Stanton Lacy Parish Council Statement of Internal Control
Scope of Responsibility
Stanton Lacy Parish Council (the Council) is a local authority funded by public money and is responsible for ensuring its business is conducted in accordance with the law and proper standards and that public money is safeguarded, properly accounted for, used economically, efficiently, and effectively.
In meeting this responsibility, the Council is responsible for ensuring that there is a sound system of internal control which facilitates the effective exercise of the Council’s functions and which includes arrangements for the management of risk.
The Purpose of the System of Internal Control.
The system of internal control is designed to ensure that risks are managed to a reasonable and acceptable level forming part of an ongoing process designed to identify and prioritise the risks to the authority’s policies, aims and objectives and to evaluate and manage those risks accordingly.
The Internal Control Environment 
The Council:
· appoints a Chairman to be responsible for the smooth running of meetings and for ensuring that all Council decisions are lawful with the clerk’s advice.
· reviews its obligations and objectives and approves budgets for the following year at its January meeting. This meeting also approves the level of precept for the following financial year.
· meets at least 6 times each year and monitors progress against its aims and objectives.
The Council Clerk to the Council/Responsible Financial Officer:
· is appointed by the Council to act as the Council’s advisor and administrator.
· is the Council’s Responsible Financial Officer and is responsible for administering the council’s finances.
· is responsible for the day-to-day compliance with laws and regulations that the Council is subject to and for managing risks.
· ensures that the council’s procedures, control system and policies are adhered to.
Payroll Controls:
· the clerk has a contract of employment with clear terms and conditions.
· Salary paid to agree with that approved by the Council.
· PAYE is being properly operated by the Council as an employer and submission are made to HMRC.
Payments:
· are reported to the Council for approval.
· regular payments are made by direct debit or standing order.
· are made by cheque and signed by any two authorised signatories (who also sign the relevant invoice and the counterfoil.) or by bank transfer authorised by any two signatories.
· made to the clerk must be authorised and signed by two signatories other than the clerk. 
Income:
· is banked in the Council’s name in a timely manner and reported to the Council.
Risk Assessments (Risk Management):
· are carried out in respect of actions, systems and controls are regularly reviewed and at least annually.
The Internal Audit:
· is carried out by an independent Internal Auditor who reports to the Council on the adequacy of its records, procedures, systems, internal controls, regulations, and risk management reviews.
Standing Orders:
· the Council has adopted the Model Standing Orders as recommended by N.A.L.C.
Financial Orders:
· the Council has adopted this document and reviews updates as necessary each year.
V.A.T.
· payments are identified, recorded and reclaimed.
Petty Cash:
· No petty cash will be held by the Council.
Asset Register:
· the Council maintains a register of all material assets owned or in its care. The Clerk will update as and when necessary and to be approved annually.
Insurance:
· The Council’s insurance provision is reviewed at least annually both in relation to its schedule of cover and its value for money. It must be reviewed upon the receipt of new assets or provision of new services.
Code of Conduct:
· Each member must sign Acceptance of the Code and complete a Register of Interest form. Members to consider every item on the agenda and ensure that any interest is declared at the beginning of the meeting or before the matter is discussed.
· an item ‘Declarations of Interest’ will be placed on every agenda.

Appendix 1
Audit Plan Calendar
	Item
	Month

	Council to Appoint internal auditor
	March

	Council to review financial systems and risk assessment.
	July/Sept

	Council to complete annual return
	April/May

	Internal Auditor to receive all accounts for the year end
	May

	Council to review any issues raised by auditor
	May-July

	Council to review that audit has been carried out in line with recommended practise (ethically and with integrity and objectivity)
	May-July

	Council to send annual return to external auditor
	May-June

	Electors able to exercise their rights
	June/July

	Council to review effectiveness of internal control
	January

	
Please note that due to the Covid-19 crisis some of these timescales may be extended
	



[bookmark: _Hlk61701259]Appendix 2
Payment & Financial Controls Summary
1. Regular payments to be made via direct debit or standing order.
2. Annual sign off of DD payments by resolution.
3. All other payments to be made by online payment in the first instance, however our financial regulations allow for alternative methods of payment should the need arise.
4. Verification of new supplier’s bank details to be obtained by the clerk.
5. The parish clerk holds authority to set up payments from Lloyd’s bank ready for authorisation by one other Cllr.
6. All cheques or bank letters to be signed by Clerk plus one Cllr.
7. Any signatory given online access agrees will not share password information.
8. Clerk to provide a bi-monthly schedule of payments to be made to support the online banking authorisation.
9. Clerk to email Cllr signatory once all payments are loaded and ready to be authorised.
10. Clerk to complete bank reconciliation to ensure that payments tally with bi-monthly schedule of agreed payments.
11. Clerk to send a remittance advice to the supplier.
12. Bi-monthly payment reports and budget reports to be provided to all Cllrs.
13. Additional sign off of bank reconciliation to be completed by a non-signatory Cllr periodically to prevent fraud.
14. Clerk to mark all invoices as paid once remittance has been sent.
15. Clerk to update financial spreadsheets once bank reconciliation has been finalised.



Appendix 3
Terms of Reference for Internal Auditor
The purpose of internal audit is to review and report to Stanton Lacy Parish Council on whether its systems of financial and other internal controls over its activities and operating procedures are effective. Internal audit is an independent, objective, assurance activity designed to improve the council’s operations.

Roles and Responsibilities
The Annual Return is required by the council.
The work undertaken will specifically relate to the Annual Internal Audit Report and aiding the Council to fulfil its obligations under section 1 of the Annual Return. In conducting this work, we will comply with the requirements of
· ‘Governance and Accountability for Local Councils- A Practitioners’ Guide (England)’
· The Accounts and Audit (England) Regulations 2015 (as amended)
· Such other guidance and best practise that may be prevailing from time to time.

Additional internal audit work in relation to the Council’s obligations under the regulations may also be undertaken by separate agreement.

Reporting
The auditor will prepare a summary report on areas of non-compliance where such non-compliances are limited in nature and result in an unqualified internal audit report.
Where it may be necessary the auditor will prepare a detailed report on these areas on non-compliance.
Where necessary the auditor will attend council meetings to discuss the audit report and findings and reserve the right to charge an additional fee should this service be required. This fee will be agreed in advance of any such meeting.

Independence and Correspondence
The Auditor will ensure that they maintain independence from the day-to-day activities of the council and will not provide any additional consultancy or advisory services to the council which may compromise the audit independence.


Access to information and Officers.
To facilitate completion of the audit work SLPC will ensure that all documents are provide in a timely manner subject to reasonable notice being given.  SLPC will ensure that access to documents and staff members is granted as appropriate and necessary.

Renumeration  
The fee for audit work will be in accordance with the prior agreed fee. The fee includes all travel and out of pocket expenses. If additional audit time is required or additional services are requested, the fee for these will be agreed in advance and invoiced accordingly.
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