the finished surface level and
the surrounding grass. Edges should be tapered in to the existing grass. Where
appropriate, the ground level immediately around the surfacing can be made up
by first removing the existing grass then making up the level with a good quality
loam over which turf should be laid.

e Any excavations in the existing surfacing created through the removal of
existing equipment must be filled as appropriate prior to the new surfacing being
laid.

» Wear pads should be laid in high impact areas i.e. under the swing seats.

e Any existing base not used to accommodate new equipment and surfacing
must be excavated to a depth of 150mm and removed from site.

e Minimum warranty: 5 years. Please state length of warranty in your quotation.

14. Park furniture
No park benches or bins are required.

15. Issues during construction phase
Any vandalism or other issues arising during the construction phase should be
reported immediately to the Project Manager.

16. Reinstatement
The contractor should take all reasonable care to minimise damage to the

existing grass and boards or similar should be used if necessary if the ground
conditions are wet.

Topsoil excavated during the course of the work may be used to make up levels
to excavated and damaged areas where necessary. Any large stones or other
debris must be removed. Sub-soil should not be used. Topsoil excavated during
the course of the works may be set aside for this purpose. Excess material must
be removed from site.

17. Post installation inspection
A post installation inspection conducted by RoSPA will be arranged and paid for
by Uckfieid Town Council. The contractor should keep the project manager
advised of the expected completion date in order that the necessary
arrangements can be made. The contractor will be required to address the
issues raised in the inspection within 10 working days of notification unless
RoSPA deem action to be urgent.

18. Communications and Meetings
e A pre-start site meeting will be held no less than two weeks before work
commences at which the contractor must provide the Project Manager with
contact details of the site foreman.
e The location of equipment and surfacing should be confirmed before
installation begins.



¢ A progress report should be submitted by e-mail to the Project Manager on
each Friday during the course of the works and should include any changes in
the original work programme and the anticipated completion date.

e Practical completion will be agreed on site subject to a satisfactory outcome to
the post installation inspection.

19. Documentation to be provided at the time of quotation
o Covering letter providing named contact, stating quotation value and
confirming full compliance with this brief.

20. Documentation to be provided prior to commencing work
¢ Construction phase plan/work programme.
* Risk assessment and method statement.
¢ Management plan.

21. Documentation to be provided upon practical completion
¢ Maintenance instructions.
¢ Guarantee certificate for each product.
¢ Invoice to the value of 95% of the total cost.

22. Payment
Payment will be in 2 parts; 25% upon practical completions and the remaining
5% upon completion to Uckfield Town Council's satisfaction of any works
identified through the post installation inspection.

23. Quotation instructions and validity

¢ The procurement process will be compliant with Uckfield Town Council's
financial regulations.

e Quotations must be received in hard copy although it would be helpful if an
electronic copy could also be sent after 12t June 2017.

* The quotation return envelope should be marked for the attention of Christine
Wheatley and must include the following text; ‘Quotation for Hughes Way Play
Area’. Return deadline: 12 NOON, 12™ JUNE 2017
Quotes will not be valid unless completed in full as requested.

Quoting contractors will be deemed to have visited the site as no claim at a
later date will be considered in the grounds of lack of knowledge of the site
conditions, access, the existing equipment etc.

» |[f any items are not priced, the quoting contractor will be deemed to have
made due allowance for these items in their prices for other items.

» Quotes received after 12 NOON ON THE 12™ JUNE 2017 will not be
considered.

24. Quotation assessment
The assessment will be a two stage process:

Stage 1: to be undertaken by Uckfield Town Council and covering:
e Submission of all requested documentation
e Compliance with brief
¢ Delivery within budget



Stage 2:

A public vote for the preferred proposal will be held. Prior to this, all those
companies (contractors) that complete Stage 1 to the satisfaction of Uckfield
Town Council will be required to present their proposal at a public exhibition at
Uckfield Civic Centre at a time and date to be confirmed. The presentation will
show the proposals of a maximum of eight contractors. Attendance is essential.

The Town Council reserves the right not to assess quotations on cost only and
may not award the contract to the lowest quotation in accordance with 11.9. of its
Financial Regulations.

25. Presentation
The following should be provided at the time of quotation: -

a) Scale plan of layout: 1no. hard copy and pdf suitable for printing at A3;

b) Colour pictorial presentation: 3no. hard copies A2 size and pdf suitable for
printing at A3;

c) Colour, labelled presentation of the individual items of equipment: 3no. hard
copies at A2 size and pdf suitable for printing A3.
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Appendices 3

Extract 4.2 from public survey

Preferred equipment

In the survey, respondents were asked from a list of play equipment what
they would like to see in the play area for children and young people.

A number of respondents identified more than one piece of equipment. The
order in which the equipment received interest is as follows:

« Slide (84.0%)
* Swing {83.1%)
¢ Climbing frame {80.5%)
+ Roundabout {(77.1%)
¢«  Rocker (74.7%)
«  Multi-play {70.4%})
* Basket swing {66.3%)
= Toddler area {63.2%)
s Rope {50.6%)
« Carousel {50.0%)



Appendices 4

Financial Regulations
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GENERAL

These Financial Regulations govern the conduct of financial management by the
Council and may only be amended or varied by resolution of the Council. The
Council is responsible in law for ensuring that its financial management is adequate
and effective and that it has a sound system of financial control which facilitates the
effective exercise of its functions, including arrangements for the management of risk
and for the prevention and detection of fraud and corruption. These Financial
Regulations are designed to demonstrate how the Council meets these
responsibilities.

The post of Responsible Financial Officer (RFO) is a statutory office under section
151 of the Local Government Act 1972 and shall be appointed by the Council. The
RFO, acting under the policy direction of the Council, shall administer the Council’s
financial affairs in accordance with proper practices. The RFO shall determine on
behalf of the Council its accounting records and accounting control systems. The
RFO shall ensure that the accounting control systems are observed and that the
accounting records of the Council are maintained and kept up to date in accordance
with proper practices.

The RFO shall produce financial management information as required by the Council.

At least once a year, prior to approving the annual accounts, the Council shall
conduct a review of the effectiveness of its system of internal control which shall be in
accordance with proper practices.

In these Financial Regulations the term 'proper practice' or 'proper practices' shall
refer to guidance issued in ‘Govermance and Accountability in Local Councils in
England and Wales - A Practitioners' Guide' which is published jointly by NALC and
SLCC and updated from time to time.

In these Financial Regulations, references to the Accounts and Audit Regulations
shall mean the Regulations issued under the provisions of the Audit Commission Act
2003, or any superseding legislation and then in force unless otherwise specified.

Section 150(5) of the Local Government Act 1972 which governed the stewardship of
money held by local councils has been repealed. It required that ‘every cheque or
other order for the payment of money be signed by two members of the Council’
Although this requirement has been repealed it is felt that it still remains good
practice and will be retained by the Council.

ANNUAL ESTIMATES

Each committee shall formulate and submit proposals to the Council in respect of
revenue and capital expenditure for the following financial year, not later than the end
of January each year.

Detailed estimates of income and expenditure on revenue services and receipts and
payments on capital accounts shall be prepared each year by the RFO.
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The Council shall review the estimates not later than the end of January each year
and shall fix the precept to be levied for the ensuing financial year. The Mayor or
Town Clerk shall issue the precept to the billing authority and shall supply each
Member with a copy of the approved budget.

The annual capital and revenue expenditure shall form the Council’'s budgets and the
basis of financial control for the ensuing year.

In considering its annual estimates the Council shall have regard to its current five-
year Business Plan.

BUDGETARY CONTROL
Expenditure on revenue items may be incurred up to the amounts included in the
approved budget.

No expenditure may be incurred that will exceed the amount provided in the revenue
budget for that item of expenditure, unless first approved by the General Purposes
Committee or the Urgent Consultation Panel. Unspent provisions in the revenue
budget shall not be carried forward to a new financial year, unless moved to other
budget headings or placed in an earmarked reserve by resolution of the General
Purposes Committee.

The RFO shall regularly provide each committee with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure to
the appropriate date against that planned as shown in the budget. These statements
are to be prepared at least at the end of each financial quarter.

The Clerk may incur expenditure on behalf of the Council which is necessary to carry
out any repair, replacement, Health and Safety or other work which is of such
extreme urgency that it must be done at once, whether or not there is any budgetary
provision for the expenditure, subject to a limit of £5,000. The Clerk shall report the
action to the appropriate committee as soon as possible thereafter.

Where expenditure is incurred in accordance with Regulation 3.4 above such sums
shall be approved by the General Purposes Committee at the next available meeting.

No expenditure shall be incurred in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure, unless the relevant
committee is satisfied that it is contained in the capital programme and that the
necessary capital funds are available, or the requisite borrowing approval has been
obtained.

All capital works relating to contracts shall be administered in accordance with the
Council's Standing Orders and these Financial Regulations.
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ACCOUNTING AND AUDIT
All accounting procedures and financial records of the Council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations.

The RFO shall be responsible for completing the annual accounts of the Council as
soon as practicable after the end of the financial year and shall submit them to and
report thereon to the Council.

Anti-Fraud and Corruption

4.3.1 In accordance with the Accounts and Audit Regulations the separation of
duties of Officers dealing with financial tfransactions shall be carried out
wherever practical, thus reducing the risk of fraud or suspicion of fraud.

4.3.2 Wherever possible arrangement shall be made to ensure that the same two
Officers carry out no more than two of the following:-

{a) The ordering of works, goods or services.

(b) The acknowledgement of their receipt,

and

{(c) The examination and certification of invoices and accounts.

4.3.3 Wherever possible, Officers responsible for the examination and checking of
records of cash transactions shall not be engaged in any of these
transactions.

Internal Audit

4.41 The RFO shall complete the Annual Accounts of the Council and shall submit
the accounts for approval and authorisation by the Council within the
timescales set by the Accounts and Audit Regulations.

4.4.2 The RFO shall ensure that there is an adequate and effective system of
internal audit of the Council’s accounting, financial and other operations in
accordance with proper practices. Any Officer or Member shall, if the RFO or
Internal Auditor requires, make available such documents of the Council
which appear to the RFO or Internal Auditor to be necessary for the purpose
of the internal audit and shall supply the RFO or Internal Auditor with such
information and explanation as the RFO or Internal Auditor considers
necessary for that purpose.

443 The internal Auditor shall be appointed by and shall carry out the work
required by the Council in accordance with proper practices. The Internal
Auditor, who shall be competent and independent of the operations of the
Council, shall report to the General Purposes Committee in writing, or in
person, on a regular basis with a minimum of cne annual written report in
respect of each financial year.
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In order to demonstrate objectivity and independence, the Internal Auditor
shall be free from any conflicts of interest and have no involvement in the
financial decision making, management or control of the Council.

4.4.4 The RFO shall make arrangements for the opportunity for inspection of the
accounts, and associated documents for the display or publication of any
notices and statements of account required by the relevant Acts and
Regulations.

4.4.5 The RFO shall, as soon as practicable, bring to the attention of all Members
any correspondence or report from the Internal or External Auditor, unless the
correspondence is of a purely administrative nature.

Members’ Audit

On a monthly basis one Member of the Council will carry out an audit in accordance

with the Members’ Audit Policy No. 63 and will report their findings to the next

meeting of the General Purposes Committee.

BANKING ARRANGEMENTS, CHEQUES AND ELECTRONIC BANKING

The Council’s banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the General Purposes Committee. They shall be regularly
reviewed for efficiency.

All monies received by the Council, including Luxford’s takings, shall be banked daily
and a full record made on the reverse of the paying-in slip

With the exception of the arrangements set out in Regulation 6.1, all certified invoices
and payments shall be paid by cheque, drawn on the Council's accounts and all
cheques shall be signed by two members of the Council. A schedule of payments,
listed by committee heading, and signed by the same two Members of the Council,
shall be provided and presented at the next meeting of the committee.

PAYMENT OF ACCOUNTS
Apart from petty cash, payments shall be effected by cheque or other order drawn on
the Council's bankers.

All invoices for payment shall be examined, verified and certified by the Officer
issuing the order. Before certifying an invoice, the Officer shall be satisfied that the
works, goods or services to which the invoice relates have been received, carried
out, examined and approved.

Duly certified invoices shall be examined in relation to arithmetical accuracy and
authorisation, and shall be coded to the appropriate expenditure head. The RFO or
appropriate Officer shall take all possible steps to settle all invoices or statements
submitted, and which are in order, within 30 days of their receipt, or earlier, or in such
manner, (e.g. standing order, direct debit etc), if such payment results in benefit to
the Council, subject to any initial instruction forms or letters being signed by two
Members of the Council.
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All duly certified invoices will then be entered on the scheduie of payments made and
presented to the next meeting of the appropriate committee in accordance with
Regulation 5.3.

The RFO or other appropriate Officer may authorise petty cash to Officers for the
purpose of defraying operational and other expenses. Vouchers, relevant receipts or
other supporting documentary evidence for payments made shall be forwarded to the
RFO with a claim for reimbursement.

(a) The RFO shall maintain a petty cash float of no more than £200 for the purpose
of defraying operational and other expenses incurred by the Council.

(b) The RFO shall maintain a petty cash float of no more than £250 for the purpose
of defraying operational and other expenses incurred by Luxfords Restaurant.

(c) Re-imbursement for sums over £50 from any petty cash float shall only be
made by cheque.

(d) Income received must not be paid into the petty cash float but must be
separately banked as provided in Regulation 9.

(e) Management of petty cash will be in accordance with internal audit procedures.

Corporate credit card accounts must be set up to operate within defined limits and
cleared monthly by direct debit from the main bank account.

PAYMENT OF SALARIES AND WAGES

As an employer, the Council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and the
rules of PAYE and National Insurance currently operating, and salaries shall be as
agreed by the Council.

Payment of salaries and payment of deductions from salary such as may be made for
tax, National Insurance and pension contributions, may be made in accordance with
the payroll records and on the appropriate dates stipulated in employment contracts.

All time sheets where applicable shall be in a form prescribed by the RFO and
certified as to their accuracy by the member of staff and countersigned by the
appropriate manager.

Appropriate Officers shall notify the RFO as soon as possible of all matters affecting

the payment of salaries and wages and in particular:-

e Appointments, resignations, retirements, dismissals, suspensions, secondments
and all other staff movements.
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s  Absences from duty for sickness or other reasons.

e Information necessary to maintain records of service for superannuation, income
tax and national insurance.

¢ Changes in remuneration, allowances or working times.

The RFO, the Town Clerk or Civic Centre Manager are authorised to make payments
of salaries and wages through ‘Bankline’ subject to such initial permission being
signed by two Members of the Council.

In the event of emergencies where no two authorised Officers are available to make
such payments, the RFO, Town Clerk or Civic Centre Manager shall request two
Members of the Council to be present.

LOANS AND INVESTMENTS

All loans and investments shall be negotiated by the RFO in the name of the Council,
and shall be for a set period of time in accordance with any appropriate Council
Policy. Changes to loans and investments should be reported to the General
Purposes Committee at the earliest opportunity.

The Council's Investment Policy (No. 45) shall be in accordance with relevant
regulations, proper practices and guidance and reviewed at least annually. Prior to
the receipt of the precept instalment every six months, the Finance Sub-committee
will provide information to the General Purposes Committee on the possible
investment of these funds.

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

All borrowings shall be effected in the name of the Council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The terms and conditions of
borrowings shall be reviewed at least annually.

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

INCOME
The collection of all sums due to the Council shall be the responsibility of, and under
the supervision of the RFO.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be notified to the RFO and the RFO shall be ultimately responsible for
the collection of all accounts due to the Council.

Appropriate committees will review their fees and charges annually following a report
by the RFO or other appropriate Officer.
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All accounts due will be collected in accordance with these Regulations and any
sums found to be irrecoverable or any subsequent bad debts shall be reported to the
General Purposes Committee.

Overdue accounts and bad debts shall be treated in the following manner:-

() Customers with outstanding accounts at 90 days shall be passed to a
registered debt collector following a final seven day warning at the discretion of
the RFO or appropriate Officer of the Town Council.

(i} Any bad debts that cannot be recovered shall be referred to the General
Purposes Committee for authorisation to be written off or for authorisation to
make arrangements to collect the debt in other ways.

All sums received on behalf of the Council shall either be submitted to the RFO for
banking or to the appropriate Officer collecting the money as directed by the RFO. In
all cases all receipts shall be deposited with the Council's bankers in accordance with

Regulation 5.2 or in such manner as subsequently directed by the Council's Internal
Auditor.

A reference to the related invoice, or otherwise, indicating the origin of each receipt,
shall be entered on the paying-in slip.

All sums received by BACS will be made available for scrutiny for subsequent audits.

Every transfer of official money from one member of staff to another shall be checked
and signed for by the receiving Officer.

The RFO shall promptly complete any VAT return that is required.

Where any significant sums of cash are regularly received by the Council, the RFO
shall take such steps as are agreed by the General Purposes Committee to 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 such as ticket issues, and that
appropriate care is taken in the security and safety of individuals banking such cash.

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

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate, e.g. petty
cash purchases. Where an order number is given verbally, a written order must be
raised. Copies of all orders issued shall be retained.

Access to the ordering programme shall be controlled by the RFO.

All Members of the Council and Officers are responsible for obtaining value for
money at all times. An Officer issuing an official order is to ensure as far as
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reasonable and practicable, that the best available terms are obtained in respect of
each transaction.

Only the Town Clerk, RFO, Civic Centre Manager or other such Officers nominated
by them, may initiate orders which shall be endorsed by a second Officer.

Goods and services received shall be checked against the relevant copy of the
purchase order.

CONTRACTS

Every contract, whether made by the Council or by a committee to which the power
of making contracts has been delegated, shall comply with these Financial
Regulations and no exception from any of the following provisions of these
Regulations shall be made other than in an emergency, provided that these
Regulations shall not apply to the contracts which relate to items (i) to (iv) below:-

(i) For the supply of gas, electricity, water, sewerage and telephone services.

(i) For specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants or other services identifies to be of a
specialist nature by the Town Clerk, RFO or Civic Centre Manager.

(i) For work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant.

(iv) For work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the Council.

Where it is intended to enter into a contract:-

(i)  For expenditure of £10,000 or less in value, the Town Clerk or a duly approved
Officer shall have authorisation to obtain such goods or services from an
appropriate firm.

(i)  For expenditure exceeding £10,000 but not exceeding £25,000 in value for the
supply of goods or materials or for the execution of works or specialist services
other than such goods, materials, works or specialist services as are excepted
as set out in Regulation 11.1, the Town Clerk shall invite quotations from at
least three appropriate firms.

(i) For expenditure which is valued at £25,000 or more, the Council shall comply
with the relevant requirement of The Public Contracts Regulations 2015 (“the
Regulations™). The Regulations require the Council to use the Governments
Contracts Finder website to advertise contract opportunities, set out the
procedure to be followed in awarding new contracts and to publicise the award
of new contracts.
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(iv) Where the value of a contract is likely to exceed £164,176 {(which may change
from time to time) the full requirements of The Regulations, as applicable, shall
be followed in respect of the tendering and award of a public supply contract,
public service contract or public works contract which exceed thresholds in the
Regulations set by the Public Contracts Directive 2014/24/EU

Invitations to tender shall state the period and the general nature of the intended
contract and the Town Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. In addition, the invitation shall state that
tenders must be addressed to the Town Clerk and the last date by which such
tenders should reach the Town Clerk. Each tendering firm shall be supplied with a
specially 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
Town Clerk or other appropriate Officer in the presence of at least two Members of
the Council.

The Town Clerk or other appropriate Officer shall record the details of the tender, the
names and addresses of each tenderer, the amount or price of the tender, the time
and place of opening, and the names and signatures of those present at the opening
of the tenders. The above details shall be reported to the Council, or where the
tenders have been sought by a committee to that committee.

If fewer than three tenders are received for contracts valued above £50,000 or if all
the tenders are identical, the Council may make such arrangements as it thinks fit for
procuring the goods or materials or executing the works.

Any invitation to tender issued under this Regulation shall contain a statement of the
effect of Standing Orders Nos: 25.1. 25.2 and 25.3.

When applications are made to waive Standing Orders relating to contracts to enable
tenders to be negotiated without competition, the reason shall be embodied in a
recommendation to the General Purposes Committee.

Neither the Council, nor any committee is bound to accept the lowest or any tender.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

Payments on account of the contract sum shall be made within the time specified in
the contract, by the RFO upon receipt of authorised certificates issued by the
architect or other consuliants engaged to supervise the contract and a valid claim for
payment from the contractor. (Subject to any percentage withholding as may be
agreed in the particular contract).

Where contracts provide for payments by instalments, the RFO shall maintain a
record of all such payments. In any case when it is estimated that the total cost of
the work carried out under a contract, excluding fluctuation clauses, will exceed the
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contract sum by five per cent or more, a report shall be submitted to the Council or
relevant committee.

Any variation to a contract, or addition to, or omission from a contract must be
approved by the Town Clerk in writing. The Council or appropriate committee should
be informed where the final cost is likely to exceed the financial provision.

STOCKS, STORES AND EQUIPMENT
The Officer in charge of each section shall be responsible for the care and security of
all relevant buildings, fumiture, equipment, cash, stocks and stores in that section.

Appropriate Officers shall ensure that all conditions of insurance are complied with in
respect of cash, valuables and property.

Delivery notes or invoices must be obtained in respect of all goods received, and
goods must be checked as to quantity and quality against the purchase orders at the
time delivery is made.

Stocks and stores shall generally be maintained at the minimum levels consistent
with operational requirements.

The RFO or appropriate Officer shall be responsible for periodic checks of stocks and
stores at least annually.

ASSETS, PROPERTIES AND ESTATES

The Town Clerk shall make appropriate arrangements for the custody of all title
deeds of properties owned by the Council. The RFO shall ensure a record is
maintained of all assets owned by the Council, recording the location, extent, plan,
reference, purchase details, (where possible), nature of the interest, tenancies
granted, rents payable and purpose for which held, in accordance with the current
Accounts and Audit Regulations.

The RFO shall ensure that an appropriate and accurate register of assets and
investments is kept up to date. The continued existence of tangible assets shown on
the register shall be verified at least annually with a safety inspection of assets.

No property shall be sold, leased or otherwise disposed of without the authority of the
Council, together with any other consent required by law, save where the estimated
value of any one tangible movable property does not exceed £500.

INSURANCE

Following the annual risk assessment (Financial Regulations 16.1 and 16.2), the
RFO shall effect all insurance and negotiate all claims on the Council’s insurers.

The RFO shall be notified of any loss, liability or damage or of any event likely to lead
to a claim, and shall report to the appropriate committee at the next available
meeting.
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The RFO or appropriate Officer shall give prompt notification to the insurers of all
new risks, properties or vehicles which require to be insured and of any alterations
effecting existing insurances.

The RFO shall keep a record of all insurances affected by the Council and the
property and risks covered and annuaily review the Council’s insurance
requirements.

All appropriate employees of the Council shall be included in suitable fidelity
guarantee insurance which shall cover the maximum risk exposure of the Council.
RISK MANAGEMENT

The Council is responsible for putting in place arrangements for the management of
risk. The RFO or appropriate Officer shall prepare, for approval by the Council, risk
management policy statements in respect of all activities of the Council. Risk policy
statements and consequential risk management arrangements shall be reviewed by
the General Purposes Committee at least annually.

When considering any new activity, the RFO or appropriate Officer shall prepare a
draft risk assessment including risk management proposals for consideration and
adoption by the General Purposes Commitiee.

SECURITY AND MANAGEMENT OF INFORMATION

Records of a financial nature shall be retained in accordance with a schedule of
minimum periods to comply with tax and insurance requirements or other instructions
or advice received from the appropriate authorities. Regardless of the above ail
records must be retained, as a minimum, until after the completion of each year’s
external audit.

The Council will comply with the Freedom of Information Act and any other
appropriate Council policy or other applicable legislation that may be introduced or
amended from time to time.

REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the General Purposes Committee to review these Financial
Regulations from time to time. The Town Clerk shall make arrangements to monitor
changes in legislation or proper practices and shall advise the General Purposes
Committee of any requirement for a consequential amendment to them.
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Appendices 3

Extract 4.2 from public survey

Preferred equipment

In the survey, respondents were asked from a list of play equipment what
they would like to see in the play area for children and young people.

A number of respondents identified more than one piece of equipment. The
order in which the equipment received interest is as follows:

+ Slide (84.0%)
* Swing (83.1%)
« Climbing frame {80.5%)
« Roundabout {77.1%)
s Rocker (74.7%)
s« Multi-play (70.4%)
¢ Basket swing {66.3%)
s Toddler area {63.2%)
*« Rope {50.6%)
« Carousel {50.0%)
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Financial Regulations
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GENERAL

These Financial Regulations govern the conduct of financial management by the
Council and may only be amended or varied by resolution of the Council. The
Council is responsible in law for ensuring that its financial management is adequate
and effective and that it has a sound system of financial control which facilitates the
effective exercise of its functions, including arrangements for the management of risk
and for the prevention and detection of fraud and corruption. These Financial
Regulations are designed to demonstrate how the Council meets these
responsibilities.

The post of Responsible Financial Officer (RFO) is a statutory office under section
151 of the Local Government Act 1972 and shall be appointed by the Council. The
RFO, acting under the policy direction of the Council, shall administer the Council's
financial affairs in accordance with proper practices. The RFO shall determine on
behalf of the Council its accounting records and accounting control systems. The
RFO shall ensure that the accounting control systems are observed and that the
accounting records of the Council are maintained and kept up to date in accordance
with proper practices.

The RFO shall produce financial management information as required by the Council.

At least once a year, prior to approving the annual accounts, the Council shall
conduct a review of the effectiveness of its system of internal control which shall be in
accordance with proper practices.

In these Financial Regulations the term 'proper practice' or ‘proper practices’ shall
refer to guidance issued in ‘Governance and Accountability in Local Councils in
England and Wales - A Practitioners’ Guide’ which is published jointly by NALC and
SLCC and updated from time to time.

In these Financial Regulations, references to the Accounts and Audit Regulations
shall mean the Regulations issued under the provisions of the Audit Commission Act
2003, or any superseding legislation and then in force unless otherwise specified.

Section 150(5) of the Local Government Act 1972 which governed the stewardship of
money held by local councils has been repealed. it required that ‘every cheque or
other order for the payment of money be signed by two members of the Council’
Although this requirement has been repealed it is felt that it still remains good
practice and will be retained by the Council.

ANNUAL ESTIMATES

Each committee shall formulate and submit proposals to the Council in respect of
revenue and capital expenditure for the following financial year, not later than the end
of January each year.

Detailed estimates of income and expenditure on revenue services and receipts and
payments on capital accounts shall be prepared each year by the RFO.
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The Council shall review the estimates not later than the end of January each year
and shall fix the precept to be levied for the ensuing financial year. The Mayor or
Town Clerk shall issue the precept to the billing authority and shall supply each
Member with a copy of the approved budget.

The annual capital and revenue expenditure shall form the Council's budgets and the
basis of financial control for the ensuing year.

In considering its annual estimates the Council shall have regard to its current five-
year Business Plan.

BUDGETARY CONTROL
Expenditure on revenue items may be incurred up to the amounts included in the
approved budget.

No expenditure may be incurred that will exceed the amount provided in the revenue
budget for that item of expenditure, unless first approved by the General Purposes
Committee or the Urgent Consultation Panel. Unspent provisions in the revenue
budget shall not be carried forward to a new financial year, unless moved to other
budget headings or placed in an earmarked reserve by resolution of the General
Purposes Committee.

The RFO shall regularly provide each committee with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure to
the appropriate date against that planned as shown in the budget. These statements
are to be prepared at least at the end of each financial quarter.

The Clerk may incur expenditure on behalf of the Council which is necessary to carry
out any repair, replacement, Health and Safety or other work which is of such
extreme urgency that it must be done at once, whether or not there is any budgetary
provision for the expenditure, subject to a limit of £5,000. The Clerk shall report the
action to the appropriate committee as soon as possible thereafter.

Where expenditure is incurred in accordance with Regulation 3.4 above such sums
shall be approved by the General Purposes Committee at the next available meeting.

No expenditure shall be incurred in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure, unless the relevant
committee is satisfied that it is contained in the capital programme and that the
necessary capital funds are available, or the requisite borrowing approval has been
obtained.

All capital works relating to contracts shall be administered in accordance with the
Council’s Standing Orders and these Financial Regulations.
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ACCOUNTING AND AUDIT
All accounting procedures and financial records of the Council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations.

The RFO shall be responsible for completing the annual accounts of the Council as
soon as practicable after the end of the financial year and shall submit them to and
report thereon to the Council.

Anti-Fraud and Corruption

4.3.1

4.3.2

4.3.3

In accordance with the Accounts and Audit Regulations the separation of
duties of Officers dealing with financial transactions shall be carried out
wherever practical, thus reducing the risk of fraud or suspicion of fraud.

Wherever possible arrangement shall be made to ensure that the same two
Officers carry out no more than two of the following:-

(a) The ordering of works, goods or services.

(b) The acknowledgement of their receipt,

and

(c) The examination and certification of invoices and accounts.
Wherever possible, Officers responsible for the examination and checking of

records of cash transactions shall not be engaged in any of these
transactions.

Internal Audit

4.41

442

4.4.3

The RFO shall complete the Annual Accounts of the Council and shall submit
the accounts for approval and authorisation by the Council within the
timescales set by the Accounts and Audit Regulations.

The RFO shall ensure that there is an adequate and effective system of
internal audit of the Council’s accounting, financial and other operations in
accordance with proper practices. Any Officer or Member shall, if the RFO or
Internal Auditor requires, make available such documents of the Council
which appear to the RFO or Internal Auditor to be necessary for the purpose
of the internal audit and shall supply the RFO or Internal Auditor with such
information and explanation as the RFO or Internal Auditor considers
necessary for that purpose.

The Internal Auditor shall be appointed by and shall carry out the work
required by the Council in accordance with proper practices. The Internal
Auditor, who shall be competent and independent of the operations of the
Council, shall report to the General Purposes Committee in writing, or in
person, on a regular basis with a minimum of one annual written report in
respect of each financial year.
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In order to demonstrate objectivity and independence, the Internal Auditor
shall be free from any conflicts of interest and have no involvement in the
financial decision making, management or control of the Council.

4.44 The RFO shall make arrangements for the opportunity for inspection of the
accounts, and associated documents for the display or publication of any
notices and statements of account required by the relevant Acts and
Regulations.

4.45 The RFO shall, as soon as practicable, bring to the attention of all Members
any correspondence or report from the Internal or External Auditor, unless the
correspondence is of a purely administrative nature.

Members' Audit

On a monthly basis one Member of the Council will carry out an audit in accordance

with the Members’ Audit Policy No. 63 and will report their findings to the next

meeting of the General Purposes Committee.

BANKING ARRANGEMENTS, CHEQUES AND ELECTRONIC BANKING

The Council’s banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the General Purposes Committee. They shall be regularly
reviewed for efficiency.

All monies received by the Council, including Luxford’s takings, shall be banked daily
and a full record made on the reverse of the paying-in slip

With the exception of the arrangements set out in Regulation 6.1, all certified invoices
and payments shall be paid by cheque, drawn on the Council’'s accounts and all
cheques shall be signed by two members of the Council. A schedule of payments,
listed by committee heading, and signed by the same two Members of the Council,
shall be provided and presented at the next meeting of the committee.

PAYMENT OF ACCOUNTS

Apart from petty cash, payments shall be effected by cheque or other order drawn on
the Council's bankers.

All invoices for payment shall be examined, verified and certified by the Officer
issuing the order. Before certifying an invoice, the Officer shall be satisfied that the
works, goods or services to which the invoice relates have been received, carried
out, examined and approved.

Duly certified invoices shall be examined in relation to arithmetical accuracy and
authorisation, and shall be coded to the appropriate expenditure head. The RFO or
appropriate Cfficer shall take all possible steps to settle all invoices or statements
submitted, and which are in order, within 30 days of their receipt, or earlier, or in such
manner, (e.g. standing order, direct debit etc), if such payment results in benefit to
the Council, subject to any initial instruction forms or letters being signed by two
Members of the Council.
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Ali duly certified invoices will then be entered on the schedule of payments made and
presented to the next meeting of the appropriate committee in accordance with
Regulation 5.3.

The RFO or other appropriate Officer may authorise petty cash to Officers for the
purpose of defraying operational and other expenses. Vouchers, relevant receipts or
other supporting documentary evidence for payments made shall be forwarded to the
RFO with a claim for reimbursement.

(@) The RFO shall maintain a petty cash float of no more than £200 for the purpose
of defraying operational and other expenses incurred by the Council.

(b) The RFO shall maintain a petty cash float of no more than £250 for the purpose
of defraying operational and other expenses incurred by Luxfords Restaurant.

(c) Re-imbursement for sums over £50 from any petty cash float shall only be
made by cheque.

(d) Income received must not be paid into the petty cash float but must be
separately banked as provided in Regulation 9.

(e) Management of petty cash will be in accordance with internal audit procedures.

Corporate credit card accounts must be set up to operate within defined limits and
cleared monthly by direct debit from the main bank account.

PAYMENT OF SALARIES AND WAGES

As an employer, the Council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and the
rules of PAYE and National Insurance currently operating, and salaries shall be as
agreed by the Council.

Payment of salaries and payment of deductions from salary such as may be made for
tax, National Insurance and pension contributions, may be made in accordance with
the payroll records and on the appropriate dates stipulated in employment contracts.

All time sheets where applicable shall be in a form prescribed by the RFO and
certified as to their accuracy by the member of staff and countersigned by the
appropriate manager.

Appropriate Officers shall notify the RFO as soon as possible of all matters affecting

the payment of salaries and wages and in particular:-

« Appointments, resignations, retirements, dismissals, suspensions, secondments
and all other staff movements.
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» Absences from duty for sickness or other reasons.

¢ Information necessary to maintain records of service for superannuation, income
tax and national insurance.

e Changes in remuneration, allowances or working times.

The RFO, the Town Clerk or Civic Centre Manager are authorised to make payments
of salaries and wages through ‘Bankline’ subject to such initial permission being
signed by two Members of the Council.

In the event of emergencies where no two authorised Officers are available to make
such payments, the RFO, Town Clerk or Civic Centre Manager shall request two
Members of the Council to be present.

LOANS AND INVESTMENTS

All loans and investments shall be negotiated by the RFO in the name of the Council,
and shall be for a set period of time in accordance with any appropriate Council
Policy. Changes to lcans and investments should be reported to the General
Purposes Commiitee at the earliest opportunity.

The Council's Investment Policy (No. 45) shall be in accordance with relevant
regulations, proper practices and guidance and reviewed at least annually. Prior to
the receipt of the precept instalment every six months, the Finance Sub-committee
will provide information to the General Purposes Committee on the possible
investment of these funds.

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

All borrowings shall be effected in the name of the Council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The terms and conditions of
borrowings shall be reviewed at least annually.

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

INCOME
The collection of all sums due to the Council shall be the responsibility of, and under
the supervision of the RFO.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be notified to the RFO and the RFO shall be ultimately responsible for
the collection of all accounts due to the Council.

Appropriate committees will review their fees and charges annually following a report
by the RFO or other appropriate Officer.
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All accounts due will be collected in accordance with these Regulations and any
sums found to be irrecoverable or any subsequent bad debts shall be reported to the
General Purposes Committee.

Overdue accounts and bad debts shall be treated in the following manner:-

(i) Customers with outstanding accounts at 90 days shall be passed to a
registered debt collector following a final seven day waming at the discretion of
the RFO or appropriate Officer of the Town Council.

(i)  Any bad debts that cannot be recovered shall be referred to the General
Purposes Committee for authorisation to be written off or for authorisation to
make arrangements to collect the debt in other ways.

All sums received on behalf of the Council shall either be submitted to the RFO for
banking or to the appropriate Officer collecting the money as directed by the RFO. In
all cases ali receipts shall be deposited with the Council's bankers in accordance with
Regulation 5.2 or in such manner as subsequently directed by the Council’s Internal
Auditor.

A reference to the related invoice, or otherwise, indicating the origin of each receipt,
shall be entered on the paying-in slip.

All sums received by BACS will be made available for scrutiny for subsequent audits.

Every transfer of official money from one member of staff to another shall be checked
and signed for by the receiving Officer.

The RFO shall promptly complete any VAT return that is required.

Where any significant sums of cash are regularly received by the Council, the RFO
shall take such steps as are agreed by the General Purposes Committee to 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 such as ticket issues, and that
appropriate care is taken in the security and safety of individuals banking such cash.

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

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate, e.g. petty
cash purchases. Where an order number is given verbally, a written order must be
raised. Copies of all orders issued shall be retained.

Access to the ordering programme shali be controlled by the RFO.

All Members of the Council and Officers are responsible for obtaining value for
money at all imes. An Officer issuing an official order is to ensure as far as
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reasonable and practicable, that the best available terms are obtained in respect of
each transaction.

Only the Town Clerk, RFQO, Civic Centre Manager or other such Officers nominated
by them, may initiate orders which shall be endorsed by a second Officer.

Goods and services received shall be checked against the relevant copy of the
purchase order.

CONTRACTS

Every contract, whether made by the Council or by a committee to which the power
of making contracts has been delegated, shall comply with these Financial
Regulations and no exception from any of the following provisions of these
Regulations shall be made other than in an emergency, provided that these
Regulations shall not apply to the contracts which relate to items (i) to (iv) below:-

(i} Forthe supply of gas, electricity, water, sewerage and telephone services.

(i) For specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants or other services identifies to be of a
specialist nature by the Town Clerk, RFO or Civic Centre Manager.

(i) For work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant.

(iv) For work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the Council.

Where it is intended to enter into a contract:-

(i)  For expenditure of £10,000 or less in value, the Town Clerk or a duly approved
Officer shall have authorisation to obtain such goods or services from an
appropriate firm.

(i) For expenditure exceeding £10,000 but not exceeding £25,000 in value for the
supply of goods or materials or for the execution of works or specialist services
other than such goods, materials, works or specialist services as are excepted
as set out in Regulation 11.1, the Town Clerk shall invite quotations from at
least three appropriate firms.

(i) For expenditure which is valued at £25,000 or more, the Council shall comply
with the relevant requirement of The Public Contracts Regulations 2015 (“the
Regulations”). The Regulations require the Council to use the Governments
Contracts Finder website to advertise contract opportunities, set out the
procedure to be followed in awarding new contracts and to publicise the award
of new contracts.
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{iv) Where the value of a contract is likely to exceed £164,176 (which may change
from time to time) the full requirements of The Regulations, as applicable, shall
be followed in respect of the tendering and award of a public supply contract,
public service contract or public works contract which exceed thresholds in the
Regulations set by the Public Contracts Directive 2014/24/EU

Invitations to tender shall state the period and the general nature of the intended
contract and the Town Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. In addition, the invitation shali state that
tenders must be addressed to the Town Clerk and the last date by which such
tenders should reach the Town Clerk. Each tendering firm shall be supplied with a
specially 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
Town Clerk or other appropriate Officer in the presence of at least two Members of
the Council.

The Town Clerk or other appropriate Officer shall record the details of the tender, the
names and addresses of each tenderer, the amount or price of the tender, the time
and place of opening, and the names and signatures of those present at the opening
of the tenders. The above details shall be reported to the Council, or where the
tenders have been sought by a committee to that committee.

If fewer than three tenders are received for contracts valued above £50,000 or if all
the tenders are identical, the Council may make such arrangements as it thinks fit for
procuring the goods or materials or executing the works.

Any invitation to tender issued under this Regulation shail contain a statement of the
effect of Standing Orders Nos: 25.1. 25.2 and 25.3.

When applications are made to waive Standing Orders relating to contracts to enable
tenders to be negotiated without competition, the reason shall be embodied in a
recommendation fo the General Purposes Committee.

Neither the Council, nor any committee is bound to accept the lowest or any tender.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

Payments on account of the contract sum shall be made within the time specified in
the contract, by the RFO upon receipt of authorised certificates issued by the
architect or other consultants engaged to supervise the contract and a valid claim for
payment from the contractor. (Subject to any percentage withholding as may be
agreed in the particular contract).

Where contracts provide for payments by instalments, the RFO shall maintain a
record of all such payments. In any case when it is estimated that the total cost of
the work carried out under a contract, excluding fluctuation clauses, will exceed the
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contract sum by five per cent or more, a report shall be submitted to the Council or
relevant committes.

Any variation to a contract, or addition to, or omission from a contract must be
approved by the Town Clerk in writing. The Council or appropriate committee should
be informed where the final cost is likely to exceed the financial provision.

STOCKS, STORES AND EQUIPMENT
The Officer in charge of each section shall be responsible for the care and security of
all relevant buildings, fumniture, equipment, cash, stocks and stores in that section.

Appropriate Officers shall ensure that all conditions of insurance are complied with in
respect of cash, valuables and property.

Delivery notes or invoices must be obtained in respect of all goods received, and
goods must be checked as to quantity and quality against the purchase orders at the
time delivery is made.

Stocks and stores shall generally be maintained at the minimum levels consistent
with operational requirements.

The RFO or appropriate Officer shall be responsible for periodic checks of stocks and
stores at least annually.

ASSETS, PROPERTIES AND ESTATES

The Town Clerk shall make appropriate arrangements for the custody of all title
deeds of properties owned by the Council. The RFO shall ensure a record is
maintained of all assets owned by the Council, recording the location, extent, plan,
reference, purchase details, (where possible), nature of the interest, tenancies
granted, rents payable and purpose for which held, in accordance with the current
Accounts and Audit Regulations.

The RFO shall ensure that an appropriate and accurate register of assets and
investments is kept up to date. The continued existence of tangible assets shown on
the register shall be verified at least annually with a safety inspection of assets.

No property shall be sold, leased or otherwise disposed of without the authority of the
Council, together with any other consent required by law, save where the estimated
value of any one tangible movable property does not exceed £500.

INSURANCE

Following the annual risk assessment (Financial Regulations 16.1 and 16.2), the
RFO shall effect all insurance and negotiate all claims on the Council's insurers.

The RFO shall be notified of any loss, liability or damage or of any event likely to lead
to a claim, and shall report to the appropriate committee at the next available
meeting.
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The RFO or appropriate Officer shall give prompt notification to the insurers of all
new risks, properties or vehicles which require to be insured and of any alterations
effecting existing insurances.

The RFO shall keep a record of all insurances affected by the Council and the
property and risks covered and annually review the Council’s insurance
requirements.

All appropriate employees of the Council shall be included in suitable fidelity
guarantee insurance which shall cover the maximum risk exposure of the Council.
RISK MANAGEMENT

The Council is responsible for putting in place arrangements for the management of
risk. The RFO or appropriate Officer shall prepare, for approval by the Council, risk
management policy statements in respect of all activities of the Council. Risk policy
statements and consequential risk management arrangements shall be reviewed by
the General Purposes Committee at least annually.

When considering any new activity, the RFO or appropriate Officer shall prepare a
draft risk assessment including risk management proposals for consideration and
adoption by the General Purposes Committee.

SECURITY AND MANAGEMENT OF INFORMATION

Records of a financial nature shall be retained in accordance with a schedule of
minimum periods to comply with tax and insurance requirements or other instructions
or advice received from the appropriate authorities. Regardless of the above all
records must be retained, as a minimum, until after the completion of each year’s
external audit.

The Council will comply with the Freedom of Information Act and any other
appropriate Council policy or other applicable legislation that may be introduced or
amended from time to time.

REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the General Purposes Committee to review these Financial
Regulations from time to time. The Town Clerk shall make arrangements to monitor
changes in legislation or proper practices and shall advise the General Purposes
Committee of any requirement for a consequential amendment to them.






