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SUMMARY

The purpose of this report is for Members to consider and approve changes to
Financial Regulations. Financial Regulations should be relevant and up to date and
continue to meet requirements under the Chartered Institute of Public Finance &
Accountancy’s Code of Practice (CIPFA). The Authority’s Financial Regulations were
fundamentally reviewed and approved by Members at Authority on 25 March 2004
(Paper 3713) and came into effect from the 1 April 2004.

Financial Regulations (FR4) require that the Director of Finance & Resources
reviews and updates Financial Regulations with Member approval to ensure that the
regulations remain current and relevant.

RECOMMENDATION

Members Approve: (1)  the Financial Regulations as detailed in Appendix
A to this report.

BACKGROUND

1  Following the establishment and commencement of Lee Valley Leisure Trust
Limited (the Trust), both organisations have reviewed financial regulations to
ensure they have relevant and up-to-date regulations that meet the needs of
their organisations. Both sets of regulations are closely aligned as they originate
from the existing Authority regulations, however, changes have been required to
reflect changes in structures, officer responsibilities and general operational
functions.

2 As part of the annual review the Director of Finance & Resources has
undertaken a review of Financial Regulations, made amendments and additions,
to improve clarity and reflect the day to day needs of the Authority’s business
operations. Proposed changes are detailed in Appendix A to this report and are
subject to Member approval.

3 The majority of changes relate to change in post titles, for example Director of
Finance & Resources from Corporate Director Resources & Business
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Development, Monitoring Officer to Director of Corporate Services or where
regulations or legislation have changed, for example Public Contract

Regulations 2015.
PUBLIC CONTRACT REGULATIONS 2015

4 The most significant change in the regulations relate to procurement brought
about by the Public Contract Regulations (PCR) 2015. The changes are set out
in financial regulation FR542 onwards.

5 The main change relates to a lowering of the value to £25,000 (previously
£50,000) up to EU thresholds for smaller value contracts. The purpose of this
lowering in value is to ensure greater transparency and access to contracts for
small/medium size enterprises (SMEs). The result is that previously three
quotations would have sufficed up to £50,000 before a more formal tendering
process was entered into. Now this process begins at the £25,000 threshold.
PCR 2015 applies to the Trust as well as the Authority. FR571 & FR572 set out
the process to be followed.

OTHER CHANGES

6 As already mentioned the majority of changes relate to post titles and
responsibilities. Other changes worthy of note are:

e FR263 to FR270 - reflects the changes following the cessation of the Audit
Commission from March 2015;

» FR295 — reflects the need to value the Authority’s major assets (mainly
Olympic Legacy Assets) annually as these valuations may have a material
impact on the Authority’s balance sheet;

e FR552 - clarifies in which circumstances contracts can be extended beyond
their original term to ensure compliance with PCR regulations; and

» FR601-604 clarifies contract records, signing and sealing and aligns this to
Standing Orders.

ENVIRONMENTAL IMPLICATIONS

7 There are no environmental implications arising directly from the
recommendations in this report.

EQUALITY IMPLICATIONS

8  There are no equality implications arising directly from the recommendations in
this report.

FINANCIAL IMPLICATIONS

9@ There are no financial implications arising directly from the recommendations in
this report.
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HUMAN RESOURCE IMPLICATIONS

10 There are no human resource implications arising directly from the
recommendations in this report.

LEGAL IMPLICATIONS

11 There are no legal implications arising directly from the recommendations in this
report.

RISK MANAGEMENT IMPLICATIONS

12 The risk register identifies one of the corporate risks to the organisation is
failure to comply with statutory requirements (SR9). The ongoing update and
review of Financial Regulations is one of the control measures the organisation
uses to assist in reducing this risk.

Author: Simon Sheldon, 01992 709859, ssheldon@leevalleypark.org.uk
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FINANCIAL PROCEDURES

Section 1 Status of Financial Regulations

1.

Financial regulations provide the framework for managing the Authority's
financial affairs and are deemed to be part of the Lee Valley Regional Park
Authority’s constitution. They apply to every Member and officer of the Authority
and anyone acting on its behalf.

The regulations identify the financial responsibilities of the full Authority,
Committee Members, the Chief Executive, the-Menitoring-Officerthe Monitoring
Officer (Director of Corporate Services) and; the CerporateDirector—of
Ressources &-BusinessDevelopmentDirector of Finance & Resources. and-other
Directors—Members and chief officers should maintain a written record where
decision making has been delegated to members of their staff, including
seconded staff. Where decisions have been delegated or devolved to other
responsible officers, references to the Director in the regulations should be read
as referring to them.

All Members and officers have a general responsibility for taking reasonable
action to provide for the security of the assets under their control, and for
ensuring that the use of these resources is legal, properly authorised, provides
value for money and achieves best value.

Finance & Resources is respon5|ble for malntalnlng a contlnuous review of the

financial regulations and submitting any additions or changes to the full Authority

for approval. The GCorporate—Director—of— Resources—& Business
DevelopmentDirector of Finance & Resources is also responsible for reporting,

where appropriate, breaches of financial regulations to Authority.

The Authority’s detailed-financial procedures, setting out how the regulations will
be implemented, are contained within these financial regulations.

Directors are responsible for ensuring that all staff are aware of the existence
and content of the Authority's financial regulations and other internal regulatory
documents and that they comply with them.

Finance & Resources is respon3|ble for lssumg adwce and gmdance to underpin
the financial regulations that Members, officers and others acting on behalf of
the Lee Valley Park are required to follow.

Finance & Resources can aIIow exceptlons to these regulatlons if it is believed
that the interests of the Authority would be best served if the regulations were
not - applied. The

DevelopmentDirector of Finance & Resources must keep a written record of any

exceptions and submit an annual report to full Authority summarising such
decisions. In the scenario of a sustained absence of the Director of Finance &
Resources, the Chief Executive, in consultation with the Chairman of the

Authority, will seek to appoint a suitably qualified person (for a period to be

determined) to discharge the statutory financial functions of the Authority while

that absence is resolved As—deputy—Seetlen—154—eﬁree|Lﬂqe—Aserstant—D+Feeter

Section 2 - Financial Regulations - Summary

3
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Financial Regulation A - Financial Management
Introduction

9. Financial management covers all financial accountabilities in relation to the
running of the Authority, including the budget and policy framework.

The Fuil Authority

10. The Full Authority is responsible for adopting the Lee Valley Regional Park’s
Standing Orders & Financial Regulations and for approving the budget and
policy framework within which the Chief Executive and Directors operate.

Executive Committee

11. The Executive Committee is responsible for proposing the budget and policy
framework to the full Authority, and for discharging executive functions in
accordance with the policy framework and budget. Executive responsibilities are
laid out within the Authority’s Standing Orders

12. Executive decisions can be delegated by this committee to the Chief Executive
or a Director or ancther officer as is appropriate.

| 13. The Chief Executive and/or Individuatl Directors must consult with other relevant
officers before taking a decision within their delegated Authority. In doing so, the
individual must take account of all legal, financial and risk management issues
| that may arise from thate decision.

| 14. The Executive Committee is responsibie for scrutinising the Chief Executive or
Director decisions before or after they have been implemented and for holding

| that Officer Birestor to account. It is also responsible for making
recommendations on future policy options and for reviewing the general policy
and service delivery of the Authority.

| 15. The Executive Committee exercises an overview and scrutiny function in relation
to financial matters, including audit issues, fundamental service reviews,
performance management and other general matters and reports to the full
Authority as appropriate.

46:16. All Executive Committee responsibilities are laid out within the Authority's
Standing Orders.
Audit Committee

46:17. The Audit Committee is responsible for approving the Authority’s annual
Financial Statements and Accounts including the Authority's Aannual
Governance Statement. The Committee is responsible for reviewing the external

auditor’s reports and the annual audit letter and the Corporate-Ditector—of
Reseourcec—&—Business—DevelopmentDirector of Finance & Resources' annual

report on internal audit

| 47-18. It is responsible for the system of internal financial control and to manage the
Authority’s risk management programme including Health & Safety



48.19. It will consider and approve the Authority’s Whistle Blowing arrangements. [t
will receive reports resulting from Whistle -Bblowing_and/or; fraud and corruption
audit investigations. All Audit Committee responsibilities are laid out within the
Authority’s Standing Orders

Scrutiny Committee

48:20. The Scrutiny Committee is responsible to review performance and to
scrutinise the activities of the Authority and to make recommendations to
Executive Committee. It will also consider matters referred to it from Executive
Committee.

20:21. All  Scrutiny Committee responsibilities are laid out within the Authority’s
Standing Orders

The Statutory Officers
Head of Paid Service (Chief Executive)

21:22. The Chief Executive is responsible for the corporate and overall strategic
management of the Authority as a whole. He must report to and provide
information for the full Authority and all other committees. The post is
responsible for establishing a framework for management direction, style and
standards and for monitoring the performance of the Authority.

. Monitoring Officer (Assistant Directorof Legal-&Property-ServicesDirector of
Legal-and-Corporate Services.)

22.23. The—Menitoring—Officer—Director of Corporate Services is responsible for
reporting any actual or potential breaches of the law or maladministration to the
full Authority and for ensuring that procedures for recording and reporting key
decisions are operating effectively.

23.24. The The-MeniteringOfficer-Director of Corporate Services must ensure that
Executive decisions and the reasons for them are made public. The The
Meonitoring—Officer—Director of Corporate Services must also -ensure that
Members are aware of decisions made by the Directors and of those made by
officers who have delegated executive responsibility.

24.25. The Fhe-Menitoring-Officer-Director of Corporate Services is responsible for
advising all Members and officers about who has Authority to take a particular
decision.

25.26. The The-Monitoring-Officer-Director of Corporate Services is responsible for
advising the Authority about whether a decision is likely to be considered
contrary to, or not wholly in accordance with, the Authority's budget and policy
framework.

26-27. IFhe-MerHenng—Qﬁ&eeFThe Dlrector of Corporate Services, together with the
orp = DevelepmentDirector of Finance &
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| Resources, is responsible for advising full Authority about whether a decision is
likely to be considered contrary to, or not wholly in accordance with the budget.

I 27-28. Such actions include:
* initiating a new policy

‘e committing expenditure in future years above the approved budget
level

* interdepartmental transfers above virement limits

e causing total net expenditure to increase beyond the approved
budget.

| 28:29. The The-Monitoring-Officer-Director of Corporate Servies is responsible for
maintaining the Authority's Standing Orders.

Chief Financial Officer (Corporate Director-of Resources-& Business
DevelopmentDirector of Finance & Resources)

29.30. The Cerporate zhor—c sedrsos—iBusinass elopmentDirector of
Finance & Resources has statutory duties in relatlon to the financial
administration and stewardship of the Authority, which cannot be overridden.
The statutory duties arise from:

Lee Valley Regional Park Act 1966

Section 151 of the Local Government Act 1972

The Local Government Finance Act 1988

The Local Government and Housing Act 1989

The Accounts and Audit Regulations 20032011
“The Local Government Finance Act 2003

The Local Government Act 2003 (Part 1)

mentDirector of

Finance & Resources is responsible for:

« the proper administration of the Authority’s financial affairs

« sefting and monitoring compliance with financial management
standards

‘e advising on the corporate financial position and on the key financial
controls necessary to secure sound financial management

e providing financial information
» preparing the revenue budget and capital programme

» treasury management and banking.

3432, Sectlon 114 of. the Local Government Finance Act 1988 ‘requires the
: opmentDirector of Finance &
Resources to report to the full Authorlty and extemal auditor, if the Authority or

one of its officers:

+ has made, or is about to make, a decision which involves incurring
unlawful expenditure.

11



e has taken, or is about to take, an unlawful action which has resulted or
| would result in a loss or deficiency to the Authority.

¢ is about to make an unlawful entry in the Authority’s accounts.

Finance & Resources must also make a report und\er this sectlon |f it appears

that the expenditure of the Authority (including expenditure it is proposing to
incur) in a financial year is likely to exceed the resources (including sums
borrowed) available to meet that expenditure.

33.34._Section 114 of the 1988 Act also requires:

2 g prrentDirector
of Flnance & Resources to nomlnate a properly qualn‘" ed member of
staff to deputise should he or she be unable to perform the duties
under section 114 personally.

« the Authority to provide the Corporate—Direstor—of Resources—&
Business-DevelopmentDirector of Finance & Resources with sufficient

staff, accommodation and other resources, including legal advice
where this is necessary, to carry out the duties under section 114.

Chief Executive O and Directors

34.35. The Chief Executive and/er Directorss are responsible for ensuring that
Members are advised of the financial implications of all proposals and that the

financial implications have been agreed by the Cerperate Director-of-Resources
&-Business-DevelepmentDirector of Finance & Resources.

35:36. It is the responS|b|I|ty of fthe Chief Executlve andlor Dlrectors to consult with

Finance & Resources and seek approval on any matter Ilable to affect the

Authority’s finances materially, before any commitments are incurred.

Other Financial Accountabilities

Virement

| 36-37. The full Authority is responsible for agreeing procedures for virement of
expenditure between budget headings.

Treatment of Year-end Balances

| 37.38. The full Authority is responsible for agreeing guidelines for the carrying
forward of under and overspendings on budget headings.

Accounting Policies

Finance & Resources is responSIbIe for selectlng accountlng policies and

ensuring that they are applied consistently.
Accounting Records and Returns

12
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Finance & Resources is respon3|ble for determlnlng the accountmg procedures
and records for the Authority.

Annual Statement of Accounts

| " Finance & Resources is responS|bIe for ensunng that the annual statement of
accounts is prepared in accordance with the relevant codes of practice on local
Authority accounting in the United Kingdom.

| 44:42. The Audit Committee is responsible for approving the annual statement of
accounts.

Financial Regulation B - Financial Planning
Introduction

| 42:43. Full Authority is responsible for approving the Authority’s budget and policy
framework proposed by the Executive Committee. In terms of financial planning,
the key elements are:

e corporate plans
¢ the budget
» the capital programme

Preparation of Corporate Plans

| 43.44. The Chief Executive is responsible for proposing corporate plans to the
Executive Committee for consideration before their submission to the full
Authority for approval.

Revenue and Capital Budgeting
Budget Format

44-45. The general format of the budget will be approved by the full Authority and
proposed by the Executive Committee on the advice of the CerperateDirectorof

Resources-&-Business-DevelopmentDirector of Finance & Resources. The draft

budget should include allocation to diﬁerent serwces and projects, proposed levy
levels and_the impact on Resrves.- ; ,

Budget Preparation

4546, The Ge E i ceoupses{ i elepmentDirector of
Finance & Resources is respon3|ble for ensurlng that a revenue budget is
prepared on an annual basis for consideration by the Executive Committee
before submission to full Authority. Full Authority may amend the budget or ask
the Executive Committee to reconsider it before approving it.

| 46:47. It is the responsibility of Directors to ensure that budget estimates reflecting
agreed service plans are submitted to the Executive Committee and that these
estimates are prepared in line W|th gmdance |ssued by the Executive Committee
and : : 8 5 mentDirector of
Finance & Resources

Budget Monitoring and Control



Finance & Resources is respon3|ble for prowdmg appropriate financial

information to enable budgets to be monitored effectively. The Corporate
Dirsctor-of- Resources-& Business-DeveloprmentDirector of Finance & Resources
must monitor and control overall expenditure and income against budget
allocations and report to the Executive Committee or Authority on the Lee Valley
Regional Park’s overall position on a regular basis.

48-49. It is the responsibility of the Chief Executive © and Directors to control income
and expenditure within their area and to monitor performance. They should
report on variances within their own areas and take necessary action to avoid

exceeding their budget allocation and alert the Cerperate-Director-of Resources
&-Business-DevelopmentDirector of Finance & Resources to any problems.

Resource Allocation

Finance & Resources is responSIbIe for developlng and mamtalnlng a resource

allocation process that ensures due consideration of the full Lee Valley Park
Regional Park’s policy framework and legal constraints.

Preparation of the Capital Programme

51, omentDirector of
Finance & Resources is respon3|ble for ensunng that a capital programme is
prepared on an annual basis for consideration by the Executive Committee
considering the capital programme financing requirements for the forthcoming
year.

Guidelines

54.52. Guidelines on budget preparation are issued to the Chief Executive and
Dlrectors by the Executlve Commlttee followmg agreement with the Cerporate
ss0Y 8 - prmentDirector of Finance &

Resources The gwdellnes WI|| take account of

s legal requirements

¢ medium-term planning prospects

e corporate plans

e available resources

e spending pressures

e best value and other relevant government guidelines
¢ other internal policy documents

e cross-cutting service issues.

Maintenance of Reserves

62:53. It is the responsibility of the Gerperate Directorof Rescurces—& Business
DevelopmentDirector of Finance & Resources to advise the Executive

Committee and/or full Authority on prudent levels of reserves.
Financial Regulation C - Risk Management and Control of Resources

Introduction

10
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£2:54. It is essential that robust, integrated systems are developed and maintained
for identifying and evaluating all significant operational risks to the Authority.
This should include the proactive participation of all those associated with
planning and delivering services.

Risk Management

54:55. The Audit Committee is responsible for approving the Authority’s risk
management policy statement and strategy and for reviewing the effectiveness
of risk management. The Executive Committee is responsible for ensuring that
proper insurance exists where appropriate.

55.56. The GCorporate Diroctor—of Resources—& 1= svelopmentDirector of
Finance & Resources is respon5|ble for preparmg the Authontys risk
management policy statement, for promoting it throughout the Park and for
advising the Executive Commitiee on proper insurance cover where appropriate.

Internal Control

66:57. Internal control refers to the systems of control devised by management to
help ensure the Park’s objectives are achieved in a manner that promotes
‘economical, efficient and effective use of resources and that the Park’s assets
and interests are safeguarded.

57.58. The Cerpers i 8 i opmentDirector of
Finance & Resources is responsnble for adwslng on effective systems of internal
control. These arrangements need to ensure compliance with all applicable
statutes and regulations, and other relevant statements of best practice. They
should ensure that public funds are properly safeguarded and used
economically, efficiently, and in accordance with the statutory and other
provisions that govern their use.

58.59. It is the responsibility of the Chief Executive ©-and Directors to establish
sound arrangements, consistent with guidance given by the Corporate-Direstor
of Rescurcos—8&—Business—DevelepmentDirector of Finance & Resources, for

planning, appraising, authorising and controlling their operations in order to
achieve continuous improvement, economy, efficiency and effectiveness and for
achieving their financial performance targets.

Audit Requirements

69:60. The Accounts and Audit Regulations 2011 require every local Authority to
maintain an adequate and effective internal audit.

60-61. The Audit Commission is responsible for appointing external auditors to each
local Authority. The basic duties of the external auditor are governed by section
15 of the Local Government Finance Act 1982, as amended by section 5 of the
Audit’ Commission Act 1998. The Audit Commissions in-house work has will
been_ outsourced for 2042/113-the 2044/15-accounts_ since 2013/14. The
Authority’s appointed auditor is will-be-Ernst & Young KRMG

6462, The Authority may, from time to time, be subject to audit, inspection or
investigation by other external bodies such as HM Revenue &Customs, who
have statutory rights of access.

Preventing Fraud and Corruption

11



62:63. The Chief Executive and GCerperate Directer—of Rescurces—&-Business
DevelopmentDirector of Finance & Resources are responsible for the

development and maintenance of an anti-fraud and anti-corruption policy. This
forms part of the Authority’s Staff Handbook.

Assets

63-£4. Directors should ensure that records and assets are properly maintained and
securely held. They should also ensure that contingency plans for the security of
assets and continuity of service in the event of disaster or system failure are in
place.

Treasury Management and Banking

64-65. The Authority has adopted CIPFA’s Code of Practice for Treasury
Management in Local Authorities.

66-66. The full Authority is responsible for approving the Treasury Management
Policy Statement setting out the matters detailed in paragraph 15 of CIPFA’s
Code of Practice for Treasury Management in Local Authorities. The policy
statement is proposed to the fuII Authorlty by the Executive Committee. The

i : : prertDirector of Finance &
Resources has delegated responS|b|I|ty for |mplementmg and monitoring the
policy statement.

66-67. All money in the hands of the Authority is controlled by the officer designated
for the purposes of section 151 of the Local Government Act 1972, referred to in

the code as the GerpeFate—DtFeeter—Reseurces—&—Busmess
DevelopmentDirector of Finance & Resources or hiser appointed deputy.

" Finance & Resources is responsuble for the openlng and closmg of bank

accounts in the name of the Authority.

Flnance & Resources is responS|bIe for reportlng to Executlve Committee a

proposed treasury management strategy for the current financial year at the
June committee as part of the annual report on Treasury Management.

69-70. All Executive Committee decisions on borrowing, investment or financing

shall be delegated to the Cerperato—DBirector—ofReseurces—&—Business
DevelopmentDirector of Finance & Resources, who is required to act in

accordance with CIPFA's Code of Practice for Treasury Management in Local
Authorities.

971, The © : 5—& i mertDirector of
Finance & Resources Is responS|bIe for reportlng to the Executive Committee
each financial year on the activities of the treasury management operation and
on the exercise of their delegated treasury management powers. This report will
comprise an annual report on treasury management for presentation by the end
of June of the succeeding financial year.

Staffing

12



Appendix A to Paper A/4206/15

#-72. The Corporate—Diracter—efRese : i DevelopmentDirector of
Finance & Resources in consultatlon wrth the Chlef Executlve 1s responsible for
determining how officer support for executive and non-executive roles within the
Authority will be organised.

| 72:73. The Chief Executive is responsible for providing overall management to staff.
The Chief Executive will also be responsible for ensuring that there is proper use
of the evaluation or other agreed systems for determining the remuneration of a
job. The Chair and Vice Chair of the Executive Committee will be responsible for
the appraisal and remuneration of the Chief Executive, and for the revision of
Corperate Directors, Assistant Directors & Heads of Service pay sales.

+3:74. Directors are responsible for controlling total staff numbers by:

» advising the Executive Committee on the budget necessary in any
given year to cover estimated staffing levels

= adjusting the stafflng to a level that can be funded within approved
budget provision, varying the provision as necessary within that
constraint in order to meet changing operational needs.

Financial Regulation D - Systems and Procedures
Introduction

| #4-75. Sound systems and procedures are essential to an effective framework of
financial accountabilit_y and control.

General

75:76. The Corpers asources—&—Buasine oprentDirector of
Finance & Resources is respon3|ble for the operatron of the Authority’s
accounting systems, the form of accounts and the supporting financial records.
Any changes made by Directors to the existing financial systems or the
establishment of new systems must be agreed with the Cerperate Directorof

Resourcos—8—Business—BevelopmentDirector of Finance & Resources before

they are implemented. However, Directors are responsible for the proper
operation of financial processes in their own departments.

#6:77. Any changes to agreed procedures made by Directors to meet their own
specific service needs should be agreed with the Cerporate—Direstor—of
Resources—&—Business—DavelopmentDirector _of Finance & Resources in

advance.

| 77.78. Directors should ensure that their staff receive relevant financial training.

| 78.79. Directors must ensure that, where appropriate, computer and other systems
are registered in accordance with data protection legislation. Purchasing of
computer equment and software must be referred to the Director of Finance &
Resources A ¥
liaise with the fer—ﬂqe-attermen—ef—theDlrector of Busmess Support ( LVLT) Hezad
ofPerormance-&nformation-who will register usage.

| 79:80. The holding of data on any computer system is governed under the Data
Protection Act 1998. Computer Systems whether purchased by the Authority or
not, and used for Authority business and holding personnel data must be
| registered through the Authority’s Data Protection Officer. The Director of

13
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Business Support (LVLT) Fhe-Head-of Perormanee-&-information-is carrying out
the role of the Authority’s Data Protection Officer.

806-81. Divulging of information held on computers to outside parties may not be
made without the express consent of the Data Protection Officer.

Income and Expenditure

81-82. It is the responsibility of Directors to ensure that a proper scheme of
delegation has been established within their area and is operating effectively.
The scheme of delegation should identify staff authorised to act on the Director's
behalf, in respect of committing expenditure, payments and income collection,
together with the limits of their Authority. The Executive Committee is
responsible for approving procedures for writing-off debts as part of the overall
control framework of accountability and control.

Payments to Employees and Members

82.83. s £ mentDirector of
Finance & Resources is respons:ble for the payments of salaries and wages to
all staff, including payments for overtime, and for payment of allowances to
Members.

Taxation

83-84. The Cerps oto g mentDirector of
Finance & Resources is responSIbIe for adwsmg Dlrectors in the light of
guidance issued by appropriate bodies and relevant legislation as it applies, on
all taxation issues that affect the Authority.

84.85. The Gerpe " S
Finance & Resources is respon3|ble for mamtalnlng the Authorltys tax records,
making all tax payments, receiving tax credits and submitting tax returns by their
due date as appropriate.

Trading Accounts/Business Units

85.86. It is the responsibility of the GerperateDirector—of Resources—& Business
DevelepmentDirector of Finance & Resources o advise on the establishment

and operation of trading accounts and business units.
Financial Regulation E - External Arrangements
Partnerships

86.87. Forming partnerships with other local public, private, voluntary and
community sector organisations to achieve our Regional goals is a key objective
for the Lee Valley Regional Park Authority.

87.88. The Authority will appoint Member representation relating to partnerships.
Representation of the Authority on partnership and external bodies will be
decided by full Authority at its Annual General meeting.

88:89. The C & s men
Finance & Resources must ensure that the accountmg arrangements to be
adopted relating to partnerships and joint ventures are satisfactory. The Chief
Executive in conjunction with the Gerporate Directer-of Rescurces-& Business
DevelopmentDirector of Finance & Resources and

AozistentDirsstor of Logel &
Property-ServisesDirector of Legal-and Corporate Services: must also consider

the overall corporate governance arrangements and legal issues when arranging

14
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contracts with external bodies. The Gerperate Directorof-Resources-&Business
BevelopmentDirector of Finance & Resources in conjunction with the

appropriate Director must ensure that the risks have been fully appraised before
agreements are entered into with external bodies.

88.90. Directors are responsible for ensuring that the Cerporate—Director of
Resources—8&Business—DevelopmentDirector of Finance & Resources is

consulted on the progress of negotiations and that appropriate approval is
granted prior to the conclusion of any negotiations with partner organisations.

External Funding

90-91. The G : i
Finance & Resources is respon3|ble for ensunng that all fundlng notified by
external bodies is received and properly recorded in the Authority’s accounts.

Work for Third Parties

04:92. The full Authority is responsible for approving the contractual arrangements
for any work for third parties or external bodies unless this is delegated to a
Committee of the Authority or Directors.

Section 3 - Financial Regulations — Details

Financial Regulation A - Financial Management
* Financial Management Standards

Managing Expenditure

Accounting Policies

Accounting Records & Returns

Annual Statement of Accounts

Financial Management Standards
Why Is This Important?

92:93. All staff and Members have a duty to abide by the highest standards of
probity in dealing with financial issues. This is facilitated by ensuring everyone is
clear about the standards to which they are working and the controls that are in
place to ensure that these standards are met.

Key Controls
93-94. The key controls for financial management standards are:
* to ensure their promotion throughout the Authority
* to have a system in place to review compliance with financial standards

+ to undertake regular comparisons of performance indicators and
benchmark standards and report these to the Scrutiny Committee.

Responsibilities of the Corperate-Director-of-Resources-& Business
DevelopmentDirector of Finance & Resources

94.95. To ensure the proper administration of the financial affairs of the Authority.

96:96. To set the financial management standards and to monitor compliance with
them.

15
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96:97. To ensure proper professional practices are adhered to and to act as head of
profession in relation to the standards of finance staff-throughout the Authority.

97.98. To advise on the key strategic controls necessary to secure sound financial
management.

98:99. To ensure that financial information is available to enable accurate and timely
monitoring and reporting of comparisons of national and local financial
performance indicators.

Responsibilities of Directors

99—100. To promote the flnanmal management standards set by the Cerporate
mentDirector of Finance & Resources
in thelr departments and to monltor adherence to the standards and practices,

liaising as necessary with the Cerperate Direster—of-Resources—8& Business
DevelepmentDirector of Finance & Resources.

4006:101. To promote sound financial practices in relation to the standards,
performance and development of staff in their departments.

Managing Expenditure
Virement and In-year Changes to the Budget
Why Is This Important?

101102, The scheme of virement is intended to enable the Authority, Directors
and their staff to manage budgets with a degree of flexibility within the overall
budget framework determined by the full Authority, and therefore to optimise the
use of resources.

Key Controls
402-103. Key controls for the scheme of virement are:

o it is administered by the CorperateDirectorof Resources-&Business
DevelepmentDirector of Finance & Resources in accordance with the

Financial Regulations. Any variation from this scheme requires the
approval of the full Authority

s the overall revenue budget is drawn up by the Executive Committee
and approved by the full Authority. Directors and budget managers are
therefore authorised to incur expenditure in accordance with the
estimates that make up the budget. The rules below cover virement;
that is, switching resources between approved budget headings

e virement does not create additional overall budget liability. Directors
are expected to exercise their discretion in managing their budgets
responsibly and prudently. For example, they should not support
recurring revenue expenditure from one-off sources of savings or
additional income, or create future commitments, including full-year
effects of decisions made part way through a year, for which they
have not identified future resources. Directors must plan to fund such
commitments from within their own budgets

o the capital programme is drawn up by the Corporate—Direstor—of
Resources-&-Business-DevelopmentDirector of Finance & Resources

16
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and approved by Executive and. contains details of approved:
expenditure on capital schemes.

Responsibilities of the Corporate-Director of Resources-& Business

PevelopmentDirector of Finance & Resources

403:104. __ To approve virements up to £50,000. This includes any commitment
from the Authority’s contingency agreed by Authority when the annual budget is
set.

404.105. To report and seek approval for virements in excess of £50,000 and
up to £250,000 in budget monitoring reports submitted to Executive Committee.

405:106.  __ To report and seek approval from full Authority for virements in excess .
£250,000.

106-107. To report and seek Executive Committee approval for:

o the use of revenue and capital reserves, in addition to that already
planned, up to £100,000 for a particular matter in any financial year

¢ increasing capital expenditure which can be funded through additional
external resources, capital receipts or credit approvals.

407-108. _ To report and seek the approval of the Chief Executive (in consultation
with the Chairman of Authority, and the Chairman for Executive Committee)- to
the exercise of the virement powers’ of the Authority where a matter is urgent.

Responsibilities of Directors

108-:109. __ To exercise virement on budgets under their control for amounts up to
£50,000 on any one budget head during the year, following agreement with the
iree Resources-&-Business-Develop Director of Finance &

areneratos Nire au¥=Ta

Resources.

468-110. In conjunction with the Cerperate-Director of Resourcos-&-Busiress

DevelopmentDirector of Finance & Resources to report and seek approval for
virements in excess of £50,000 and up to £250,000 in budget monitoring reports
submitted to the Executive Committee, which must specify the proposed
expenditure and the source of funding, and must explain the implications in the
current and future financial years.

8111, In conjunction with the Cerperate-Director-of-Resources-&Business

DevelopmentDirector of Finance & Resources to report and seek approval for
virements in excess of £250,000 to the full Authority, which must specify the
proposed expenditure and the source of funding, and must explain the
implications in the current and future financial year.

4112, Fortuitous savings or additional income exceeding £50,000 cannot be
used for virement purposes. These must be reported to the Executive
Committee for consideration of how these additional monies are to be used.
Fortuitous savings are ‘deemed to be savings not already assumed in the
budget.

2113, In conjunction with the Cerporate-Director-of-Resources—&-Business

BevelopmentDirector of Finance & Resources, to report to and seek the prior
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approval (within_the limits set out above) efthe—Authority for any revenue
expenditure where:

¢ itis proposed to vire between budgets managed by different Directors

e where the proposed virement is likely to have an adverse effect on
any agreed performance indicator.

| +43.114. Where an approved budget (a lump sum budget or contingency) is
intended for allocation during the year, funding may be used without further
approval, provided that:

* the amount is used in accordance with the purposes for which it has
been established

¢ the Executive Committee has approved the basis and the terms,
including financial limits, on which it will be allocated. Individual
allocations in excess of the financial limits should be reported to full
Authority.

Treatment of Year-end Balances
Why Is This Important?

| +14.115. The rules below cover arrangements for the transfer of resources
between accounting years, i.e. a carry forward.

Key Controls

| 145-116. Appropriate accounting procedures are in operation to ensure that
carried forward totals are correct.

Responsibilities of the Corgp OSOUFCE
BevelopmentDirector of Fmance & Resources

H16:117. To administer the scheme of carry forward within the guidelines
approved by the full Authority.

| 7118, _To report all overspendings and underspendings on service estimates
carried forward to the Executive Committee.

Responsibilities of Directors

| 418.119. Any overspending on service estimates in total on revenue budgets,
under the control of the Director and which are determined by the Executive
Committee are to be carried forward to the following year, unless the Authority
determines otherwise.

| +49-120. 50%of Mmanaged underspendings and/or additional income on
service estimates under the control of the Director may be carried forward aird
invested in the service, subject to:

» reporting to the Executive Commitiee the source of the managed
underspending or additional income and the proposed application of
any carry forward

« subsequent approval of the Executive Committee
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Accounting Policies
Why is This Important?

420:121._ The :
DevalopmentDirector of Flnance & Resources is responsmle for the preparatlon
of the Authority’s statement of accounts, in accordance with proper practices as
set out in the format required by the relevant codes of practice on local Authority
accounting in the United Kingdom, for each financial year ending 31st March.

Key Controls
| 424122 The key controls for

accounting policies are:

o systems of internal control are in place that ensure that financial
transactions are lawful

» suitable accounting policies are selected and applied consistently
» proper accounting records are maintained

» financial statements are prepared which present fairly the financial
position of the Authority and its expenditure and income.

Responsibilities of the Gerp f BS
DevelspmentDirector of Flnance & Resources

122-123. To select suitable accounting policies and to ensure that they are
applied consistently. The accounting policies are set out in the statement of
accounts, which is prepared at 31st March each year, and covers such items as:

separate accounts for capital and revenue transactions
the basis on which debtors and creditors at year end are included in
the accounts

details on substantial provisions and reserves

fixed assets

depreciation

capital charges

work in progress

stocks and stores

deferred charges

accounting for value added tax

government grants

leasing '

Responsibilities of Chief Executive and Directors

4231 24. To adhere to the accountlng pollc:es and gwdellnes approved by the
Director-of-Resourees-&-8 bevelepmentDirector of Finance &

Resources
Accounting Records and Returns
Why Is This Important?

| 424:125. Maintaining proper accounting records is one of the ways in which the
Authority discharges its responsibility for stewardship of public resources. The
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Authority has a statutory responsibility to prepare its annual accounts to present
fairly its operations during the year. These are subject to external audit. This
audit provides assurance that the accounts are prepared properly, that proper
accounting practices have been followed and that quality arrangements have
been made for securing economy, efficiency and effectiveness in the use of the
Authority’s resources.

Key Controls

| 425.126. The key
controls for accounting records and returns are:

e all Members, finance staff and budget managers operate within the
required accounting standards and timetables

» all the Authority’s transactions, material commitments and contracts
and other essential accounting information are recorded completely,
accurately and on a timely basis

e procedures are in place to enable accounting records to be
reconstituted in the event of systems failure

¢ reconciliation procedures are carried out to ensure transactions are
correctly recorded

» prime documents are retained in accordance with legislative and other
requirements.

Responsibilities of the Ce j asE
DevelopmentDirector of Fmance & Resources

126-127. To determine the accounting procedures and records for the Authority.
Where these are maintained outside the Finance Section, the Directors should

consult with the GCorperate—Director—of —Resources—8 —Business
DevelopmentDirector of Finance & Resources.

| 427-128. To arrange for the compilation of all accounts and accounting records
under their direction.

| 128-129. To comply with the following principles when allocating accounting
duties:

e separating the duties of providing information about sums due to or
from the Authority and calculating, checking and recording these sums
from the duty of collecting or disbursing them

» officers with the duty of examining or checking the accounts of cash
transactions must not themselves be engaged in these transactions.

429-130. To make proper arrangements for the audit of the Authority’s accounts
in accordance with the Accounts & Audit Regulations 2011 63(as amended).

| 430131 To ensure that all claims for funds including the levy and grants, for
which he or she is responsible for, are made by the due date.

| 434.132. To prepare and publish the audited accounts of the Authority for each
financial year, in accordance with the statutory timetable and with the
requirement for the Audit Committee to approve the statement of accounts in
accordance with the statutory timetable.
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132.133. To administer the Authority's arrangements for under and
overspendings to be carried forward to the following financial year.

433-134. __ To issue guidance on the retention of financial documents relating to
minimum periods for retention and ensure that these timescales are complied
with.

Responsibilities of Directors

434:135.  To consult and obtain the approval of the Cerporate—Director—of
Resources—& Business—DevelopmeniDirector of Finance & Resources before

making any changes to accounting records and procedures.

135.136. To comply with the following principles when aliocating accounting
duties:

» separating the duties of providing information about sums due to or
from the Authority and calculating, checking and recording these sums
from the duty of collecting or disbursing them:

* employees with the duty of examining or checking the accounts of
cash transactions must not themselves be engaged in these
transactions.

136-137. .To maintain adequate records to provide a management trail leading
from the source of income/expenditure through to the accounting statements.

434138. To ensure the proper retention of financial documents in accordance

with gUldance issued by the Cerperate—Directorof Resources—& Business

DevelepmentDirector of Finance & Resources relating to minimum periods for
the retention of document.

138-139. To supply information required to enable the statement of accounts to
be completed in accordance with guidelines issued by the Cerporate-Directorof

Resources-8&Business-DevelepmentDirector of Finance & Resources.

1439:140. To ensure that all claims for funds, including grants, which the Director
is responsible for, are made by the due date.

Annual Statement of Accounts
Why Is This Important?

140-141. The Authority has a statutory responsibility to prepare its own
accounts to present fairly its operations during the year. The Audit Committee is
responsible for approving the statutory annual statement of accounts.

Key Controls
144142, The key controls for the annual statement of accounts are:

» the Authority is required to make arrangements for the proper
administration of its financial affairs and to ensure that one of its
officers has the responsibility for the adm|n|strat|on of these affairs. In
this Authority, that officer is the

Business-DevelopmentDirector of Finance & Resources.

« the Authority's statement of accounts must be prepared in accordance
with proper practices as set out in the relevant codes of practice on
local Authority accounting in the United Kingdom.
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Responsibilities of Corporate Director of-Resourees-& Business
PevelopmentDirector of Finance & Resources

42143, To select suitable accounting policies and to apply them consistently.
| 443.144. _To make judgements and estimates that are reasonable and prudent.
| 444.145. _ To comply with Statements of Recommended Practice.
| 445.146. __ To sign and date the statement of accounts, stating that it presents

fairly the financial position of the Authority at the accounting date and its income
and expenditure for the year ended 31st March.

| 146:-147. To draw up the timetable for final accounts preparation and to advise
staff and external auditors accordingly.

Responsibilities of Directors

4—4—7—148 To comply WIth accountlng guidance provided by the Cerperate
: , pmentDirector of Finance & Resources
and to supply |nformat|on in the format and by the date, requested.

Financial Regulation B - Financial Planning
e Performance Plans
¢ Revenue & Capital Budgeting
« Maintenance of Reserves

Performance Plans
Why Is This Important?

| 148-149. The Authority has a responsibility to produce performance plans. The
purpose of performance plans is to explain overall priorities and objectives,
current performance, and proposals for further improvement. External audit can
report on whether the Authority has complied with best practice in respect of the
preparation and publication of Performance Plans.

Key Controls

| 449.150. The key controls for
performance plans are:

s to ensure that all relevant plans are produced and that they are
consistent

¢ to produce plans to meet the timetables set

o to ensure that all performance information is accurate, complete and
up to date

* to provide improvement targets which are meaningful, realistic and
challenging.

Responsibilities of the G Ora j pEOUrGes-8
DevelopmentDirector of Flnance & Resources

22
.:) "‘

-\



Appendix A to Paper Al4206/15

150-151. To advise and supply, as appropriate and in conjunction with
Directors, the financial information that needs to be included in performance
plans.

451152, To contribute to the development of corporate and service targets and

objectives and performance information.

1562:153. To ensure that performance information is monitored sufficiently
frequently to allow corrective action to be taken if targets are not likely o be met.

Responsibilities of Directors

163-154. To ensure that systems are in place to measure activity and collect
accurate information for use as performance indicators.

154.155. To contribute to the development of performance plans.

165-156. To contribute to the development of corporate and service targets and
objectives and performance information.

156:157. To advise and supply, as approprlate and in conjunction with the

Resources the flnanclal mformatlon that needs to be mcluded in performance
plans.

Revenue and Capital Budgeting Format of the Budget
Why Is This Important?

157-158. The format of the budget determines the level of detail to which
financial control and management will be exercised. The format shapes how the
rules around virement operate, the operation of cash limits, and sets the level at
which funds may be reallocated within budgets.

Key Controls
458:159. The key controls for the budget format are:
» the format complies with all legal requirements

e the format complies with CIPFA’s Best Value Accounting — Code of
Practice

» the format reflects the accountabilities of service delivery

Responsibilities of the Corpeorate Director of Resources-&-Business
BevelopmentDirector of Finance & Resources

159-160. To advise the Executive Committee on the format of the budget that is
approved by full Authority.

Responsibilities of Directors
4-697161. To comply W|th accountlng gundance prowded by the Cerporate

Resources
Budgets and Medium-Term Planning
Why Is This Important?
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164-162. The LVRRAuthority is a large public organisation responsible for
delivering a wide variety of services. It needs to plan effectively and to develop
systems to enable resources to be allocated in accordance with carefully
weighed priorities. The budget is the financial expression of the Authority's
plans and policies.

462.163. The revenue budget must be constructed so as to ensure that
resource allocation properly reflects the service plans and priorities of the
Authority. Budgets (spending plans) are needed so that the Authonty can plan,
authorise, monitor and control the way money is allocated and spent.

163-164. Medium-term planning over five years involves a planning cycle in
which managers develop their own plans. As each year passes, another future
year will be added to the medium term plan. This ensures that the Authority is
always preparing for events in advance.

Key Controls
164-165. The key controls for budgets and medium-term planning are:

» budget managers are consulted in the preparation of the budgets for
which they will be held responsible and accept accountability within
delegations set by the Executive Committee for their budgets and the
level of service to be delivered

e a monitoring process is in place to review regularly the effectiveness
and operation of budget preparation and to ensure that any corrective
action is taken.

Responsibilities of the Cerporate-Directorof Resources-& Business
DevelopmentDirector of Finance & Resources

185:-166. To prepare and submit reports on budget prospects, for the Executive
Committee, including resource constraints. Reports should take account of
medium term prospects, where appropriate.

166:167. __To prescribe the detailed format for:the preparation of revenue
estimates, for submission and approval by the full Authority, in accordance with
the Authority’s general directions.

157-168. To prepare and submit reports to the Executive Committee on the
aggregate spending plans of departments and on the resources available to
fund them, identifying, where appropriate, the implications for the levy.

168-169. To advise on the medium term implications of spending decisions.

489:170. To encourage the best use of resources and value for money by
working with Directors to identify opportunities to improve economy, efficiency
and effectiveness, and by encouraging good practice in conducting financial
appraisals of development or savings options, and in developing financial
aspects of service planning.

470-171. To advise the full Authorlty on proposals in accordance with the
: mentDirector of Finance &
Resources respon3|blllt|es under sectlon 151 of the Local Government Act 1972.

Responsibilities of Directors
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171172, To prepare estimates of income and expenditure, with guidance from
the GerporateDirector—of-Ressurces—8& Business—DevelopmentDirector of

Finance & Resources, to be submitted to the Executive Committee.

| 472.173._ To prepare budgets that are consistent with any relevant cash limits,
with the Authority’s annual budget cycle and with guidelines issued by the
Executive Committee. The format will be prescribed by the Corperate Director of
i Director of Finance & Resources in

accordance with the full Authority’s general directions.

| 473.174. To integrate financial and budget plans into service planning, so that
budget plans can be supported by financial and non-financial performance
measures.

174175 In accordance with the laid-down guidance and timetable issued by

the Corperate—Birector—efResources—&— By 55 pmentDirector of
Finance & Resources, to prepare detailed draft revenue proposals and capital

bids for consideration by the Executive Committee.

A475:176. When drawing up draft budget requirements, to have regard to:

spending patterns and pressures revealed through the budget
monitoring process

- legal requirements

policy requirements as defined by Authority in it's approved
policy framework

initiatives already under way.
Resource Allocation
Why Is This Important?

| 478:177. A mismatch often exists between available resources and required
resources. A common scenario is that available resources are not adequate to
fulfil need/desire. It is therefore imperative that needs/desires are carefully
prioritised and that resources are fairly allocated, in order to fulfi all
responsibilities. Resources may include staff, money, equipment, goods and
materials.

Key Controls
1#F178. The key controls for resource allocation are:

* resources are acquired in accordance with the law and using an
approved authorisation process

e resources are used only for the purpose intended, to achieve the
approved policies and objectives, and are properly accounted for

= resources are securely held for use when required

e resources are used with the minimum level of waste, inefficiency or
loss for other reasons.

Responsibilities of the Gorporate Directorof F

DevelopmentDirector of Finance & Resources

178179, To advise on methods available for the funding of resources, such as
the levy, grants from Central Government and borrowing requirements.
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179:180. To advise on the suitability of proposals to introduce/modify financial
procedures to control resources (e.g. stock control systems).

186.181, To assist in the allocation of resources to budget managers.
Responsibilities of Directors

181.182. To work within cash limits and to utilise resources allocated, and
furthermore to allocate resources, in the most efficient, effective and economic -
way.

482.183. To identify opportunites to minimise or eliminate resource

requirements or consumption without having a detrimental effect on service
delivery.

Revenue Budget Preparation, Monitoring and Control
Why Is This Important?

183-184. Proper budget management ensures that, once the budget has been
approved by full Authority; resources are used for their intended purposes and
are properly accounted for. Budgetary control is a continuous process, enabling
the Authority to review and adjust its budget targets during the financial year. It
also provides the mechanism that calls to account managers responsible for
defined elements of the budget.

184-185. By continuously identifying and explaining variances against
budgetary targets, the Authority can identify changes in trends and resource
requirements at the earliest opportunity. The Authority itself operates within an
annual cash limit, approved when setting the overall budget. To ensure that the
Authority, in total does not overspend, each service is required to manage its
own expenditure within the cash limited budget allocated to it.

4856-186. Directors are expected to exercise their discretion in managing their
budgets responsibly and prudently. For example, they should not support
recurring revenue expenditure from one-off sources of savings or additional
income, or creating future commitments, including full-year effects of decisions
made part way through a year, for which they have not identified future
resources. Directors must plan to fund such commitments from within their own
budgets.

4186-187. For the purposes of budgetary control by managers, a budget will
normally be the planned income and expenditure for a service area or cost
centre. However, budgetary control may take place at a more detailed level if
this is required by the Director's scheme of delegation.

Key Controls
4187.188. The key controls for managing and controlling the revenue budget are:

e budget managers should be responsible only for income and
expenditure that they can influence

» there is a nominated budget manager for each budget heading

« budget managers accept accountability for their budgets and the level
of service to be delivered and understand their financial
responsibilities
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* budget managers follow -an approved certification process for il
expenditure

* income and expenditure are properly recorded and accounted for

» performance levels/levels of service are monitored in conjunction with
the budget and necessary action is taken.to align service outputs and
budget

» specific budget approval is given for all expenditure

* budget managers are appropriately trained to carry ot their budgstary
control responsibilities.

Responsibilities of the Ce a-Director-of-F
DevelopmentDirector-of Finance & Resources

488:189. _ __ To establish-an.appropriate framework of budgetary management and
control that ensures that:

* budget management is exercised within annual cash limits unless the
full Authority agrees otherwise

e each Director has available timely information on expenditure and
income on each budget which is sufficiently detdiled to enable
managers to fulfil their budgetary responsibilities

« expenditure is committed only against.an approved budget head

» officers responsible for committing expenditure comply with relevant
guidance and financial regulations

e each cost cenire has a single. named manager, determined by the
relevant Director. As a general principle, budget responsibility should be
aligned as closely as possible to the decision making processes that
commits expenditure

e significant variances from approved  budgets are investigated and
reported by budget managers monthly.

| 489:190. To administer the Authority’s scheme of virement (as detailed in
Financial Regulations 96 to 108).

| 496:-191. To submit reports to the Executive Committee and to full Authority, in
consultation with the relevant Director, where a Director is unable to balance
expenditure and resources within existing approved budgets under their control.

| 191192, To prepare and submit reports on the Authority’s projected income
and expenditure compared with the budget on a regular basis.

Responsibilities of Directors

| 482.193, To maintain budgetary control within their departments, in adherence
to the principles above, and to ensure .that all.income and. expenditure is
properly recorded and accounted for.

| 493.194. To ensure that an accountable budget manager is identified for each
item of income -and expenditure incurred by the department within each
Director's cash limit. As a general principle, budget responsibility should be
aligned as closely as possible to the decision making that commits expenditure.
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194.195. _To ensure that budgetary provision is identified for all expenditure
incurred.

185-196. _.To ensure that spending remains within the service’s overall budget
allocation, and that individual budget heads are not overspent, by monitoring the
budget and taking appropriate corrective action where significant variations from
the approved budget are projected.

196:197. ____ To ensure that a monitoring process is in place to review performance
levels/levels of service in conjunction with the budget and is operating
effectively.

497.196. _To prepare and submit, to Executive Committee, reports on projected
expenditure and income compared with the budget, in the form prescribed by
and in accordance with, the timetable and guidelines issued by the Cerporate
Birector—of —Resourees—&—Business—DeovelopmentDirector of Finance &

Resources.

198-199. To ensure prior approval by the full Authority or Executive Committee
(as appropriate) for new proposals, of whatever amount, that:

e create financial commitments in future years

e change existing policies, initiate new policies or cease existing
policies

« materially extend or reduce the Authority’s services.

490.200. To ensure compliance with the scheme of virement.

200-201. _ To agree with the relevant Director where it appears that a' budget
proposal, including a virement proposal, may impact materially on another
service area or Director’'s level of service delivery.

Capital Programme
Why Is This Important?

204-202. Capital expenditure (including use of capital grants and PFI/PPP
projects) invoives acquiring or enhancing fixed assets with a long term value to
the Authority, such as land, buildings, and major items of plant, equipment or
vehicles. Capital assets shape the way services are delivered in the long term
and create financial commitments for the future in the form of financing costs
and revenue running costs.

202.203. Capital expenditure should form part of an investment strategy and
should be carefully prioritised in order to maximise the benefit of scarce
resources.

Key Controls

203-204. The key controls for capital programmes are:

o specific approval by the full Authority for the programme of capital
expenditure

® expendlture on capltal schemes |s subject to the agreement of the
eprrentDirector of
Flnance & Resources and the approval of Executlve Commlttee
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* a scheme and estimate, including project plan, progress targets and
associated revenue expenditure is prepared for each capital pchJect
for agreement by the
DevelopmentDirector of Finance & Resources and approval of
Executive Commitiee

¢ proposals for improvements and alterations to buildings must be
approved by the appropriate Director

» schedules for individual schemes within the overall budget approved
by the full Authority must be submitted to the Executive Committee

» development and maintenance of the corporate asset management
plan

 accountability for each proposal is accepted by a named manager

s progress and expenditure should be monitored and compared to the
approved budget.

Responsibilities of the Corporate-Director-of Resources & Business

DevelopmentDirector of Finance & Resources

204-205. To issue guidance relating to the strategy and controls for capital
schemes. The definition of ‘capital’ will be determined by the CerpeorateDirector

of Resources-&-Business-DevelepmentDirector of Finance & Resources, having

regard to Government regulations and accounting requirements.

205:2086. To collate capital estimates jointly with Directors and the Chief
Executive and to'submit them to Executive Committee full-Authority-for approval.
Full Authority approval is required where a Director proposes to bid for, or
exercise additional borrowing approval, not anticipated in the capital programme.

206-207, To prepare and submit monitoring reports to the Executive Committee
on the projected income, expenditure and resources compared with the
approved estimates and to recommend action where necessary to ensure that
capital expenditure is fully funded.

207-208. To administer the Authority’s scheme of virement.
Responsibilities of Directors

208.209, To comply with guidance concerning capital schemes and controls
issued by the Director of Finance and Resources.

209:210. _To submit a prioritised list of bids as part of the annual capitai
budgeting process representing the schemes required to deliver departmentai

strategy.

240-211. To ensure that agreement for all capital expenditure proposals are
obtained from the
DevelopmentDirector of Finance & Resources and approval of Executive
Committee prior to a scheme’s commencement, and that capital expenditure
budgets are not exceeded.

241212, To prepare returns of projected estimated final costs of schemes, in
the approved capital programme, for submission to the Cerporate—DBirector—of
Reseurces-&-Business-DevelopmentDirector of Finance & Resources.
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242213, To ensure that adequate records are maintained for all capital

contracts.
2+3-214. _To ensure compliance with the Authority’s scheme of virement.
2144.215. To prepare and submlt an annual report, in consultation with the

: : ptDirector of Finance &
Resources on the completlon of aII contracts where the final expenditure
exceeds the approved contract sum.

216:216. __ _To ensure that credit arrangements, such as leasing agreements, are
not entered into without the prior approval of the GCorporate—Direster—of
Resources—&BusinessDevelopmentDirector of Finance & Resources and, if

applicable, approval of the scheme through the capital programme.

2146.217. _ To consult with the GCerperate—Pirestor—of Resources—& Business
BevelopmentDirector of Finance & Resources and to seek Executive Committee

approval where the Director proposes to bid for supplementary credit approvals
or grants to be issued by Government departments or others to support
expenditure that has not been included in the current year’s capital programme.

Maintenance of Reserves
Why Is This Important?

247-218. This Authority must decide the level of general reserves it wishes to
maintain before it can decide the levy. Reserves are maintained as a matter of
prudence. They enable the Authority to provide for unexpected events and
thereby protect it from overspending, should such events occur. Reserves for
specific purposes may also be maintained, such as the purchase or renewal of
capital items.

Key Controls

248:219. To maintain reserves in accordance with the relevant codes of
practice on local Authority accounting in the United Kingdom and agreed
accounting policies.

249:220. For each reserve established, the purpose, usage and basis of
transactions should be clearly identified.

220.221.  _ The establishment of reserves and incurring of expenditure from

reserves should be authorised by the Gerpeorate—Director—ofResources—&
Busiress-DevelopmentDirector of Finance & Resources.

Responsibilities of the Corporate Directorof Resources-& Business
DevelopmentDirector of Finance & Resources

224222, To advise the Executive Committee and/er full Authority on prudent
levels of reserves, and to take account of the advice of the external auditor in
this matter.

Responsibilities of Directors

222:223. To ensure that resources are used only for the purposes for which
they were intended.

Financial Regulation C - Risk Management and Control of Resources
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s Risk management
* Internal Controis
» Audit Requirements
* Preventing Fraud & Corruption
» Assets
« Treasury Management & Banking
» Staffing
Risk Management
Why s Tl.zis important?

| 223.224. All organisations, whether private or public sector, face risks to
people, property and continued operations. Risk is the chance or possibility of
loss, damage, injury or failure to achieve objectives caused by an unwanted or
uncertain action or event. Risk management is concerned with evaluating the
measures an organisation already has in place to identify risks and mitigate
those identified risks including recommending the action the organisation needs
to take to control these risks effectively.

| 224.225, It is the overall responsibility of the Audit Committee to approve the
Authority’s risk management strategy, and to promote a culture of risk
management awareness throughout the Authority.

Key Controls
| 226.226. The key controls for risk management are:

¢ procedures are in place to identify, assess, prevent.or contain material
known risks, and these procedures are . operating effectively
throughout the Authority

* a monitoring process is in place to review regularly the effectiveness
of risk reduction strategies and the operation of these controls. The
risk management process should be conducted on a continuing basis

* managers know that they are responsible for managing relevant risks
and are provided with relevant information on risk management
initiatives

e provision is made for losses that might result from the risks that
remain

e procedures are in place to investigate claims within required
timescales

» acceptable levels of risk are determined and insured against where
appropriate

e the Authority has identified business continuity plans for
implementation in the event of disaster that results in significant loss
or damage to its resources.

&R

Responsibilities of the Corporate
DevelopmentDirector of Finance

esources

226-227. To prepare and promote the Authority’s risk management
strateqgypeliey-statement.
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227-22C. To develop risk management controls in conjunction with other

Directors.

228-229. To include all appropriate employees of the Authority in a suitable
fidelity guarantee insurance.

228:230. To effect corporate insurance cover, through external insurance and
internal funding, and to arrange for the negotiation of claims in consultation with
other officers.

230-231. To report to each Audit Committee meeting on the effectiveness of the

Authorities risk management processes including new key risks identified and
key residual risks which remain uncontrolled.

234232, To determine the regularity of risk identification and assessment
exercise to be carried out by Directors.

Responsibilities of Directors

232:.233.  To notify the Ceorporate—Director—of Resources—& Business
BevelepmeniDirector of Finance & Resources immediately of any loss, liability

or damage that may lead to a claim by or against the Authonty together with any
information or explanation required by the

Business—DevelopmentDirector of Finance & Resources or the Authority’s
insurers.

233:234. If any assets covered by insurance are damaged or stolen, Directors
must not order replacements, remedial repairs or other work - except for
emergency measures to prevent further damage or loss occurring - until the

- - Director of Finance &
Resources has been consulted Damage or loss arising from malicious acts
should be reported to the police.

234-235. To notify the Ceorporate—Director—of Resources—& Business
DevelopmentDirector of Finance & Resources promptly of all new risks,

properties or vehicles that require insurance and of any alterations affecting
existing insurances.

235:238. To notify the GCerperate—Director—of Resources—&  Business
DevelopmentDirector of Finance & Resources promptly of any significant

acquisitions or disposals of assets or any alteration to the scope or level of
services provided, particularly where the risk of accident, injury, loss or damage
is likely to increase.

238:237.  On a regular basis, the CorporateDirecter-of Resources—& Business
DevelopmentDirector of Finance & Resources will forward to Directors

schedules of assets covered by insurance. Directors must examine the
schedules and ensure that the details of those assets are correctly recorded and
that the scope and level of insurance cover are adequate and consistent with the
Authority’s corporate insurance arrangements.

237238,  To provide the Corporate—Direstor—of Resourcos—& Business
BevelopmentDirector of Finance & Resources with any information that is

needed and in the timescale required, to enable the Director to manage the
Authority’s insurances effectively.

Davelobmarn
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238.239. _ To take responS|b|I|ty for risk management having regard to advice
from the Cerpora soe—d ese-DevelopmentDirector of

Finance & Resources and other spemahst offlcers (e g. crime prevention, fire
prevention and health and safety).

230240,  To ensure that there are regular reviews of risk within their
departments and to report the outcomes of these reviews to the Corperata

Diractor—of —Resourcec—8 Business—DevelopmentDirecior of Finance &

Resources.

240:241. __To consult with the Corperate—Director—of Resources—8& Business

BevelepmentDirector of Finance & Resources on the terms of any indemnity that
the Authority is requested to give.

| 244.242. To ensure that officers or anyone covered by the Authority’s
insurances, do not admit liability or make any offer to pay compensation that
may prejudice the assessment of liability in respect of any insurance claim.

Internal Controls
Why Is This Important?
| 242.243, The Authority uses internal controls to manage and monitor progress
towards strategic objectives.

| 243.244. The Authority has statutory obligations, and, therefore, requires
internal controls to identify, meet and monitor compliance with these obligations.

J 244.245. The Authority faces a wide range of financial, administrative and
commercial risks, both from internal and external factors, which threaten the
achievement of its objectives. Internal controls are used to manage these risks.

| 245.246. The system of internal controls is established in order to provide
measurable achievement of:

+ efficient and effective operations
¢ reliable financial information and reporting
e compliance with laws and regulations
¢ risk management.
¢ safeguarding of assets
Key Controls

| 246:247.  The key controls and control objectives for internal control systems
are:

e key controls should be reviewed on a regular basis and the Authority
should make a formal statement annually to the effect that it is
satisfied that the systems of internal control are operating effectively

* managerial control systems, including defining policies, setting
objectives and plans, monitoring financial and other performance and
taking appropriate anticipatory and remedial action. The key objective
of these systems is to promote ownership of the control environment
by defining roles and responsibilities
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¢ financial and operational control systems and procedures, which
include physical safeguards for assets, segregation of duties,
authorisation and approval procedures and information systems

» an effective internalaudit function that is properly resourced. It should
operate in accordance with the principles contained in CIPFA’s Code
of Practice for Internal Audit in Local Government in the United
Kingdom, the standards for the professional practice of Internal Audit
of the Institute of Intermal Auditors, and with any other statutory
obligations and regulations.

Responsibilities of the Corporate Director-ef-Resources & Business
DevelepmentDirector of Finance & Resources

247-248. To assist the Authority to put in place an appropriate control
environment and effective internal controls which provide reasonabie assurance
of effective and efficient operations, financial stewardship, probity and
compliance with laws and regulations.

Responsibilities of Directors

248:249. To manage processes to check that established controls are being
adhered to and to evaluate their effectiveness, in order to be confident in the
proper use of resources, achievement of objectives and management of risks.

249:250. To review existing controls in the light of changes affecting the
Authority and to establlsh and implement new ones in line with gmdance from
the Ceorpora 2 g FF

Finance & Resources Dlrectors should also be reSponSIbIe for removing

controls that are unnecessary or not cost or risk effective, for example, because

of duplication.

280251, To ensure staff have a clear understanding of the consequences of
lack of control.

Audit Requirements
Internal Audit
Why Is This Important?

251252, The requirement for an internal audit function for local authorities is
implied by Section 151 of the Local Government Act 1972, which requires that
authorities ‘make arrangements for the proper administration of their financial
affairs’. The Accounts and Audit Regulations 2011, Regulation 6, more
specifically require that a ‘relevant body shall maintain an adequate and effective
system of internal audit of their accounting records and control systems’.

262.253. internal audit is an independent and objective appraisal . function
established by the Authority for reviewing the system of internal control. It
examines, evaluates and reports on the adequacy of internal control as a
contribution to the proper, economic, efficient and effective use of resources.

Key Controls
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283:254. __ _The key controls for internal audit are:
» thatitis independent in its planning and operation

» the Audit & Compliance function has, (where appropriate) direct
access to the Chief Executive, all levels of management and directly
to elected Members

e internal-auditors comply with the Auditing Practices Board's gundellne
Guidance for Internal Auditors, as interpreted by CIPFA’'s Code of
Practice for Internal Audit in Local Government in the United Kingdom
and the standards for the professional practice of Internal Audit of the
institute of Internal Auditors.

Responsibilities of the Corg BSOUFCES-&
BevelopmentDirector of Fmance & Resources

254-255. To ensure that internal-auditors have the Authority to:
= access Authority premises at reasonable times

» access all assets, records, documents, correspondence and control
systems

* receive any information and explanation considered necessary
concerning any matter under consideration

* require any officer of the Authority to account for cash, stores or any
other Authority asset under their control

e access records belonging to third parties, such as contractors, when
required

¢ directly access the Chief Executive, the Authority Members, Executive
Committee, Audit Committee and all levels of management.

| 256:256. _ To approve the strategic and annual audit plans, which take account
of the characteristics and relative risks of the activities involved.

| 256.257. To ensure that effective procedures are in place to investigate
promptly any fraud or irregularity.

Responsibilities of Directors

| 257.258. To ensure that internal-auditors are given access at all reasonable
times to premises, personnel, documents and assets that the auditors consider
necessary for the purposes of their work.

| 258.259. To ensure that auditors are provided with any information and
explanations that they seek in the course of their work.

| 2E0.260. To consider and respond promptly to recommendations in audit
reports.
| 260:261, To ensure that any agreed actions arising from audit

recommendations are carried out in a timely and efficient fashion.

|26-’|—262 To notify the Corperate—DBirector—of—Resources—=&— Business

BevelepmentDirector of Finance & Resources immediately of any suspected
fraud, irregularity, improper use or misappropriation of the Authority’s property or
' resources. Pending investigation and reporting, the

Resources—&Business—DevelopmentDirector of Finance & Resources should
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take all necessary steps to prevent further loss and to secure records and
documentation against removal or alteration.

262.263. _ To ensure that new systems for maintaining financial records, or
records of assets or changes to such systems, are approved by the Corperate
i Director of Finance &

Resources.
External Audit

Why Is This Important?

| 263.264. The Local Government Finance Act 1982 set up the Audit
Commission, which is responsible for appointing external auditors to each local
Authority In England and Wales. The external auditor has rights of access to all
documents and information necessary for audit purposes.

265. The Local Audit and Accountability Act 2014 received Royal Assent on 30
January 2014. The Act makes it possible for the Audit Commission to close, in
line with Government expectations, on 31 March 2015, 30 years after it was
established.

266. An independent company created by the Local Government Association (Public
Sector Audit Appointments Limited} will be responsible for overseeing the
Commission’s current external audit contracts with audit firms from 1 April 2015
until December 2017 or up to 2020. It will manage the contracts and exercise

statutory powers to appoint auditors, set and determine fees. The professional
conduct of auditors will continue to be regulated by the professional accountancy
bodies. From 2017 or up to 2020, Recognised Supervisory Bodies will determine
the eligibility of local public auditors and register them and, in turn, they will be
recognised and supervised by the Financial Reporting Council. The Financial
Reporting Council’s Audit Quality Review team will monitor the local public

audits carried out by auditors through new regulatory arrangements.

267.The National Audit Office will produce and maintain the Code of Audit Practice
and provide supporting guidance to auditors from 1 April 2015.

263-
264-268. The basw dutles of the external audltor are defi ned |n a the—Aud#

de of audlt

practice, which external audltors foIIow when carrying out their duties. The code
of audit practice sets out the auditor's objectives to review and report upon:

e the financial aspects of the audited body's corporate governance
arrangements

» the audited body’s financial statements
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* aspects of the audited body’s arrangements to manage its
performance, including the preparation and publication of specified
performance information.

269. The Comptroller and Auditor General will be a prescribed person to whom
whistleblowing disclosures can be made in respect of local public bodies under
the Public Interest Disclosure Act 1998 from 1 April 2015. Appointed auditors
retain their status as a prescribed person under the Act.

270.The Authority’s accounts are scrutinised by the external auditors, who must be
satisfied that the statement of accounts ‘presents fairly’ the financial position of
the Authority and its income and expenditure for the year in question and
complies with the legal requirements.

285271, The National Audit Office will publish information previously provided
by the Audit Commission. The NAO will become the owner of Council Accounts:
A Guide to Your Rights, often referred to as the guide to the electorate’s rights
with regard to the audit of their local authority. Public Sector Audit Appointments
Limited will continue to publish Auditing the Accounts and guarterly and annual
reports on auditor compliance and audit quality.

Key Controls

266-272. _ External auditors are appointed-by-the-Audit-Cemmission normally for
a minimum period of five years. The National Audit Office Audit-Commission

prepares a code of audit practice, which external auditors follow when carrying
out their audits.

Responsibilities of the Ceorp i DEOUFCHS -8
DevelopmentDirector of Fmance & Resources

267273. _ To ensure that external auditors are given access at all reasonable
times to premises, personnel, documents and assets that the external auditors
consider necessary for the purposes of their work.

268.274. To ensure there is effective liaison between external and internal
audit.
269.275. To work with the external auditor and advise the full Authority,

Executive Committee, Audit Committee and Directors on their responsibilities in
relation to external audit.

Responsibilities of Directors

270-276. To ensure that external auditors are given access at all reasonable
times to premises, personnel, documents and assets which the external auditors
consider necessary for the purposes of their work.

274277 To ensure that all records and systems are up to date and availabie
for inspection.

Preventing Fraud and Corruption
Why Is It This Important?

272.278. The Authority will not tolerate fraud and corruption in the
administration of its responsibilities, whether from inside or outside the Authority.
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272279, The Authority’s expectation of propriety and accountability is that
Members and staff at all levels will lead by example in ensuring adherence to
legal requirements, rules, procedures and practices.

274-280. The Authority also expects that individuals and organisations (e.g.
suppliers, contractors, service providers) with whom it comes into contact will act
towards the Authority with integrity and without thought or actions involving fraud
and corruption.

Key Controls

275.281. The key controls regarding the pr_e\}ention of financial irregularities are
that:

» the Authority has an effective anti-fraud and anti-corruption policy and
maintains a culture that will not tolerate fraud or corruption

¢ all Members and staff act with integrity and lead by example

¢ senior managers are required to deal swiftly and firmly with those who
defraud or attempt to defraud the Authority or who are corrupt

* the maintenance of a register of interests in which any hospitality or
gifts accepted must be recorded

¢ whistle blowing procedures are in place and operate effectively

e legislation, including the Public Interest Disclosure Act 1998 and
Bribery Act 2010 is adhered to.

Responsibilities of the Corporate-Directorof Resources-& Business
DevelopmentDirector of Finance & Resources

276-282. _In conjunction with the Chief Executive to develop and maintain an
anti-fraud and anti-corruption policy and review annually the fraud response
plan.

27283, To maintain adequate and effective internal control arrangements.

278.284. To ensure that all suspected financial irregularities are investigated

thoroughly and where appropriate reported to the Audit Committee, and where
sufficient evidence exists to believe that a criminal offence may have been
committed, the police are called in by the Corporate Director of Resources—&
BusinessDevelopmentDirector of Finance & Resources to determine with the
Crown Prosecution Service whether any prosecution will take place.

Responsibilities of Directors

278:285. To ensure that all suspected f' nancial |rregular|t|es are reported to the
Resources
280.286. To instigate the Authority’s disciplinary procedures where the outcome

of a fraud investigation indicates improper behaviour.

284-287. To ensure that where fmanmal impropriety is discovered, the
5E5—8 mentDirector of Finance &

Resources is mformed
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| 282:288. To maintain a departmental register of interests in which any
hospitality or gifts accepted are recorded.
Assets
Security

Why Is This Important?

| 283.289. The Authority holds assets in the form of property, vehicles,
equipment, furniture and other items worth many millions of pounds. It is
important that assets are safeguarded and used efficiently in service delivery,
and that there are arrangements for the security of both assets and information
required for service operations. An up to date asset register is a prerequisite for
proper fixed asset accounting and sound asset management.

Key Controls

| 284.290. The key controls for the security of resources such as land, buildings,
fixed plant machinery, equipment, software and information are:

¢ resources are used only for the purposes of the Authority and are
properly accounted for

e resources are available for use when required

* resources no longer required are disposed of in accordance with the
law and the regulations of the Authority so as to maximise benefits

¢ an asset register is maintained for the Authority - assets are recorded
when they are acquired by the Authority and this record is updated as
changes occur with respect to the location and condition of the asset

« all staff are aware of their responsibilities with regard to safeguarding
the Authority's assets and information, including the requirements of
the Data Protection Act and software copyright legislation

» all staff are aware of their responsibilities with regard to safeguarding
the security of the Authority’s computer systems, including maintaining
restricted access to the information held on them and compliance with
the Authority’s information technology usage policy.

Responsibilities of the Corporate Director-of Resources-& Business
DevelopmentDirector of Finance & Resources

285201, To ensure that an asset register is maintained in accordance with
good practice for all fixed assets with a value in excess of £5,000.

| 286.292. To receive the information required for accounting, costing and
financial records from each Director.

| 287293, To calculate capital charges and depreciation for all properties and
. maintain the asset management revenue account.

| 288.294. To ensure that assets are valued in accordance with the relevant
codes of practice on local Authority accounting and the Royal Institution of
Chartered Surveyors (RICS) in the United Kingdom. This is the responsibility of
the Head of Property Services.

Responsibilities of the Assistant Director-of Legal-&-Rroperty ServicesDirector
of Legal-and Corporate Services.
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| 289-295. __ To keep a register of all land and buildings owned by the Authority.
The register will hold information about: the purpose for which the land/building
is held; description; location and ordnance survey map reference; purchase
details; the nature of the Authority’s interest; rents and any other charges
payable; restrictive covenants; and any tenancies or other interests granted.

| 200.296. There must be a valuation of all of the major assets of the Authority. A
five year rolling programme of assets to be valued must be maintained, having
been agreed with the Ge-FpeFate—DrFeeter—ef—Resewses—&—Busmess
DevelepmentDirector of Finance & Resources and a minimum of 25% of assets
must be revalued each year with every property having at least one interim

| valuation._Valuations of assets exceeding £15m_ must be made annually.

Informatlon on asset valuations, purchases and sales must be prowded o the

Finance & Resources These valuatlons must mclude the estrmated lives of
assets and componentisation of value.

Property - Disposals of Land, or an Interest in Land, or Licence Agreements

204.297. _ Disposals of land, an interest in land (including easements and
wayleaves) or licence agreements for terms in excess of 3 years shall only be
authorised with the express approval of the Executive Committee or Authority.

| 202.298. The Chief Executive or his authorised deputy has delegated power on
behalf of the Authority to grant a disposal of land, an interest in land or a licence
agreement for terms of up to 3 years to be sealed if necessary in accordance
with standing orders.

Rent Reviews

203:299. Rents fixed for a period in excess of 5 years, shall only be authorised
with the express approval of the Executive Committee or Authority.

| 204-300. The Chief Executive or his authorised deputy has delegated power on
behalf of the Authority to agree rents for periods of up to 5 years.

Responsibilities of Directors

| 2085.301. To ensure that all leased assets are identified, appropriately marked,
maintained and a register kept to include location to ensure that they are
available for return to lessors at the end of the lease period in accordance with
the terms of the lease.

| 296-302. _To ensure that lessees and other prospective occupiers of Authority
land and buildings are not allowed to take possession of, or enter, the
land/building until 2 lease or agreement, in a form approved by the Director, in

consultation with the Assistant-Director-of-Legal-&Preperty ServicesDirector of
Legal-and-Corporate Services.-

| 207.303. To ensure the proper security and safe custody of all buildings and
vehicles, equipment, furniture, stock, stores and other property belonging to the
Authority and under their control.

should declare the property surplus, and instruct the Assistant-Director-of Legal

208-304. Where land or buildings are surplus to requirements, the Director
&Property ServisesDirector of Legal-and-Corporate Services- to deal with the
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property in accordance with its statutory responsibilities under the Park Act
1966.

2089.305. To ensure that no Authority asset is subject to personal use by an
employee or Member without proper authorisation.

300-306. To ensure that the department maintains a register of moveable
assets in accordance with arrangements defined by the Corperate Directorof

Reseources-&Business-DevelopmentDirector of Finance & Resources.

304307, To ensure that assets are identified, their location recorded and that
they are appropriately marked and insured.

302.308.  To consult the Corporate—Director—of Resourses— & Business

DevelopmentDirector of Finance & Resources in any case where security is
thought to be defective or where it is considered that special security
arrangements may be needed.

303-309. To ensure cash holdings on premises are kept to a minimum and
within prescribed insurance and safe limits.

304-310. To ensure that a schedule is kept of the officers in their departments
who hold keys to safes and similar receptacles, and that keys are carried on the
person of those responSIble at aII times; Ioss of any such keys must be reported

Finance & Resources as soon as possuble

305:311. To ensure that all employees are aware that they have a personal
responsibility with regard to the protection and confidentiality of information,
whether held in manuai or computerised records. Information may be sensitive
or privileged, or may possess some intrinsic value, and its disclosure or loss
could result in a cost to the Authority in some way.

306-312. To ensure that the Authority’s policies on information and internet
security are complied with.

Inventories

307313, To maintain adequate records of items of furniture, equipment, vehicle

and plant, above £200 in value.

308-314. To carry out an annual check of all items on the inventory in order to
verify location, review condition and to take appropriate action in relation to any
surpluses or deficiencies, annotating the inventory accordingly. Attractive and
portable items such as computers, cameras, phones and media_equipment
video-recorders-should be identified with security markings as belonging to the
Authority

309:315. If an item is lost, stolen or disposed of, this must be recorded against
the entry in the inventory.

340-316. The Authority’s property should only be moved from Authority
premises for official purposes with the permission of an authorised officer and a
record should be kept of all authorised removals.

Stocks and Stores
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341:317. .To make arrangements for the care and custody of stocks and stores
in their department.

342-318. To ensure that adequate records are kept and that reasonable levels
are maintained which are subject to a regular independent physical check. All
discrepancies should be investigated and pursued to a satisfactory conclusion.

Cash
313:318. To ensure that cash holdlngs do not exceed the maximum amount set

Finance & Resources and are transferred at least weekly to the Authontys bank
accounts.

344.320. _ To ensure that cash handling is carried out in accordance with

guidance issued by the Cerperate—Director—of- Resources—&Business
DevelepmentDirector of Finance & Resources.

346:321. To ensure that cash held in any safe does not exceed the amount of
the insurance limit for that safe.

346:322. _ To notify the Corporate—Director—of—Resources— & Business
DPevelepmentDirector of Finance & Resources of cash lost or stolen immediately.

Stolen cash which is not covered by insurance can only be written-off with the

agreement of the GCorporale—Direstor—of— Resources—8&  Business
DevelopmentDirector of Finance & Resources.

34++323. To ensure that under no circumstances are personal cheques cashed
out of monies held on behalf of the Authority.

Lost Property

318-324. Any property left on Authority premises and regarded as lost must be
disposed of in accordance with procedures agreed with the Cerperate-Directorof
Resources-&-Business-DevelopmentDirector of Finance & Resources.

Intellectual Property
Why Is This Important?

349.325. Intellectual property is a generic term that includes inventions and
writing. If these are created by an employee or consultant during the course of
employment, then, as a general rule, they belong to the employer. Various Acts
of Parliament cover different types of intellectual property.

320-326 Certain activities undertaken within the Authority may give rise to
items that may be patentable, for example, software development. These items
are collectively known as intellectual property.

Key Controls

324327 In the event that the Authority decides to become involved in the
commercial exploitation of inventions, the matter should proceed in accordance

with the Authority’s approved intelleetuai—p;eperty—procedures.
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Responsibilities of the Cerporate Directorof Resources-& Business
DevelopmentDirector of Finance & Resources

322.328. __ To develop and disseminate good practice through the Authority's
intellectual property-procedures.

Responsibilities of Directors

323-329. _To ensure that controls are in place to ensure that officers do not carry
out private work in the Authority’s time and that staff and consultants are aware
of the Authority’s rights with regard to intellectual property.

Asset Disposal
Why Is This Important?

324-330. It would be uneconomic and inefficient for the cost of assets to
outweigh their benefits. Obsolete, non-repairable or unnecessary resources
should be disposed of in accordance with the regulations of the Authority.

Key Controls

325.331. Assets for disposal are identified and disposed of at the most
appropriate time, and only when it is in the best interests of the Authority, and
best price is obtained, bearing in mind other factors, such as environmental
issues. For items of significant value, disposal should be by competitive tender
or public auction.

326-332. Procedures should protect staff involved in the disposal of assets from
accusations of personal gain.

Responsibilities of the Corporate Director-of Rosources-&Business
BevelopmentDirector of Finance & Resources

327-333. To issue guidelines representing best practice for the disposal of
assets.
328-334. To ensure appropriate accounting entries are made to remove the

value of disposed assets from the Authority’s records and to include the sale
proceeds if appropriate.

Responsibilities of Directors

320:335. To authorise the disposal and write-off of redundant furniture, fittings,
equipment, plant and machlnery, and stocks in accordance W|th guidance
issued by the C ! : Hreee-&By _
of Finance & Resources.

336:336. Before disposal to check if the asset is subject to leasing
arrangements. If the asset is leased, disposal must be in accordance with the
terms of the lease.

334-337. To ensure that any surplus plant, vehicles, furniture or equipment is

sold by public tender or auction unless the financial interest of the Authority is
better served by disposal in some other way.
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332:338.____ Not to sell assets to an officer of the Authority without the approval of
i % —Busi Director of

Finance & Resources.

333-339. To ensure that income received for the disposal of an asset is properly
banked and accounted for.

Treasury Management and Banking
Why Is This Important?

334-340. Many millions of pounds pass through the Authority's books each
year. This means that adherence to the CIPFA Treasury Management Code of
Practice is important. This code aims to provide assurances that the Authority’s
money is properly managed in a way that balances risk with return, but with the
overriding consideration being given to the security of the Authority's capital
sum.

Key Controls

335:-341. That the Authority’'s borrowings and investments comply with the
CIPFA Code of Practice on Treasury Management, and with the Authority’s
Treasury Management policy statement and strategy.

Responsibilities of the Corporate Director-of Resources-& Business
DevelopmentDirector of Finance & Resources

336-342. To arrange borrowings and investments for the Authority in such a
manner as to comply with the CIPFA Code of Practice on Treasury
Management, and the Authority’s Treasury Management policy statement and
strategy.

337343. To report once a year on treasury management activities to the
Executive Committee.

338.344. To open and operate bank accounts as are considered necessary. All
accounts must be in the name of the Authority.

330.345. To order, store and control all cheques drawn on the Authority's main
bank accounts.

340.-346. To ensure that all investments of money are made in the name of the
Authority.

[ 344:347. - To ensure that all securities that are the property of the Authority and
the title deeds of all property in the Authority's ownership are held in the custody
of the appropriate Director.

| 342.348. To effect alt borrowings in the name of the Authority.

| 343:349. To act as the Authority's registrar of stocks, bonds and mortgages and
fo maintain records of all borrowing of money by the Authority.

| 344-350. To provide officers of the Authority with cash or bank imprest accounts
or credit cards to meet minor expenditure on behalf of the Authority and to
prescribe rules for operating these accounts. Minor items of expenditure should
not exceed the prescribed amount.
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346-351. To determine the petty cash limit and to maintain a record of all
transactions and petty cash advances made, and periodically to review the
arrangements for the safe custody and control of these advances.

346-352. To reimburse imprest holders as often as necessary to restore the
imprests.

344:353. __ To provide guidance on how imprest accounts are to be operated and
how records are to be kept of payments and reimbursements.

Responsibilities of Directors

348:354. Directors who have control of their own bank accounts must work to
arrangements approved by the i i
BeveleprentDirector of Finance & Resources, and must ensure that accounts
do not become overdrawn.

349.355. To ensure that loans are not made to third parties and that interests
are not acquired in companies, joint ventures or other enterprises without the
approval of full Authority.

360:356. To arrange for all trust funds to be held, wherever possible, in the
name of the Authority. All officers acting as trustees by virtue of their official
position shall deposit securities, etc. relating to the trust, with the Gorporate

i i Director of Finance &

Resources, unless the deed otherwise provides.

36+367. __To ensure that trust funds are operated within any relevant legislation
and the specific requirements for each trust.

352:358. Where unofficial funds are held on behalf of third parties, to arrange
for their secure administration, including an annual audit, and to maintain written
records of all transactions in accordance with guidance issued by the Corperate
S DevelspmentDirector of Finance &

Resources.

363:359. _ To maintain a list of officers in their departments who are authorised to
manage imprest accounts.

3564-360. To notify the

BevelopmentDirector of Finance & Resources when an authorised officer leaves

the department in a timely fashion and to ensure that the imprest advanced is

accounted for to the i ;

DevelepmentDirector of Finance & Resources, unless responsibility for the

imprest is transferred to a different officer. In which case the CorperateDirsstor
i Director of Finance & Resources should

be notified of the new account holder.

355-361. To agree with the i j
DevelopmentDirector of Finance & Resources the procedure for reimbursing
expenditure imprest accounts.

356-362. To ensure that income received is not paid into an imprest account.

357-363. To ensure that officers:
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s maintain an |mprest account in accordance W|th gmdance |ssued by

of Finance & Resources on the operatlon of |mprests accounts

+ do not allow a bank account, in which an imprest account is held to
become overdrawn

e do not, under any circumstances, allow personal cheques to be
cashed, or personal loans to be made, from monies held in an imprest
account

e obtain and retain vouchers to support each payment from the imprest
account. Where appropriate, an official receipted VAT invoice must be
obtained in the name of the Authority

+ make adequate arrangements for the safe custody of the account

e produce upon demand by the Corperate—Diresiorof Resources—&
Business—BevslopmentDirector of Finance & Resources cash and all
vouchers to the total value of the imprest amount

e record transactions promptly

« reconcile and balance the account to the total of the sum advanced, at
least monthly; with a copy of the reconciliation sheet signed and
retained by the imprest holder.

Staffing
Why Is This Important?
358-364. Staffing costs represent a significant proportion of on-going revenue

expenditure and it is crucial that these resources are managed and costs
controlled in an effective manner.

Key Controls
360:365. The key controls for staffing are:

+ an appropriate staffing strategy and policy exists, in which staffing
requirements and budget allocation are matched

¢ procedures are in place for forecasting staffing requirements and cost.

Responsibilities of the Cerporate Directorof Resources-8&Business
DevelopmentDirector of Finance & Resources

360-366. To determine, in consultation with the Chief Executive, how officer
support for executive and non-executive roles within the Authority will be
organised.

361-367. To provide overall management to staff.

362-368. To ensure that there is proper use of the evaluation or other agreed
systems for determining the remuneration of a job.

- 363-360. To ensure that budget provision exists for all existing and new
employees.
364-370. To act as an advisor to Directors on areas such as national insurance

and pension contributions, as appropriate.
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366:371. The payment of salanes and wages or other emoluments shaII be
made

DevelepmemD#eeieapef—Emaqee—&—Resewees—under arrangements approved
GCorporate——Director—of—Resources—& —Business

and controlled by the
DevelepmentDirector of Finance & Resources.'s-dopartment

Responsibilities of Directors
386-372. __  To produce an annual staffing budget.

367-373. To ensure that the staffing budget is an accurate forecast of staffing
levels and is equated to an appropriate revenue budget provision (including on-
costs and overheads).

388:374. _ To ensure that the staffing budget is not exceeded without due
Authority and that it is managed to enable the agreed ievel of service to be
provided.

368:375.___ To control total staff numbers by adjusting the staffing, to a level that
can be funded within the approved budget, varying the provision as necessary
within that constraint in order to meet changing operational needs.

370:376. _ To ensure that the GCorporate Director—sf—Resources—8& Business
DevelepmentDirector of Finance & Resources is immediately informed if the

staffing budget is likely to be materially over or underspent.

34-377. _  To monitor staff activity to ensure adequate control-over such costs as
sickness, overtime, training and temporary staff.

3£2378. ___Directors shall immediately notify the Cerporate Director-ef-Rescurces
&-Business-DevelopmentDirector of Finance & Resources of all appointments,

resignations, absences or any other changes which may affect the pay of an
employee or ex-employee.

Financial Regulation D - Financial Systems and Procedures
¢ General

¢ Income & Expenditure

e Taxation
General
Why Is This Important?
373.379. _ _ Departments are increasingly reliant on computers for their financial

management information. The information must therefore be accurate and the
systems and procedures sound and well administered. They should contain
controls to ensure that transactions are properly processed and errors detected
promptly.

374.-380.  The
DevelepmentDirector of Finance & Resources has a professional responsibility
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to ensure that the Authority’s financial systems are sound and must be notified,
in advance, of any new developments or changes.

Key Controls
375.381. The key controls for systems and procedures are:

o basic data exists so that the Authority’s objectives, targets,
budgets and plans to be formulated

« performance is communicated to the appropriate managers on an
accurate, complete and timely basis

e early warning is provided of deviations from target, plans and
budgets that require management attention

» operating systems and procedures are secure

o data is backed up on a reguiar basis.

Responsibilities of the Gorpe 2D e
DevelopmentDirector of Fmance & Resources

376.382. To make arrangements for the proper administration of the Authority's
financial affairs, including to:

» issue advice, guidance and procedures for officers and others
acting on the Authority's behalf

¢ determine the accounting systems, form of accounts and
supporting financial records

+ establish arrangements for audit of the Authority’s financial affairs
e approve in advance any new financial systems to be introduced

e approve in advance any changes to be made to existing financial
systems.

Responsibilities of Directors

| SF-383. To ensure that accounting records are properly maintained and held
securely.

] 378:384., To ensure that vouchers and documents with financial implications are
not destroyed except in accordance with arrangements approved by the
5 s LFces—8 GEE - mentDirector of Finance &

J Resources.

| 379.385. To ensure that a complete management trail, allowing financial
transactions to be traced from the accounting records to the original document,
and vice versa, is maintained.

I 380-386. To incorporate appropriate controls to.ensure that, where relevant:

« all input is genuine, complete, accurate, timely and not previously
processed and properly authorised

o all processing is properly authorised and is carried out in an
accurate, complete and timely manner

¢ output from the system is complete, accurate and timely

¢ data is backed up on a regular basis.
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| 384.387. _To ensure that the organisational structure provides an appropriate
segregation of duties to provide adequate internal controls and to minimise the
risk of fraud, error or malpractice.

| 382.386. To ensure there is a documented and tested disaster recovery plan to
allow information system processing to resume quickly in the event of an
interruption.

| 383.389. To ensure that systems are documented and staff trained in
operations.

284:.390. _To consult with
BevelopmentDirector of Finance & Resources before changing any existing
system or introducing new systems.

| 886:391 _ To establish a scheme of delegation identifying officers authorised to
act upon the Director's behalf in respect of placing orders, payments and income
collection, including variations, and showing the limits of their Authority.

| 386.392. To ensure that effective contingency arrangements, including back-up
procedures, exist for computer systems. Back-up information should be securely
retained in a fireproof location, preferably off site or at an alternative location
within the building.

| 387393. To ensure that, where appropriate, computer systems are registered
in accordance with data protection legislation and that staff are aware of their
responsibilities under the legislation.

| 388-394. To ensure that the Authority's IT usage policy is complied with.

| 389.395, To ensure that computer equipment and software are protected from
loss and damage through theft, vandalism, or accident.

] 380396, _To comply with the copyright, designs and patents legislation and, in
particular, to ensure that:

» only software legally acquired and installed by the Authority
is used on its computers

« staff are aware of legislative provisions

* in developing systems, due regard is given to the issue of
intellectual property rights.

Income and Expenditure

Income
Why Is This Important?
| 394-:397. Income can be a vulnerable asset and effective income collection

systems are necessary to ensure that all income due is identified, collected,
receipted and banked properly. It is a requirement to obtain income in advance
of supplying any services as this improves the Authority's cash flow and also
avoids the time and cost of administering debts.
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Key Controls
392.398. The key controls for income are:

« all income due to the Authority is identified and charged correctly, in
accordance with an approved charging policy, which is regularly
reviewed

+ all income is collected from the correct person, at the right time, using
the correct procedures and the appropriate stationery

« all money received by an officer on behalf of the Authority is paid
without delay—te—the GCorporate—Direstor—of Rescurces—& Business
DevelopmentDirestor—of Finance—& Resources, as—directed, to the

Authority’s bank account, and is properly recorded_as directed by the
Director of Finance & Resources. The responsibility for cash coliection
should be separated from, that for identifying the amount due, and that
for reconciling the amount due to the amount received

o effective action is taken to pursue non-payment within defined
timescales

o formal approval for debt write-off is obtained
» appropriate write-off action is taken within defined timescales
¢ appropriate accounting adjustments are made following write-off action

e all appropriate income documents are retained and stored for the
deflned penod in accordance W|th gmdance issued by the Corperate
SO mertDirector of Finance &

Resources

¢ money collected and deposited is reconciled to the bank account by a
person who is not involved in the collection or banking process.

* each year there will be an annual review of income, rents and charges
undertaken by the Corporate Direster—of Resources—& Business
DevelopmeniDirector of Finance & Resources andthe Directorof
Leisure—and-Environment-and reported to the Executive Committee.
Between annual reviews, amendments to charges or charges for

specific events may be approved by the Ceorporate—Direstor—of
Resources& BusinessDevelepmentDirector of Finance & Resources.

Where these amendments are estimated to affect the budgeted level of
income in a cost centre by more than 5% the amendment(s) must be
discussed with the chairman and/or the Vice Chairman of Executive
Committee and then reported to the next meeting of the Executive
Committee.

« the Authority has developed and adopted internal procedures desighed
to prevent the use of its services for money laundering in accordance
with the Proceeds of Crime Act 2002 and the Money Laundering
Regulations 2003.

Responsibilities of the Corpeorate Director of Resources-& Business
DevelopmentDirector of Finance & Resources

393-399. To agree arrangements for the collection of all income due to the
Authority and to approve the procedures, systems and documentation for its
collection and accounting for VAT.

50



Appendix A to Paper A/4206/15

364-400. To approve the format of official receipts (receipt books, tickets and
similar items) and procedures for the control and supply of these to departments.

386.401. __To use debt recovery procedures to collect any income due to the
Authority which has not been paid within specified time limits.

286-402. To approve the arrangements for the writing-off of irrecoverable debts
up to a limit of £2,000 each. At the end of the financial year to report to Authority
summarising the debts that have been written off under delegated Authority. All
sums over £2,000 require the prior approval of the full Authority

387403, To ensure that appropriate accounting adjustments are made
following any write-off action.

398404.  To ensure money collected and deposited is reconciled to the bank
account on a monthly basis.
Responsibilities of Directors

392.405. To establish a charging policy for the supply of goods or services,
including the appropriate charging of VAT, and to review it regularly, in line with
corporate policies.

400-406. _ To separate the responsibility for identifying amounts due and the
responsibility for collection, as far as is practicable.

404-407. _ To agree the form of official receipts with the Corperate Direstor—ef
Reseureos-&-Business-DevelopmentDirector of Finance & Resources.

402:408. __To ensure that official receipts are issued whenever payments are
made in cash.

403.409. To determine when payments are made by cheque whether receipts
should be issued.

404.410. All new proposals to generate additional income to the Authority
should only be implemented following—cersultation—a full business appraisal
reviewed by the Business-Capital Proqramme Development Group (CPBDG)
consultation with the
BevelepmentDirector of Finance & Resouroes as to any VAT implications and
the approval of Executive Committee.

408:411. _To hold securely receipts, tickets and other records of income for the
appropriate period.

408:412. To ensure that at least two officers are present when post is opened
so that money received by post is properly identified and recorded.

407-413. To ensure that income is locked away and safeguarded against loss
or theft.
408-414. To ensure the security of cash handling and that there is a record of

every transfer of money between officers of the Authority. The receiving officer
must sign for the transfer and the transferor must retain a copy.

oL
) Y



409-415, To ensure that only up to approved levels of cash are held on
premises.

410-416. __ To ensure that income is paid fully and within seven days of receipt
into the appropriate Authority’s bank account in the form in which it is received.
Appropriate details should be recorded onto paying-in slips to provide a
management trail.

444417, _To ensure income is not used to cash personal cheques or other
payments.
412.418. To ensure that when income is due to the Authority and the payment

is not to be made at the time, an account i is ralsed promptly ina form approved

Finance & Resources Where income relates to the provision of goods and

services which are not part of a continuous supply, accounts must be raised
within 14 days of the transactions being completed to comply with VAT
regulations.

443:419. To seek to achieve payment by direct debit in situations where regular
payments are due to the Authority. General arrangements for payment by direct

debit should be approved by the Corperate-Director of Resourses—& Business
DevelopmeniDirector of Finance & Resources.

444420, To ensure that accounts raised require payments to be made to the
Authority and that income is coded to the appropriate head of account. Where
appropriate, VAT must be separately identified on both the account and the
coded income.

415:421. To advise the CorporateDirestor—of—Resources—& Business
PevelepmentDirector of Finance & Resources of income due to the Authority

from contracts, leases or any other form of agreement.

446:422.  To assist the GCerperate—Directer—of —Resources—&—Business
BevelopmentDirector of Finance & Resources in collecting debts. they have
originated and to keep sufficiently detailed records to allow debts to be
recovered through legal action and to reclaim VAT payments when bad debts

are written-off.

4147423, To authorise an adjustment to the accounts, in consultation with the
- ! L mertDirector of Finance &
Resources, if a mistake has been made in ralsmg an invoice.

418:424, To require advance payments for goods, services or materials in all
cases, wherepracticable--Advance payments can be in cash, credit/debit cards
or cheques backed by a banker’s guarantee card but cheques not backed by a
guarantee card must be cleared before goods, services or materials are
supplied. Relevant documentation must be raised to account for advanced
payments including VAT.
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420:425, To notify the GCerporate—Director—of- Resources—& — Business

DevelopmentDirector of Finance & Resources of outstanding income relating to
the previous financial year as soon as possible after 31st March in line with the
timetable for closure of accounts.

Ordering and Paying for Work, Goods and Services
Why Is This Important?

| 421426 _Public money should be spent with demonstrable probity and in
accordance with the Authority’s policies. Public authorities have a statutory duty
to achieve best value in part through economy and efficiency. The Authority’s
procedures should help to ensure that services obtain value for money from their
purchasing arrangements. These procedures should be read in conjunction with
the Authority’s contract and procurement rules.

General

| 422.427. Official orders must be issued for all work, goods or services to be
supplied to the Authority, except for supplies of utilities, periodic payments such
as rent or rates, petty cash purchases, procurement in conjunction with
purchase cards, or other exceptions as agreed by the CerperateDirector—of
Resources—8—Business—DevelopmentDirector of Finance & Resources (these

exceptions, particularly with regard to use of purchase cards, do not preclude
Directors from establishing departmental limits at which orders should be issued,
where it is considered that there should be a written agreement confirming what
is being provided). All orders placed should be on an official order form.

| 423-428. __ Each order must conform to any guidelines approved by the full
Authority on corporate procurement policies and the standardisation of supplies
and materials.

| 424-429. Official orders must not be raised for any personal or private
purchases, nor must personal or private use be made of the Authority's
contracts.

| 425430, Oral orders can only be given in cases of extreme urgency and must
be confirmed by an official order, in writing or other authorised media, as soon
as possible.

[ 426-431. Apart from petty cash and other payments from advance accounts, the
normal method of payment from the Authority shall be by cheque or through the
banks’ automated clearing system (BACS) or other electronic transfers of funds

drawn on the Authority’s bank accounts by the CerpeorateDirectorof Resources

&-Business—DevelepmentDirector of Finance & Resources. Any arrangements
for making payments by these means must be approved by the Cerperate
Director—of —Resou & —Business—DevelopmentDirector of Finance &

Resources.
Key Controls

| 427.432. The key controls for ordering and paying for work, goods and services
are:

e all goods and services are ordered by authorised persons and are
correctly recorded

» all goods and services shall be ordered in accordance with the
Authority’s contract and procurement rules
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e goods and services received are checked to ensure they are in
accordance with the order. Goods should not be received by the
person who placed the order

e payments are not made unless goods have been received by the
Authority, to the correct price, quantity and quality standards.
Payments should not be authorised by the person who authorised the
order

¢ all payments are made to the correct person/supplier, for the correct
amount and are properly recorded, regardless of the payment method

« all appropriate evidence of the transaction and payment documents
are retained and stored for the defined period, in accordance with
guidance issued by the CerperateDirector-of-Resources-& Business
BavelopmentDirector of Finance & Resources and all expenditure is
accurately recorded against the right budget, any exceptions are
corrected and VAT is recorded against the departmental VAT code

e in addition, the use of e-commerce and electronic purchasing requires
that processes are in place to maintain the security and integrity of
data for tfransacting business electronically.

» where a specialist supplier is required to supply goods, but will only
commence work subject to receipt of a deposit. The A—Corperate
Director of Finance & Resources or-their-deputy-is able to authorise
this advance payment of the deposit subject to written assessment of
the perceived risk at the time and limited to £10,000. The risk
assessment should look to analyse the most recent set of approved
trading accounts as well seeking bank and other references.

Responsibilities of the CorporateDirector of Resources-& Business
DevelopmentDirector of Finance & Resources

428-433. To ensure that all the Authority’s financial systems and procedures are
sound and properly administered.

429.434. To approve any changes to existing financial systems and to approve
any new systems before they are introduced.

430-435. To approve the form of officiali orders and associated terms and
conditions.

431:436. To make payments from the Authority’s funds on the Director's
authorisation that the expenditure has been duly incurred in accordance with
financial regulations.

43:2-437. To make payments, whether or not provision exists within the
estimates, where the payment is specifically required by statute or is made
under a court order.

433-438. To make payments to contractors on the certificate of the project
consultant, architect, or appropriate Director, which must include details of the
value of work, retention money, amounts previously certified and amounts now
certified. These payments to be made to contractors using authenticated
receipts raised by departments.
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434-439. _To provide advice on making payments by the most economical
means.
436.440. __ To enter into agreements for the supply of telephone exchanges,

telephone equipment, answering machines, photocopiers,—facsimile—machines,
mobile eel-phones, pagers etc. on behalf of the Authority.

436:441. . To enter into agreements for the supply of computer equipment and
software-on behalf of the Authority.

Responsibilities of Directors

437442, To ensure that upique—pre-numbered-official orders are used for all
goods and services, other than for exceptions agreed by the Gorperate-Director

of-Resources-&Business-DevelopmentDirector of Finance & Resources.

438:443. To ensure that orders are only used for goods and services provided
to the department.

439-444. To ensure that officers do not use official orders to obtain goods or
services for their private use.

440-445. To ensure that only authorised officers sign orders and to maintain
and make available to the i j
DevslopmentDirector_of Finance & Resources an up-to-date list of authorised
officers, or, by agreement with the i i
DevelepmentDirector of Finance & Resources, the category of post holders in
their departments who are authorised to place orders. The authoriser of the
order should .be satisfied that the goods and services ordered are appropriate
and needed, that there is adequate budgetary provision and that quotations or
tenders have been obtained if necessary. Best value principles should underpin
the Authority’s approach to procurement. Value for money should always be
achieved.

441:4486. To ensure that all orders state the nature, quantity, and agreed or
estimated costs of the works, goods or services being ordered. The order must
also state the address for deliveries and the address to which the invoice should
be sent.

442.447. To ensure that no ordér exceeding £100 is placed with any other
supplier for goods, works or services already covered by central purchasing
contracts, without the written agreement of the i

&-Businese-DevelopmentDirector of Finance & Resources.

443-448. _ To ensure that a copy of every order (or record in any other authorised
media) is kept and marked with the details of payments made for the works,
goods or services covered by that order. The i

Business-DevelepmentDirector of Finance & Resources will approve alternative
arrangements where computerised purchasing systems are in use.

444.449. To ensure that goods and 'services are checked on receipt to verify
that they are in accordance with the order. This check should, where possible,
be carried out by a different officer from the person who authorised the order
Appropriate entries should then be made in inventories or stores records.



| 445:450. To ensure that invoices are properly certified for payment (or the
operation of other authorised arrangements) and for submitting invoices to the
8 mertDirector of Finance &
Resources for payment The authorlsatlon of any payment should be carried out
by a different officer from the person who authorised the order.

| 446-451. To ensure that payment is not made unless a proper VAT invoice
(excluding purchase card transactions for payments under £5,000 to VAT
compliant suppliers who are exempt) has been received, checked, coded and

certified for payment, confirming:
¢ receipt of goods or services
o that the invoice has not previously been paid

» that expenditure has been properly incurred and is within budget
provision

» that prices and arithmetic are correct and accord with quotations,
tenders, contracts or catalogue prices

e correct accounting treatment of VAT

¢ that the invoice is correctly coded

e that discounts have been taken where available

« that appropriate entries will be made in accounting records.

| 447452, Payments should not normally be made if goods or services have not
been received by the Authority. However, if, in exceptional circumstances, it is
deemed necessary to make a payment in advance of goods and services being
supplied, to ensure that the agreement of the Cerperate-Directorof Resources&
Business—DevelepmentDirector of Finance & Resources has been obtained
before the order is placed. This excludes direct recipients of Sports

| Development and other grants where it is agreed by-the-relevant-Direstor-that
the grant should be made payable in advance. Such advance payment of grants
will be supported by a signed grant agreement which details clear beneficial
outputs for the Authority.

| 448.453. To ensure that two authorised members of staff are involved in the
ordering, receiving and payment process. A different officer from the person who
signed the order and a different officer from the person checking a written
invoice, should authorise the invoice.

| 449.454. To ensure that the department maintains and reviews periodically a:
list of officers approved to authorise invoices. Names of authorising officers
together with specimen signatures (particularly in relation to business credit

cards weekly returns and petty cash clalms) shall be forwarded to the Cerperate
mentDirector of Finance &

Resources.

| 450-455, To ensure that payments are never made on a photocopied or faxed
invoice, statement or other document other than the formal invoice. In
exceptional circumstances when a copy invoice needs to be certified for
payment, to clearly endorse the copy invoice with a statement that it is a copy
and that payment has not already been made.
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| 454-456. _ To encourage suppliers of goods and services to receive payment by
the most economical means for the Authority. However, payments made by

direct debit should have the prior approval of the Corperate—Direstor—of
Resources-&-Business-DevelepmentDirector of Finance & Resources.

| 452.457. To ensure that the department obtains best value from purchases by
taking appropriate steps to obtain competitive prices for goods and services of
the appropriate quality.

| 453.458. To comply with procurement procedures for placing orders, where
appropriate, out to competitive quotation or tender. These procedures must
comply with the Authority’s separate contract and procurement rules covering:

o General issues

-+ ‘Budget identification, specifications and evaluation
o Exceptions to the competitive process

e Directors’ Authority and delegation

o Thresholds for the relevant competitive processes, .including EC
thresholds

» Submission, receipt and opening of competitive bids, including late
bids

¢ Evaluation

¢ Post tender negotiation

¢ Acceptance of tenders, bids or quotations
¢ Contract records, signing and sealing

¢ Issues relating to contracts in operation

¢ Miscellaneous

454.459. With regard to contracts for construction and alterations to buildings

and for CIVII englneermg works to document and agree with the Gerperate

s F ~ mentDirector of Finance & Resources

the systems and procedures to be adopted in relation to financial aspects,

including certification of interim and final payments, checking, recording and

authorising payments, the system for monitoring and controlling capital schemes
and the procedures for validation of subcontractors’ tax status.

455460, Not to enter into agreements for the supply of telephone exchanges,
telephone equipment.—answering-machines, photocopiers, facsimile—machines.
mobile eell phones-——pagers etc. The Corporate-Director—of Resources &
Business—DevelepmentDirector of Finance & Resources is the only officer

authorised to do this.

456-461.  Not to enter into agreements for the supply of computer equment
and software. The

{ DevelopmentDirector of Finance & Resources is the only officer authorised to

this. Orders for such equipment should be placed in accordance with the:

procedures set by the IT usage policy.

| 457.462. To ensure that a budgetary control system is established that enables
commitments incurred, by-placing orders, to be shown against the appropriate
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budget allocation so that they can be taken into account in budget monitoring
reports.

458.463. _  To notify the GCorporate-—-Diractor of Reseurces—& Business
BevelopmentDirector of Finance & Resources of outstanding expenditure
relating to the previous financial year as soon as possible after 31st March in
line with the final accounts timetable.

459:464.  To ensure that loans, leasing or rental arrangements are not entered

into without prior agreement from the Gerperate—Directorof Resources—&
Business-DevelopmentDirector of Finance & Resources.

480:465.  To notify the GCerperate—Director—of -Resources—& Business
BevelopmentDirector of Finance & Resources immediately of any expenditure to

be incurred as a result of statute/court order where there is no budgetary
provision.

| 464-466. __ To ensure that all appropriate payment records are retained and
stored for the deflned perlod |n accordance with guidance issued by the
5 E HITTS: E meriDirector of Finance &

Resources

Payments to Employees and Members
Why ls This Important?

| 462:467. Staff costs are the largest item of expenditure for this Authority. It is
therefore important that payments are accurate, timely, made only where they
are due for services to the Authority and that payments accord with individuals’
conditions of employment and contract. It is also important that all payments are
accurately and completely recorded and accounted for and that Members’
allowances are authorised.

Key Controls
| 463-468. The key controls for payments to employees and Members are:

e proper authorisation procedures are in place and that there is
adherence to corporate timetables in relation to: starters, leavers,
variations and enhancements, and that payments are made on the
basis of timesheets or claims

« monthly frequent—reconciliation of payroll expenditure against
approved budgets

e all appropriate payroll documents are retained and stored for the
defined period, in accordance with guidance issued by the Corporate

Director-ef-Resourcee-&-Business DevelopmeniDirector of Finance &

Resources

¢ all expenditure, including VAT, is accurately recorded against the right
department and any exceptions are corrected

¢ that Inland Revenue regulations are complied with.

Responsibilities of the Corg :
DevelopmentDirector of Fmance & Resources

464-469. To arrange and control secure and reliable payment of salaries,
wages, compensation or other emoluments to existing and former employees, in
accordance with procedures prescribed, on the due date.
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485-470. To record and make arrangements for the accurate and timely
payment of tax, national insurance, superannuation and other deductions.

4868-471. To make arrangements for payment of all travel, subsistence and
expense claims only in accordance with the Authority’s approved policies and
procedures. All claims can only be paid if they are signed off by the employee’s
designated line manager. Where a business credit card is used this must also
have the designated line manager's written authorisation in advance of the
commitment and in accordance with the Authority’s approved policies and
procedures. All relevant documentation must be up-to-date and current to the
period of the claim, for example, car insurance for business purposes.

467472. __ To make arrangements for paying Members’ allowances.

488:473. To provide advice and encouragement to secure payment of salaries
and wages by the most economical means.

Responsibilities of Directors

480-474. To ensure appointments are made in accordance with the regulations
of the Authority and approved establishments, grades and scale of pay and that
adequate budget provision is available.

470:-475. To notify the appropriate Human Resources officer of all
appointments, terminations or variations which may affect the pay or pension of
an employee or former employee, in the form and to the timescale required by
the DOFa Director—of- Resources—& A D
Finance & Resources.

474476, . To ensure that adequate and effective systems and procedures are
operated, so that:

¢ payments are only authorised to bona fide employees
e payments are only made where there is a valid entitement
¢ conditions and contracts of employment are correctly applied

» employees’ details listed on the payroll are checked at regular
intervals to verify accuracy and completeness

472477 To ensure that the department maintains and reviews periodically a
list of officers approved to authorise payments, together with specimen
signatures, and to ensure that only authorised officers authorise payments.

473-478. __To ensure that payroll transactions are processed only through the
payroll system. Directors should give careful consideration to the employment
status of individuals retained on a self-employed consultant or subcontract basis.
The Inland Revenue applies a tight definition for employee status, and in cases

of doubt, advice should be sought from the Gerperate Direstor of Rescurcos-&
Business-DevelepmentDirector of Finance & Resources,

474479, To cerify travel and subsistence claims and other allowances.
Certification is taken to mean that journeys were authorised and expenses
properly and necessarily incurred, and that allowances are properly payable by
the Authority, ensuring that cost-effective use of travel arrangements is
achieved. Due consideration should be given to tax implications and that the
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ector of Finance &

Resources is mformed where approprlate

475480. To ensure that the CorporateDirector—of Reseurces—& Businees
DevelepmentDirector of Finance & Resources is notified of the details of any

employee benefits in kind, to enable full and complete reporting within the
income tax self-assessment system.

476:481. _ _To ensure that all appropriate payroll documents are retained and
stored for the deflned period |n accordance with gu1dance issued by the

Resou rces.
Taxation
Why Is This important?

A77-482. Like all organisations, the Authority is responsible for ensuring its tax
affairs are in order. Tax issues are often very complex and the penalties for
incorrectly accounting for tax are severe. It is therefore very important for all
officers to be aware of their role.

Key Controls
478.483. The key controls for taxation are:

¢ budget managers are provided with relevant information and kept up
to date on tax issues

o budget managers are instructed on required record keeping

= all taxable transactions are identified, properly carried out and
accounted for within stipulated timescales

e records are maintained in accordance with instructions

e returns are made to the appropriate authorities within the stipulated
timescale.

Responsibilities of the Corp ) e
DevelopmentDirector of Fmance & Resources

479484,  To complete all HM Revenue & Customs returns regarding Pay As
You Earn (PAYE). .

480-485. _To complete a quarterly return of VAT inputs and outputs to HM
Revenue & Customs.

481-486. To provide details to the Inland Revenue of deductions made under
the Construction Industry Tax Deduction Scheme.

482.487. To maintain up-to-date guidance for Authority employees on taxation
issues in the tax manual.

483.488. To maintain an up-to-date register of VAT de minimis payments in
accordance with the VAT Act 1994.

Responsibilities of Directors

484-489, To ensure that the correct VAT liability is attached to all income due
and that all claims for VAT recoverable on purchases complies with Customs
and Excise regulations and all output tax is properly identified and recorded.
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| 485.490. To ensure that, where construction and maintenance works are
undertaken, the contractor fulfils the necessary construction industry tax
deduction requirements.

| 486:491. _To ensure that the Authority is not put at risk in any funding
arrangements by identifying the correct VAT treatment in accordance with the
VAT Act 1994.

| 487.492.  To ensure that all persons employed by the Authority are added to the
Authority’s payroll and that tax is deducted from any payments, except where
the individuals are bona fide self-employed or are employed by a recognised
staff agency.

488:.493.  To follow the guidance on taxation issued by the Corperate Direstor-of
Reseurces-&-Business-BevelepmentDirector of Finance & Resources in the tax

guidance manual.

Financial Regulation E - External Arrangements
s Partnerships

¢ External Funding
Partnerships
Why Is This Important?

| 489.494. Partnerships are—likely—te—play a key role in delivering regional
strategies and in helping to promote and improve the well-being of the area.
Public authorities are working in partnership with others —~ public agencies,
private companies, community groups and voluntary organisations. Public
authorities still deliver some services, but their distinctive leadership role is to
bring together the contributions of the various stakeholders. They therefore need
to deliver a shared vision of services based on user wishes.

| 480.495. The Lee Valley Regional Park Authority will mobilise investment, bid
for funds, champion the needs of the Park and the levied authorities and
harness these energies with other organisations. We will be measured by what
we achieve in partnership with others.

General

401-496. The main reasons for entering into a partnership are:
e the desire to find new ways to share risk
¢ the ability to access new resources
+ to provide new and better ways of delivering services
o to forge new relationships.

402-497. A partner is defined as either:

s—an organisation (private, public or voluntary) undertaking, part funding or
participating as a beneficiary in a project or

o EpabReHs
» abody whose nature or status gives it a right or obligation to support the
project.
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484-498. _ _Partners participate in projects by:

495:499.

acting as a project deliverer or sponsor, solely or in conjunction with
others

acting as a project funder or part funder
being the beneficiary group of the activity undertaken in a project.
Partners have common responsibilities.

to be willing to take on a role in the broader programme appropriate to
the skills and resources of the partner organisation

to act in good faith at all times and in the best interests of the
partnership’s aims and objectives

to be open about any conflict of interests that might arise

to encourage joint working and promote the sharing of information,
resources and skills between public, private and community sectors

to hold confidentially any information received as a result of partnership
activities or duties that is of a confidential or commercially sensitive
nature

to act wherever possible as ambassadors for the project.

Key Controls

496-500.

The key controls for the Authority’s partners are:

if appropriate, to be aware of their responsibilities under the Authority’s
financial regulations and the contract and procurement rules

to ensure that risk management processes are in place to identify and
assess all known risks

to ensure that project appraisal processes are in place to assess the
viability of the project in terms of resources, staffing and expertise

to agree and accept formally the roles and responsibilities of each of the
partners involved in the project before the project commences

to communicate regularly with other partners throughout the project so
that problems can be identified and shared to achieve their successful
resolution.

Responsibilities of the Corporate Director of Reseurces-8&-Business
DevelopmentDirector of Finance & Resources

497.501. To advise on effective controls that will ensure resources are not
squandered.
| 468.502.  To advise, as appropriate, on the key elements of funding a project,
including:

a scheme appraisal for financial viability in both the current and future
years

risk appraisal and management
resourcing, including taxation issues

audit, security and control requirements
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¢ carry-forward arrangements.
488.503. __ To ensure that the accounting arrangements are satisfactory.
Responsibilities of Directors

600:504.  To consult with the GerperateDirector—ofRescurces—& Business

BevelopmentDirector of Finance & Resources as necessary, on a scheme's
appraisal for financial viability in both the current and future years.

604-505. To ensure that, before entering into agreements with external bodies,

a risk management appraisal has been prepared for the QereFaite—Dwester—ef
Resourcec-&-Busiress-DevelopmentDirector of Finance & Resources.

602.506.  To provide the
BevelepmentDirector of Finance & Resources with all necessary information.

8063-007. ___ To maintain a register of all contracts entered into with external bodies

in accordance with procedures specified by the Cerporate Director-of Resourses
&-Business-DevelepmentDirector of Finance & Resources.

504-508. To ensure that such agreements and arrangements do not impact
adversely upon the services provided by the Authority.

505.509. To ensure that all agreements and arrangements are properly
documented.

506-510. To prowde appropriate information to the Corperate-Director—of
Director of Finance & Resources to enable

a note to be entered into the Authority’s statement of accounts concerning
material items.

External Funding
Why Is This Important?

504511, External funding is potentially a very important source of income, but
funding conditions need to be carefully considered to ensure that they are
compatible with the aims and objectives of this Authonty Funds from external
agencies such—= ienalLoltery—3 Re—single—regene or—ludge
provide additional resources to enable the Authonty to dehver services to the
region. However, in some instances, although the scope for external funding has
increased, such funding is linked to tight specifications and conditions and may
not be flexible enough to link to the Authority’s overall plan.

Key Controls
508-512. The key controls for external funding are:

¢ to ensure that key conditions of funding and any statutory requirements
are complied with and that the responsibilities of the accountable body
are clearly understood

* to ensure that funds are acquired only to meet the priorities approved in
the policy framework by the fuil Authority

* to ensure that any match-funding requirements are given due
consideration prior to entering into long-term agreements and that future
revenue budgets reflect these requirements.
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Responsibilities of the C OFa i :
DevelopmentDirector of Finance & Resources

£08.513. To ensure that all funding notified by external bodies is received and
properly recorded in the Authority’s accounts.

810:514. _ _ To ensure that the maich-funding requirements are considered prior to
entering into the agreements and that future revenue budgets reflect these
requirements.

514515, To ensure that audit requirements are met.

542.516. _The officer Where-he-or-she-is-specifically-responsible for submitting

grant claims,must te-ensure that all claims for funds are made by the due date.

Responsibilities of Directors

813.517. To maintain adequate supporting documentation to enable claims for
funding to be maximised.

544-518. To ensure that all claims for funds are made by the due date.

515.519. To ensure that the project progresses in accordance with the agreed
project plan and that all expenditure is properly incurred and recorded.

516:520. To inform the Gorperate—Director—of Resecurces—8& Business
BevelepmentDirector of Finance & Resources of any possible match funding

requirements of future agreements.

Section 4 - Financial Regulations — Detailed Guidance Notes
Disposal and Write-Off Procedures for Moveable Assets

545521, This guidance note is issued in accordance with the requirements of
the Park Authority’s Financial Regulations, and is intended to provide guidance
to all staff involved in the disposal and/or write off of Authority assets (other than
land and properties).

£18.522. Procedures covering the collection, disposal and redeployment of
desktop computer equipment within the Authority and consequently all such
equipment which is no longer suitable for use within a section/department will
become subject to the IT usage policy for the recycling or disposal of IT
equipment.

549-523. It is a requirement of Financial Regulations that where surplus plant,
vehicles, furniture, equipment and stock items (owned by the Authority and not
leased) are to be disposed of, they shouid be sold by competitive tender or
public auction unless the interests of the Authority would be better served by
disposal in some other way. Before any disposal takes place, checks must be
carried out to ensure that the assets are owned by the Authority and are not
subject to a leasing arrangement. Leased assets can only be disposed of in
accordance with the terms of the lease.

520.524. The practical effect of this regulation is that, apart from IT equipment,
disposals are generally at the discretion of Directors. Vehicles and plant with a
significant residual value (equal to or greater than £5,000) should be disposed of
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at auctions or by tender, but furniture and equipment and other miscellaneous
items with low residual values may be disposed of by a variety of means. The
process of disposal should be transparent, fair and should achieve the best
price.

521-525. Where assets or stock are to be disposed of either because they are
considered to be surplus to requirements or damaged or obsolete, the approval
of the Director must be sought. The submission to the Directors, which must be
authorised by a line manager, should outline the reasons for the disposal and
authorisation in writing must be obtained from the Directors before disposal
takes place. An independent examination of the items or stock should be carried
out by the line manager- before any request for disposal is submitted. This
procedure is also applicable in circumstances where it is considered that the
items or stock to be disposed of have no value and are to be scrapped.

822:526. __ Approval of the method of disposal must be obtained from the relevant
Director. The Director’s approval together with the record of the disposal (cross
referenced to the banking of income received) must be retained for audit
purposes. The proposed method of disposal needs to be one which is
considered to net the largest income - having due regard to the value and costs
associated with disposal (including administrative time involved). In certain
circumstances where assets have minimal value it may be considered more cost
effective to simply scrap the items.

523:527. _ Disposal must not be made to employees of the Authority unless
agreed by the } i
BevelepmentDirector of Finance & Resources. This arrangement is in place to
safeguard against any potential abuse, and to act as a protection against
potential allegations of impropriety.

624-528. Directors are responsible for ensuring that accurate inventories of
items of furniture, equipment, vehicles and plant, under their control, are kept at
all times, and that physical checks are carried out at least once per year to verify
the existence of these assets. Any deficiency revealed by physical check must
be reported to the relevant Director with a request for permission to write off the
missing asset if appropriate. A similar request should also be made in cases
where items are found to have been stolen.

625-529. Any. deficiencies or surpluses of stock will normally be found when
stock checks are carried out. These deficiencies may be written off by Directors
provided the adjustments are properly certified by authorised officers with the
reasons for the write off shown in the stock records. However, any discrepancies
should be thoroughly investigated and verified before a request for write off is
submitted.

5£26-530. Any loss due to theft should be reported to the CorperateDirectorof

Reseurces—&Business—DevelopmentDirector of Finance & Resources and, if

appropriate, this may be forwarded on to the police following internal
investigation, whether it relates to physical assets or stock. A report outlining the
circumstances should be submitted with the request for write off.

827531. _ When the need to write-off any asset or stock arises, officers
responsible for keeping the relevant inventory or stock records should submit a
written request to their Director asking for permission to write-off the items. The
request should give a detailed description of the item(s), quoting any serial
numbers or reference numbers where appropriate. The authorising officer
should reserve the right to examine the items to be written off and should do so
from time to time.
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| 528-532. In the event of stolen items or stock being written off and subsequently
recovered, they should be written back on to the relevant inventory or stock
records.

| 522.533.  Details of any write offs must be recorded in the appropriate
inventories or stock records, and copies of authorisations from Directors
together with any other relevant documentation must be retained for audit
pUrposes.

Guidance for the Disposal of IT Equipment
Introduction

| 530.534  The process detailed below covers the collection and disposal of
Desktop Computer Equipment within Lee Valley Regional Park Authority. (apart
from that equipment covered by special contractual arrangements).

| 534-535. Lee Valley Regional Park Authority has invested heavily in an IT
infrastructure providing computer users with access to on-line systems used to
provide a vast array of services.

| 532:536. _ This equipment is upgraded and replaced in accordance with a rolling
programme as performance or technological changes dictate.

| 533.537. _ Older equipment may often not be suitable for redeployment as a
result of outdated technology, fault or failure and it may be costly to repair. In the
majority of cases this is the likelihood. Such equipment must be disposed of in
an environmentally friendly manner and in accordance with the latest European
regulations relating to the disposal of computer equipment. Before any
equipment or media is disposed of, the Authority has to ensure that all data has
been completely removed to comply with the Authority’s policy on Information
Technology usage and the Data Protection Act.

534.538. All equipment which is no longer suitable for use within a Department
will become subject to the an-Authority procedure peliey-for the Recycling or
Disposal of IT Equipment.

Procedures for Disposing of Surplus IT Equipment

| 535.539. _Managers responsible for equipment which becomes surplus to
requirements should advise the IT manager who will ensure:

e All data is removed from surplus PC’s
e Where necessary that any old fleppy-disc's or storage media tape
cariridges-are destroyed

e Update the relevant inventory records to reflect the movement of
equipment.

| 636-540. Where equipment can be re-deployed elsewhere within the disposing
section’s Department, arrangements and suitability must be agreed by the IT
manager and transfer of the equipment will be carried out by IT personnei only.

| 537.541. Equipment that cannot be redeployed within the disposing section’s
Department automatically becomes subject to Authority Policy for the Recycling
and Disposal of IT Equipment.
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| 53854z, Collections by-the contractor will-be scheduled from Myddelton House
on a quarterly basis, but this may vary depending on the volume of equipment.

Contract and Procurement Rules
+ (General

» Budget Identification, Specification & Evaluation
= Exceptions to the Competitive Process
» Thresholds for the Relevant Competitive Process, Including EU Thresholds
# Procurement Options
» Submission, Receipt, Opening of Competitive Bids, Including Late Bids
» Evaluation
s Acceptance of Tenders, Bids or Quotations
» Contract Records, Signhing & Sealing
o Issues Relating to Contracts in Operation
= Officers Code of Conduct
» Interest of employees in contracts
* Hospitality & Gifts
General
539:543. __ In all vases where Financial Regulations -are not to -be followed with

regard to tendering, relevant Member-approval must be obtained in advance to
waive Financial Regulations.

540.544. For the purposes of these rules a contract is an agreement for:

» the carrying out of work

» the purchase lease or hire of goods

® concession

s or the supplying of a service to the Authority.

I 644-545. Unless specified otherwise the term. Director, where it appears in
these rules, applies to the Directors with budget holding and service
responsibility and any person -authorised from time to time by the Directors to
discharge their responsibilities under these rules.

| 842.546. Directors must ensure that officers are aware of the provisions Code
of Conduct for Local Government Employees including that:-

e Employees have a responsibility to declare any links or personai
interests that they may have with purchaser, suppliers and/or
contractors, if they are engaged in contractual or purchasing decisions
on behalf of the Authority.

¢ Employees shall not invite bids from any individual or organisation
with whom they have a family, personal or financial relationship.



o Employees must not seek or receive any gift or personal inducement
in connection with the procurement of works, goods or services.

543547,  All Directors must maintain a record of pecuniary and non pecuniary
interests that will ensure compliance with the Code of Conduct for Employees
and the Local Government Act 1972 (Section 117). It is incumbent on individuals
to ensure that all interests are appropriately declared and are kept up to date. If
an officer's work involves contact with any individual or organisation with whom
they have a family, personal or financial relationship that officer must notify their
Directors in writing.

544.548.  Information supplied to the GCerperateDirector—of Resources—&
Business-DevelopmentDirector of Finance & Resources by potential contractors
must be treated as confidential and must not be divulged to a third party unless

required by UK legislation.

546-549. _Competitive procurement does not apply when it is determined
whether in a Best Value Review or otherwise that the works or services shall be
delivered in house. However, written explanations should be produced if in-
house provision is excluded from the competitive process rules.

548:550. - The procurement procedures set out in these rules do not apply to:-

* Private Finance Initiatives in which case the Director should seek legal

advice and that of the Corporate Dirostor of Resources—&Business
DevelepmentDirector of Finance & Resources as to the appropriate

procedures to follow.

547.551. A proposed contract must not be divided to avoid the competitive
procurement requirements of these rules.
648-552. Contracts that are to be funded from main stream capital or regarded

as capital by the Corperate—Director—of—Reseources—~&—Business
DevelopmentDirector of Finance & Resources in accordance with any guidance

issued must be submitted to the Gorperate Director-of Resourees & Business

DevelopmentDirector of Finance & Resources for comment as soon as a
proposal is known by the Director.

549.553 A contract can only be extended where the original contract provided
for an extension. Contracts which allow an extension whose value was originally
below the EU threshold can only be extended where the extended value does

not exceed the relevant EU Threshold. Whenever—lt—rs—mtended—te—let—a—een#ast

550-554 Where the Authority purchases goods, works and services by
reference to its published Terms & Conditions of contracts, these may only be
superseded by an industry standard/model form of agreement (i.e. Joint
Contracts Tribunal, New Engineering Contract) or where a separate specific
Contract Document has been agreed by the AssistantDirectorof Legal-&

Preperty-SenvicesDirector of kegal-and-Corporate Services.. These published
Terms & Conditions may only be varied with the written agreement of the

Director of Finance and Resources. No Terms & Conditions put forward at any
time by a supplier or contractor will form part of a contract unless these are of a
specialist nature and agreed jointly by the Director of Finance & Resources and
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the Assistant-Director—of—togal& Property ServicesDirector of Leagal -and

Corporate Services..

664:5565. _ __Directors must ensure that all contracts contain specific contract
conditions, these being:-

» conditions relating to Bribery and Corruption
e anti-collusion certificate
e the right of termination in the event of a breach of contract.

862:556. _ _In addition, contract conditions for liquidated and ascertained
damages should be included wherever appropriate.

663-557. _Wherever liquidated and ascertained damages could be invoked then
they must_ be pusued and recovered (-unless there is written approval from the
kroesie g e AtDirector of Finance &

Resources and Chief Executive to waive the right to recover such damages).
This would be reported as part of the annual Financial Regulation waiver report

to Authority.

684-558. Where any contract is to be supervised or managed on the Authority's
behalf by a consultant or other third-party specialist (termed 'managing agents’
in these rules), the contract documents must state that the managing agents
must submit any documents, plans or vouchers that Authority officers require in
order to verify payments.

5E556-559. The ate g : Business
DevelopmentDirector of Finance & Resources is the only officer authorised to
enter into agreements for the supply of ICT Equipment (save in respect of
purchases of items with a value of less than £100 which shall not be used
in connection with the Authority’s network and other infrastructure) Orders
for such equipment should be placed in accordance with the procedures set by
the IT usage policy. This applies to all ICT Equipment supplied to the Authority
including:

» Computer equipment and software

* Telephone exchanges

* Telephone equipment

e Answering machines

e Photocopiers/Multifunctional devices
* Facsimile machines

¢ Mobile phones

e Pagers efc.

Budget Identification, Specification, and Evaluation

£656-560. Before any order for works, services or supplies is placed a Director
must determine the expected value of any such purchase in order to ensure that
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the correct procurement process is chosen and in order to identify that thethere
is a full funding source_for the full value of the contract.

6567-561. In circumstances where it is considered necessary, (i.e. for
procurement values exceeding £250,000) a technical specification will need to
be prepared determined-to establish what is required, and-to what standard_and
to _define —espeeqa#ly—m—respeet—ef—deﬂnmg—the required characteristics of
materials, goods or services, in a manner that fulfils the use for which it is
intended.

| 658.562. _ Specifications must be written in a manner to ensure genuine
competition is secured and that competitive bids can be submitted and
evaluated on a fair and equitable basis. Specifications should, wherever possible
be based around what the works, services or supplies are expected to achieve.
An outline business case to justify the purchase, including expected costs,
budget provision and associated risks must be produced.

Specifications must include the following:-
¢ Performance and functional requirements
e Sustainability
o Equal access to organisations with no unjustified obstacles to

competition
e Accessibility criteria for disabled persons or include suitability for
all users
550-563. All invitations to compete must state the method of evaluation, which

must be either on the basis of lowest price or the most-eceonomically
advantageousBest Price  Quality Ratio. If the most—economically
advantagecusBest Price Quality Ratio route is chosen the evaluation must
include pricefvalue for money and this must account for a minimum of 50% of
any scoring/weighting and officers must ensure that the invitation to'compete
outlines the items that will be taken into account when evaluation is undertaken,
such matters to be taken into account must include, but are not limited to:-

+» Compliance with the specification
e Price/Value for money

* Economic and Financial capacity,
» Technical or Professional capacity,

£60.564. The following non commercial matters shall not be considered in
relation to the selection, evaluation and award of a tender bid or quotation:

= Whether the terms on which the contractor contracts with its sub
contractors constitutes, in the case of contracts with individuals,
contracts for the provision by them of their services as self-employed
persons

= Any involvement of the business activities or interests of a contractor
with an irrelevant field of Government policy

¢ The country or territory of origin of the supplies

¢ The location in any country or territory of the business interests or
activities or interests of the contractor
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* Any political, industrial or sectarian affiliations or interests of
contractors or their directors, partners or employees

e Financial support or lack of financial support by contractors for any
institution to or from which the Authority gives or withholds support

Exceptions to the Competitive Process

£61-565. Subject to the following paragraph exceptions to the competitive
procedures apply in the following circumstances:-

* Where it is determined whether in a Best Value Review or otherwise
that the works or services in question shall be delivered in house. In
such case no contract is being entered into and these rules do not

apply

¢ goods are to be bought at an auction and the Coerperate Directorof
Resources-&-Business-DevelopmentDirector of Finance & Resources

has agreed, in writing, that the Authority's interests will be best served
by purchase through auction and has agreed an upper limit for bids

e the reason for the goods, services or works is of extreme urgency
brought about by events unforeseeable by the Authority, but the
circumstances invoked to justify the extreme urgency must not be
attributable to the Authority.

e prices are controlled by Government order

* Goods or services are received from another Public Authority under
the terms of a contract already subjected to a competitive process
which complies with Public Procurement Regulation 26062015

¢ Where a Local Authority, public body or consortium of public bodies
has secured beneficial arrangements for the purchase of goods or
services through its own tendering system which complies with Public
Contract Prosurement-Regulations 2006-2015 then the use of such
contracts will be deemed to satisfy the procurement rules of the
Authority.

* Where pursuing the competitive process would result in an
infringement of other laws, for example, copyright laws.

862-Where the estimated value of the contract is less than the EU Threshold

£80;000 'a Director in agreement with the Gerperate Director of Resources &

Business-DevelopmentDirector of Finance & Resources may determine whether
an exception of the rules apply within the scope of the Public Contract

Proeurement-Regulations 201506 . i

i ien—Where it is determined an exception applie
the decision and the reasons for the decision must be recorded in writing and
reported to full Authority as part of the annual report to Members regarding the
waiving of Financial Regulations. -

863.566. Where the expected value of a contract requires compliance with the
Public Contract Regulations 2006-2015 or European Union Directives on
Procurement procedures or_the European Union Directives on concession
contracts then an exemption cannot be granted.
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Thresholds for the Relevant Competitive Process, Including EU Threshoids
| 864.567. Procurement procedures can differ according to the nature and value
of the proposed contract, and are set by European law, United Kingdom law and
the Authority's own rules.

| 566-568. _ The appropriate procurement procedure should be determined by
reference to the estimated value of the contract. Contracts must not be artificially
divided either by value or across financial years in order to avoid the effect of the
rules..

566-569. The value payable under a contract will be calculated based on:-

¢ The sum expected to be payable under the contract if the term of the
contract is fixed for 12 months or less;

* The sum expected to be payable under the contract if the term is fixed
for more than 12 months; or

o Where the contract is for a term longer than 48 months or if the term is
indefinite or uncertain the value will be the amount expected to be
payable in respect of each month of the period multiplied by 48,

Where the procurement requirement is a single requirement for goods or
services or for carrying out of a work or works and a number of contracts have
been entered into or are to be entered into to fulfil that requirement, the
estimated value for the purpose of calculating the threshold of the procurement
is the aggregate of the value which the Authority expects to be payable under
each of those contracts.

Where the requirement is over a period for goods or services and for that
purpose enters into a series of contracts or a contract which under its terms is
renewable the estimated value shall be calculated by aggregating the value of
the consideration payable under the contracts which:-

i. have similar characteristics; and
ii. are for the same type of goods or services

during the last financial year or the period of 12 months, and by adjusting the
amount to take account of any expected changes in quantity and cost of goods
to be purchased or hired or services to be provided in the period or the relevant
time.

Estimated Value up to £1,000
| 587.570. Goods and Services up to £1,000 can be commissioned on the basis
of one formal quote, subject to that good/service being of a one-off nature and in
the opinion of the officer concerned represents good value for money and
delivery capability before the order is placed. Orders should be placed in
accordance with the normal procedures outlined in these Financial Regulations
including the aggregation rules outlined in FR 566

Estimated Value between £1,000 and £105,000

668-571. Providing the procedures outlined throughout these rules have been
followed then at least two competitive quotes must be obtained and documented

7
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by the Director givinger consideration to value for money and delivery capability
before an order is placed. Orders should be placed in accordance with the
normal procedures outlined in these Financial Regulations including the
aggregation rules outlined in FR 566.

Estimated Value between £510,000 and £2025,000

589,572, Providing the procedures outlined throughout these rules have been
followed then at least three competiive quotes must be obtained and
documented by the Director given consideration to value for money and delivery
capability before an order is placed. Orders should be placed in accordance
with the normal procedures outlined in these Financial Regulations including the
aggregation rules outlined in FR 566

Estimated Value between £25,000 and the E.U. Thresholds£20,000-£50.000

§70-These contracts must be let by following the competitive procurement
procedures as defined in the Public Contract Regulations 2015. These-contracts

v P OHotG - SHEE = 2

573. Advertisements must comply with the Public Contract Requlations 2015 and as
a_minimum be published oin_the Authority website using the appropriate
standard template and the Contract Finder poretal as definved in PCR2015.

574.Contract award notices must be placed oin the Contract Finder portal as

reguired by Public Contract regulations 2015.
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«— Campetitive Dialogue Procedure

«— Framewerk-Agresmenis

+ DynamieRurchasing-Sysiemeand-Electronicausions
o—Gemtral-Parakeslisg Hadias

o—Eaigatliszt

Framework Agreements

578.575. Directors may compile a framework agreement list of contractors able
to supply goods, services or works which fall within their department's
responsibilities or utilise a-Central-Purchacing-Body-a framework agreement_as
defined by the Public Contract Regulations 2015 including Central Purchasing
Bodiey's.-

4
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6579-576. Where a framework agreement list of contractors exists for the
required works, supplies and services, then any such list must be used to invite
tenders for the goods, works or services identified in the job specification.

880:577. A framework agreement list of contractors will contain the names of all
companies and individuals who have been appointed from a selection process
based on a general specification for the appropriate goods, works or services to
the Authority

578. Advertisements to appoint contractors to_a2 Framework Agreement must be

published in line with the Public Contract Regulations 2015.

582.579. Where the procument process and contract expressly stated that a
continuing financial viability of the supplier is a requirement then Fthe Corperate
DPirestor-of Resources-& Business-DevelopmentDirector of Finance & Resources
will conduct _a financial appraisal i
satisfastion-ensuring abewt the continued financial viability of individuals and
companies in a framework agreement list of contractors.

Dynamic Purchasing Systems and Electronic auctions

684-580. Goods, works or services that are to be procured using the Dynamic
Purchasing System or Electronic auctions must be submitted to the Cerporate
Director-of- Reseurces-&-Buciness DevelopmentDirector of Finance & Resources

for comment as soon as a proposal is known. These methods should only be
used if there is no central framework agreement or Central purchasing body in
operation for the goods and services required.

585.581. Contracts to be procured by Dynamic Purchasing System or
Electronic Auctions must follow the Public Procurement Regulation 201506 or
EU directives for Procurement.

Central Purchasing Bodies

586.582. Goods, works or services that are to be procured using a Central
Purchasing Body must be submitted to the i
Business-BevelopmentDirector of Finance & Resources for comment as soon as
a proposal is known by the Director. These methods shouid be used if there is
no central framework agreement in operation for the goods and services
required or when other procurement methods, would not produce advantages to
the Authority.

5
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587:583. Contracts to be procured from a Central Purchasing Body must have
been set up in line-with Public Contract Precurement-Regulations 2008-2015 or
EU Directives for Procurement_and the Procurement section must test due
dilioence has been carried out..




Appendix A to Paper A/4206/15

m&%%rmmwmmmmemm
efcontrastors-

58F- Where—Directors—have--concern—abeut-the--ablility- ofappeinted contrastors—to
previde-goods, —aemses—er—weﬁes to-the-Authoritys—requirements—thoy shall be
; —Appeals-against suspensior-can-be-made fo-the

Contracts with an Expected Value above European Union (EU) Thresholds

£98-Contracts with an expected value above the EU thresholds must be procured in
accordance with the Public Contract Regulations 20062015, Public Services
Social Value) Act 2012, EU Directive on Concession Contracts and any
subseguent amendment regulations and all relevant EU Directives that cover

worksI SUQQheS, services and concessrons and—any—subsequent—amendment

=D

584.The Publrc Services (Social Value) Act applies to the pre-procurement stage of
above threshold contracts for services and requires that officers consider how

what is to be procured may improve social, environmental and economic
wellbeing of the park and also consider the need to consuit.

Submission, Receipt, Opening of Competitive Bids, Including Late Bids




kave-boepopaned chall besensidoradAnyveuatatisnrejsstad-forlate dativens
sheuld-be -held—unepenedunti-an-order-hasbeen-plased—-Onco—-an—erder has
boss—plased—aryouslations—that—were—rebuneddats- should -be—opensd—and
returned—tothe-respectve— organisation{s—explatning—in—wsiting; dhat their
quetatten-was#squehtted—imm—eensteemtmn as-vasreceivad-afier the-closing

Ges—mﬂﬁn—&weﬂemg—days—ei—bemg—epeneé—au—quetutfens -will be—deliverad-to the
lead—eﬁﬁseper—any—ethem:ﬁﬁcet recponsibleforsvalnatingthe gusiations

Contracts with an Expected Value of above £2550,000

640-585. Every invitation to submit a tender, bid or quotation must state that the
tender, bid or quotation must be returned in a sealed envelope which is clearly
marked 'Tender' and which indicates the subject of the tender or where an e-
procurement method is used the submitted tender must be deposited in_an
electromc tender box wh1ch cannot be accessed until the defmed date of

deeumentatlen—No other |dent|fy|ng marks must be mcluded on the envelope
Envelopes and parcels marked in this way will be delivered to the Chief
Executive or an officer designated for that purpose and must be kept, unopened,
until they are due to be opened.

| 844-586. All tenders, bids or quotations over £2560,000 received by the
Authority must be held unopened until the date and time set in the invitation
when all the tenders received will be opened at the same time on or after the
closing date and time by at least two officers, independent of the Lead Officer
| and (where the contract value exceeds £75,000)an Authority Member. Only

those quotations received within the predetermined return time and date should
be opened.

843-587. Officers should not be involved. in opening, evaluating or awarding
tenders from any individual or organisation with whom they have a family,
personal or financial relationship.

| 814588, No tender received after the other tenders have been opened shall be
considered. Any tender rejected for late delivery shall be immediately returned
to the sender by the Director and no details within the tender shall be recorded
or disclosed.
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646-589. _The
BevelepmentDirector of Finance & Resources or other officer designated for the
purpose will keep a record of all tenders over £25508,000 received. The lead
officer, will retain all quotations, including the returned envelopes, for a period of
two years.

614590.  Within 2 working days of being opened, all tenders over £E025,000
will be delivered to the Director or any other officer responsible for evaluatlng the
tenders.

Evaluation

591.The Director responsible for issuing the invitation to tender will evaluate the
tenders received or may appoint another technically competent officer to do the

evaluation.The evaluation for a-willbe carried-outby: -

o _Contract with an Expected Value of above £25.000 to EU Threshold,
will be carried out by at least one person and checked and validated
by a member of the Procurement section

e Contracts with an Expected Value above the EU Threshold, will be
carried out by at least two persons and checked and validated by a
member of the Procurement section.

649:592. _ _ Officers may not be involved in evaluating tenders from any individual
or organisation with whom they have a family, personal or financial relationship.

621-593. The criteria for award of tenders and the method of evaluation must
accord with the evaluation choices, as outlined in FR559 to FR560 and may be
either the lowest price OR the mest-esonomicallyadvantagesusBest Price
Quality Ratio. This evaluation will be based on the responses received
compared to the criteria outlined in the tender document and linked to the
subject matter of the specification to determine the submission with the lowest

price or the most-ecenemically-advantageocusBest Price Quality Ratio tender.

622.594. The principles of scoring tenders for evaluation purposes will follow
the Chartered Institute of Public Finance and Accountancy (CIPFA) guidance of
evaluating tenders unless an alternative procedure is agreed by the Corporate
&metep—ef—Reseurees—aﬂd—Busmess—Develepmelerector of Finance &

Resources prior to the contract advertisement/notice

623.595. Following the evaluation and a decision on the successful submission,
all individuals/organisations who submitted an offer will be notified of the
decisionfoutcome in writing by the most rapid means of communication
practicable. The notice shall include:-

The criteria for the award of the contract;
The ranking of the |nd|v1duallorgan|sat|on in the evaluation against the
total submissions received:

* Where practicable the score obtained; and



¢ The name of the individual/organisation to be awarded the contract.

624-596. Tenders, bids or quotations should not be amended to correct errors
after they have been submrtted However when the Chief Executlve _and-

Resources and-the—etevant-D#eeter—agree that it is in the Authority's interests,
an amendment to a tender to correct a genuine error made in good faith can be
accepted.

597. A written record must be kept, by the Director, of the amendment and of the
agreement amongst-the-threorelevant-officersand of the agreement of the Chief
Executive -that this is in the Authority's interests.

626-598. Where a professional institute _or body has_developed standard

procedures for dealing with amendments to tenders, those procedures should be
followed.

Acceptance of Tenders, Bids or Quotations

827-Directors can accept any tender bid or quotation which is the lowest price or the

rost—economically—advantageousBest Price Quality Ratio submitted to the

Authorlty in accordance with the crlterla speC|F ed in the InVItatlon Setere

827-599. A written record of the evaluation should be prepared and retained by
the Director. The record should include the criteria for evaluation, the
weightings and weighted scores and the persons responsible for the evaluation
and the outcome of the process.

After notification as in FR 624 and where the contract value is above £7586,000
a mandatory standstill period will then come into effect of 10days (or 15 days if
the bidders are notified other than by electronic means) before the contract can
be awarded in line with EU Directives and UK legislation. This is in order to
allow unsuccessful bidders a reasonable amount of time to decide whether to
request a review of the decision.

6—28—600 The Chlef Executlve or Dlrectors must obtaln the—Gh+ef—Exeeut|ve—s

Emanee—&—ReseuFees—wntten approval before acceptlng a tender b|d or

quotation which is not the lowest submitted but which is the mest-ecenomically
advantageousBest Price Quality Ratio to the Authority. The officer Direstor-must
explain, in writing, to the Chief Executive/-and-Coerperate-Directorof-Resources
& Business-DevelopmeniDirector of Finance & Resources/Director of Corporate
Services (whichever is_applicable) the reasons which make a tender, bid or
quotation which is not the lowest submitted the mest—economically
advantagesudeBest Price Quality Ratio to the Authority.

629:601. A written record of the evaluation should be prepared and retained. by
the-Directer—The record should include the criteria for evaluation, the weightings
and weighted scores and the persons responsible for the evaluation and the
outcome of the process.Where a_ tender is deemed abnormaly low an
explanation of the price/cost proposed in the tender will be required before the
tender is accepted and written record retained of the explanation. The tender will
be rejected where it is established that the tender is_abnormally low because it
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does not comply with the requirements cof the specification and tep:der
requirements.

Contract Records, Signing and Sealing

630602, Whenever a contract is to be agreed in excess of £250,000 it shall be
in writing. Where the terms of the contract are materially different from the
Authority's Standard Terms and Conditions the documentation must be
submitted for legal advice for agreement before being signed on behalf of the
Authority.

631.603, _ All documentation forming contractual agreements must be authorised
as follows:

* Up to £50,000 - signed by duly authorised officer.
e £50,000 to £0.5m — signed by two duly authorised officers_(unless
the contract is required to be entered into under seal).

e >£0.5m —_entered under seal following approval ed in accordance
with Authority Standing Orders

632.604. The Authority’s common seal should be used where Members have
agreed the contract and a minute exists to that effect made.
633.605. The Chief Executive or A Director must not authorise work to start

until the contract has been completed and _signed. in exceptional
circumstances and where the work is urgent, a Director may authorise work to
start if the legal advice or (where applicable) the duly authorised signatories
confirms in writing that a contract is being prepared. In such a case the
authorisation must be in the form of an official order and must clearly and
specifically state all the relevant terms and conditions.

Issues Relating to Contracts in Operation

£34-606. Payment for materials off site should only be made in accordance with
the contract conditions. Directors must ensure that the contractor has proper
ownership of the materials before authorising payment.

607.If a contractor fails to comply with the conditions of a contract, the Director must
take reasonable measures to secure compliance. If these measures are
unsuccessful, the matter should be referred promptiy for legal advice and action
undertaken where necessary to protect the Authority's interests.

636-608.  Works shall not be undertaken outside the scope of accepted

contracts without the written consent of the Gerperate-Director-of-Resources—&
Business-DevelopmentDirector of Finance & Resources which must be obtained

before a Director authorises work.

637.609. If a contractor makes a claim on a matter which is not clearly within
the terms of a contract, the Director must not negotiate a settlement until the
claim has been referred to Iegal for advice about the Authorrtys Iegal liability,

and to the Gerp
Finance & Resources for advrce about the fi nanCIaI con3|deratlons
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638-610. Neither the Chief Executive or a MNe Director may enter into an
agreement to be financed by deferred payments unless the necessary legal
advice has glven wntten approval to the confractual arrangements and the

: mentDirector of Finance &
Resources has glven wntten approval to the flnanmal provisions.

839.611.  Except for contracts based on schedules of rates, all contracts must
clearly and specifically state quantities, and/or schedule of works, quality, price,
duration, delivery arrangements and all other relevant terms. The basis of any
variation from the stated terms must also be clearly specified.

Officers Code of Official Conduct

840-612. Pecuniary Interests, Hospitality, Gifts Etc.

641.613. The National Joint Council for Local Government Services National
Agreement on Pay and Conditions of Service for all employees in the public
services states that “employees will maintain conduct of the highest standard;
such that public confidence in their integrity is sustained.”

642.614. In particular, attention is drawn to the regulations regarding the
declaration of officers’ interests in Contracts and the rules regarding the
acceptance of gifts from outside bodies and organisations in accordance with
the Public Bodies Corrupt Practices Act 1889 and the Prevention of Corruption
Act 1906/1916.

643.615. In order to protect the good name of the AuthorityPark all empioyees
are required to adhere to the following code.-

Interest of Employees in Contracts

644.616. If an employee has a direct interest in a contract (e.g. as a company
director or shareholder in the organisation concerned) which has, or is proposed
to be, entered into by the Authority, they should immediately inform their
Director. They must also confirm their interest in writing to the Chief Executive.

645.617. Similarly, if a spouse/partner or close family are employees, owners,
directors or shareholders in an organisation entering into or proposing to enter
into a contract with the Authority an employee should immediately inform their
Director. They must also confirm their interest in writing to the Chief Executive.

646.618. Any personal friendships with contractors or their employees, which
might, in the public view be thought to influence an employee's judgement, must
be declared to the relevant Director and the Chief Executive in writing.

64+619. In all three of the above cases officers must make sure that they take
no part in the negotiations with that contractor or potential contractor and
distance themselves from the ordering, invoicing and supervision of the contract
if the organisation is successful.

848-620. No fee or reward of any kind may be accepted from a consultant or
contractor employed or proposing to be employed by the Authority.
640-621. With regard to the issue of “Interests of Employees in Contracts”, a

register has been established and held on the Chief Executive’s behalf by the
Committee & Member Services Manager. Existing declarations of interest
already lodged will have been entered in the register after discussion with the
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employee concerned. Any new declarations of interest (to include those of
spouse/partner or close family) will be entered when they are received in writing.

Hospitality and Gifts

650.622. Small, relatively cheap gifts from outside bodies and organisations,
such as calendars and diaries etc., marked with the donor's name are
acceptable.

661623. _ _All offers of gifts such as drink, food, clothing, watches and jewellery
are NOT ACCEPTABLE and should be declined.

652:624. _ Invitations from organisations having or likely to have contractual
relationships with the Authority to functions that bear no relationship to the job,
must NEVER be accepted, e.g. invitations and/or free tickets to- sporting,
entertainment or other culturaWimbleden-or-Covert-Garden.events.

£53.625. _Invitations from a single contractor to private meals, including and
invitations to a spouse/partner SHOULD NOT be accepted.

654.626. ALL OFFERS FROM CONTRACTORS, QUTSIDE BODIES AND
ORGANISATIONS IN CONNECTION WITH THE ABOVE SHOULD BE
IMMEDIATELY REPORTED TO AND RECORDED BY THE RELEVANT
DIRECTOR IN THE REGISTER KEPT BY THE COMMITTEE & MEMBER
SERVICES MANAGER ON BEHALF OF THE AUTHORITY

666:627. It is acceptable for officers to participate in a working lunch with a
contractor, or potential contractor, so long as the Authority would offer, as host,
to the contractor on Authority premises. It is important that the relevant Director
is consulted and keep informed. It should‘be noted that the declaring of
hospitality/gifts does NOT legitimise its acceptance. The register to record all
offers of gifts and hospitality made to officers (whether accepted or refused) is
held by the Committee & Member Services Manager.

£58.628, These guidelines are given not only to retain the good name of the
Authority but also for officers own personal protection. Failure to comply could
result in disciplinary action taken against the officer concerned.
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