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HOUGHTON REGIS TOWN COUNCIL
Peel Street, Houghton Regis, Bedfordshire 1.US5 SEY

Town Mayor: Cllr K Wattingham Tel: 01582 708540

Town Clerk: Clare Evans E-mail: info@houghtonregis.org.uk
2204 February 2019
To: Members of the Corporate Services Committee
Cllrs: D Abbott {Chairman), J Carroll, Ms J Hillyard, M Kennedy, AS Swain,
K Wattingham, T Welch
(Copies to other Councillors for information})
Notice of Meeting

You are hereby summoned to a Meeting of the Corporate Services Committee to be held at
the Council Offices, Peel Street on Monday 4™ March 2019 at 7.30pm.

=t THIS MEETING MAY BE
Mor RECORDED *

Clare Evans

Town Clerk

Agenda

1.  APOLOGIES & SUBSTITUTIONS

2.  QUESTIONS FROM THE PUBLIC
In accordance with approved Standing Orders 1(¢)-1(1) Members of the public may make
representations, ask questions and give evidence at a meeting which they are entitled {o
attend in respect of the business on the agenda.
The total period of time designated for public participation at a meeting shall not exceed
15 minutes and an individual member of the public shall not speak for more than 3
minutes unless directed by the chairman of the meeting.

3. DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS

Under the Localism Act 2011 (sections 26-37 and Schedule 4) and in accordance with
the Council’s Code of Conduct, Members are required to declare any interests which are
not currently entered in the member’s register of interests or if he/she has not notified the
Monitoring Officer of any such interest.

Members are invited to submit any requests for Dispensations for consideration.

*Phones and other equipment may be used to film, audio record, tweet or blog from this
meeting by an individual Council member or a member of the public. No part of the
meeling room is exempt from public filming unless the meeting resolves to go into
exempt session

The use of images or recordings arising from this is not under the Council's control.
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4.

MINUTES

Pages 8-13

a) To approve the Minutes of the mecting held on 26" November 2018.
b) Matters arising from the Minutes

Recommendation: To approve the Minutes of the meeting held on 26™ November
2018 and for these to be signed by the Chairman.

TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS
Pages 14-18
Personnel Sub-Committee: 15% October 2018.

Recommendation: To receive the Minutes of the Personnel Sub-Committee
meetings of 15™ October 2018.

BUDGET REVIEW
Pages 20-25

Members will find attached the income and expenditure report, highlighting significant
variances, for Corporate Services Committee to date.

Recommendations: 1. To note the report;

2. From 2019/20 to require that travel by Mayor and Deputy
Mayor in carrying out their civic duties be applied to the
fund for Mayoral Allowance in future years;

3. From 2019/20 to require that travel costs relating to
training be allocated to the training budget;

4, To vire from 190-4008 £1000 to 190-4021 to cover the
predicted shortfall;

5. To vire from 190-4008 £400 to 190-4023 to cover this
predicted shortfall.

BANK AND CASH RECONCILIATION STATEMENTS

Pages 26-42

Members are requested to receive the monthly bank and cash reconciliation statements
from November 2018 to January 2019.

Recommendations: 1. To approve the monthly Bank and Cash Reconciliation
statements from November 2018 to January 2019;
2. For these along with the original bank statements to be
signed by the Chair of Corporate Services Committee and
the Council’s RFO,
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8.

10.

11.

LIST OF CHEQUE PAYMENTS
Pages 44-74

Members will find a list of cheque payments for the period November 2018 to January
2019.

Recommendation: To note the information.
INVESTMENT REPORT
Pages 76-84

In accordance with Committee Functions, Financial Regulation 8 and Banking
Arrangements, Investment Strategy & Investment Arrangements.

The Cotporate Services Committee are to oversee and manage the financial obligations
of the Council, including:

To receive quarterly reports on investments containing a forecast of capital expenditure,
investment opportunities and a recommendation for further investment including where,

length and amount
Recommendation: To note the information.
RENEWAL OF BACS AND CHAPS PAYMENTS

Page 86

Members are advised that the approval of the use of Direct Debit, Standing Order, BACS
or CHAPS shall be renewed by resolution every year.

For information the Town Council no longer uses CHAPS as a payment method as the
Town Council no longer has a fax machine and NatWest CHAPS department will only
accept faxed instructions.

Members are being asked to consider and endorse the list of Direct Debits and Standing
Orders as attached.

Recommendations: 1) To approve the use of BACS method of payment.
2) To approve the use of Direct Debit and Standing Order
method of payment,
REVIEW OF VISION — CORPORATE SERVICES COMMITTEE
Page 88

Members will find attached an extract from the Houghton Regis: Our 2020 Vision as it
relates to this committee which updates Members on the status of the agreed Outcomes.

Recommendation:  To note the report.
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12,  REPORT ON MAYORAL ROBES

13.

14,

15.

Pages 90-94
Members will find attached a report and draft policy on the wearing of ceremonial robes.

Recommendation: To recommend to Town Council that the Ceremonial Robes
Policy be approved.

CO-OPTION POLICY
Pages 96-102
Members will find attached a report and draft policy on Co-option.

Recommendation: To recommend to Town Council that the Co-option Policy be
approved.

CAPABILITY POLICY

Pages 104-112

At the previous Corporate Services meeting held on the 26" November 2018, Members
Members of this Committee were asked to consider amendments to the Capability Policy
and make a recommendation to Town Council for its approval.

Members felt that some of the wording was inconsistent and needed to be clear. It was
felt that all written warnings should be authorised by the Town Clerk but that the use of
‘may’ within the document contradicted this. These amendments have been made with
the use of the word “shall’ in their place. In addition to this member’s felt that clarity was
obtained for section 13.6. Members will find attached a copy of the policy along with
tracked changes, on page 9.

Recommendation: To recommend to Town Council that the Capability Policy be
approved.

LOCAL GOVT PENSION SCHEME: STATEMENT OF LOCAL DISCRESTION

Pages 114-126

Town Council is required to annually review the Tocal Government Pension Scheme:
Review of Statement of Local Discretions. Members will find attached a copy of the
approved document. There have been no amendments to the Regulations, therefore it is
suggested that it remains suitable and fit for purpose.

Members of this Committee are asked to consider the Local Government Pension
Scheme: Review of Statement of Local Discretions and make a recommendation to
Town Council for its approval.

Recommendation: To recommend to Town Council that the Local Government
Pension Scheme: Review of Statement of Local Discretions be
approved.
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16.

17.

18.

19.

HEALTH AND SAFETY AT WORK POLICY

Pages 128-135
Town Council is required to undertake a review of its Health and Safety at Work policy.

Members of this Committee are asked to consider the attached Health and Safety Policy
and make a recommendation to Town Council for its approval.

Recommendation: To recommend to Town Council that the Health and Safety
Policy be appreved.

INSURANCE AGREEMENT - RENEWAL

The insurance for the Town Council is due for renewal on 1% June 2019. In accordance
with Standing Orders quotations have been sought. Copies of the quotes are available for
detailed inspection at the Council offices. All quotes have been prepared on a like for
like basis and all provide adequate and suitable cover for the property, assets and
activities of the Town Council.

Report to follow.

INTERIM AUDIT REPORT — INTERIM REVIEW

Pages 136-142

An interim internal audit is attached for consideration. Members will note that there are
no significant issues of concern regarding the internal audit review however two minor
issues for consideration are included in section 3.

Recommendation: To note the report.

S106 FUNDING

At the last meeting of the Corporate Services Committee Members requested further
information in regard to the expiry dates for older s106 agreements. Members were
provided the information, below, via email dated 3" December 2018.

CB/14/03047/0UT r/o Old Red Lion £1,120,401 — 15.09.27

CB/14/03056/0UT land at Bedford Rd £3,261,191 — 08.06.28

SB/08/00388/FULL Land at Sandringham Drive £80,653 remaining, - 31.12.20
SB/07/01448/0OUT Land at Houghton Quarry £251,727 remaining, - 02,11.21
CB/10/02465/FULL 5,7, & 8, The Quadrant, Teafields £2,932 remaining, - 03.04.22
CB/12/02786/FULL 6a The Quadrant £1064 remaining, - 04.04.23
CB/12/04455/FULL 8 Cemetery Rd £3,590 remaining, - 13.09.28

CB/02618/FULL 10A Dunstable Rd £1,607 remaining — 15.12.26

The remaining four agreements will have spend by dates following the receipt of an s106

contribution.
e CB/13/00546/FULL 11, Moore Crescent £7,390




Corporate Services Committee 6 4" March 2019

o CB/15/02223/0UT Windy Willows, Sundon Rd £305,834
e CB/15/00297/0UT HRN2 £30,641,403
o CB/12/03613/0UT HRNI £36,977,084

For information, as of April 2015 legislation changed. S106 monies are levied in
accordance with the legal tests set out in the CIL Regulations 2010, of which there are
three. This means that HRNT is under the old legislation and HRN? is under the new

legislation.

Recommendation: To note the report.




HOUGHTON REGIS TOWN COUNCIL
Corporate Services Committee
26'" November 2018 at 7.30pm.

Present: Councillors: D Abbott Chairman
J Carroll
Ms J Hillyard
M Kennedy
A Swain
K Wattingham
T Welch

Officers: Debbie Marsh
Louise Sem'or_:_

rporate Services Manager
ad of Democratic Services

Public: 0
Apologies: Councillors: 0
9675 APOLOGIES & SUBSTITUTIONS

None.

9676 QUESTIONS FROM THE PUBL

None,

9677 DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS

Minutes of the meeting held on 24™ September 2018,
ere were no matters arising from the Minutes.

To '{'[;_p:rove the Minutes of the meeting held on 24™ September 2018
nd for these to be signed by the Chairman.

9679 TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS
Personnel Sub-Committee: 15" January 2018, 14" May 2018 and 16™ July 2018.

Resolved: To receive the Minutes of the Personnel Sub-Committee meetings of
15" January 2018, 14" May 2018 and 16 July 2018.

9680 BUDGET REVIEW

Members received the income and expenditure report, highlighting significant
variances, for Corporate Services Committee to date.

o
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9681

9682

9683

9684

ja—y

Resolved: To note the report;

2. To transfer in from EMR 332 £5260 Election costs to offset the

cost of the by-election;
3. Not to complete the transfer to EMR 332 Election Costs from

code 102-4991;
4. To transfer £430 from 190-4008, Training, to 190-4007,

Conference Costs.
BANK AND CASH RECONCILIATION STATEMENTS

Members received the monthly bank and cash re ncﬂlatlon statements from
September to October 2018.

Resolved: 1. To approve the monthly Bank and Cash Reconciliation
statements from September to October 2018;

2. For these along with thé original bank statements to be signed

by the Chair of: Corporate Serwces Comniniittee and the

Council’s RFO.

LIST OF CHEQUE PAYMENTS

Following the disbandment: E : ub-Committee, for information,
Members will find a list of cheq' payrn onts for the perlod July to October 2018.

Resolved: To note rthe mformatm .

INVESTM]INT REPOR

In accordance “with. 'Commlttee ‘Functions, Financial Regulation 8 and Banking
' nts, [rivestment Strategy & Investment Arrangements.

The Corporatf__: _erv1ce" Committee were to oversee and manage the financial

obligations of the:Council; including:

> To receive quarterly reports on investments confaining a forecast of capital
nvestment opportunities and a recommendation for further
ncluding where, length and amount

Cllr Carro eqﬁested the it be noted that he abstained from agreeing the
recommendation to note the report.

Resolved: To note the report.
DRAFT BUDGET 2019/20

Members received the draft budget for 2019/20 for initial consideration along with
explanatory notes.

ok
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9685

9686

968

It was agreed that consideration of the draft budget would be discussed within
members own groups in order to come to a consensus.

REVIEW OF VISION - CORPORATE SERVICES COMMITTEE

Members received an extract from the Houghton Regis: Our 2020 Vision as it related
to this committee which updated Members on the current status of the agreed
Outcomes.

Members queried why item 5b (review democratic structure to ensure that the Town
Council delivers its 5 objectives), was still red on the status document. Members were
informed that this item had been discussed at the Town Council meeting held on the
8t October 2018 (9608) and that no conclusion had_b__epjﬁ égreed upon,

Members agreed to continue to work on suggest1ons that Would facilitate cross party
support. E

Resolved: To note the report.

STATUTORY FUNCTIONS POLICY

At the previous Corporate: Sew1ces committe _meeting members requested that a
Statutory Funotlons Policy (as per 51( of the Towni ___ouncﬂ S VlSlon {Develop a HRTC

suggested. shght amendments to the'do'cument and that followmg these amendments
the Statutory F unctlons Policy be 1ecommended to Town Council for approval.

_Pollcy, followmg the agreed amendments, be approved.

REVIEW OF TOWN COUNCIL MEMBERSHIP TO OTHER BODIES

In:accordance W1t11 the approved Committee Functions and Terms of Reference the
Corporate Services Committee was required to annually review the Council’s and/or

employeog___tnem_belshlps of other bodies.

Membersth o Period Annual Subscription

Society of Local Council Annual £350

Clerks (SLCC)

Bedfordshire Association Annual £2,080

of Town & Parish

Councils (NALC)

Institute of Cemetery and Annual April to March £90 (no increase from
Crematorium 2015)

Management

&
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9688

Association of Accounting Annual
Technicians (AAT)

Association of Local Annual
Council Clerks
Information
Commissioners
(ICO)

Annual
Officer

REVIEW EXISTING CONTRACTS

Contract Period

IT  Support & Not less than 30

£1,000

£94

£30

£40

£33,000°,

Hosting days’ notice prior
to expiry of current
years renewal date.
(renewal date lst'if-"
October)

Website hosting Annual fee.

DCK Accounting  Annual
arrangement

Operation Hana Annual. -
arrangement ' lst

Internal Audit.

*

“months

a i notice required.
- External audit - 5 .years  from
: L 2017/1 3 until

: 2021/22

Town centre toilets  1st July 2016 —

30th June 2019
Insurance Long term

agreement  until

31st May 2019
Payroll Annual

arrangement

.__Qctober 2018 tow

£750 based on 3

days
£1,200

£2,000

£18,360
consumables
annum
£12,500
additional
premiums relating
to any changes in
circumstance,
£750

plus
per

plus

Signed

3td October 2017 _

19th
2018

September

23rd August 2013

Appointed via
Regulation 3 of the
Local Audit
(Smaller
Authorities)
Regulations 2015.
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9689

9690

9692

Photocopier Contract expired £2,223 Contract  expired
February 2017,

ongoing rolling

month.
Kmas lights 2016-2018 £9,750
Employee 5 years from 1% £425 8" February 2017
Assistance March 2017 — 28®
February 2022
REVIEW OF CHARGES

In accordance with Financial Regulation 9.3 Members recelved a list of charges for
2018/19 under the control of this Committee. It was: uggested that there be any
increases in fees for 2019/20. '

Resolved:  To approve the charges for 20i9/20.

APPOINTMENT OF INTERNAL AU])ITOR
In accordance with section 2.5 of the Town Councﬂi  Financial Regulatiéns Members
were requested to appoint Green Biro as the Council’s Internal Auditor for 2018/19.
This company was suitably quahﬁed to prowde internal audit services and was
independent of the Town C e,

Resolved: To appeint Green Biro
2018/2019 E :

CAPABILITY POLICY

At the previdué Corporate Services meeting held on the 24™ September 2018,
Members of this Committee were asked to consider the attached Capability Policy
and make a recommendation to Town Council for its approval.

Members felt that some of the wording was inconsistent and needed to be clear. It
was felt that all written warnings should be authorised by the Town Clerk but that the
use of ‘may’ within the document contradicted this.
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Members received some clarification, from the Town Council’s Human Resources
provider, via email.

Members discussed the document in detail and felt there were areas of the document
which could be worded in a clearer and more robust manner. Members agreed to
defer this item until further advice had been sought from the Town Council’s Human
Resources provider.

Resolved: To defer this item until further clarification had been received by
the Town Council Human Resources provider.

9693 S106 FUNDING

At the Planning Committee meeting on 1% Octob it was requested that all
committees receive a copy of the details of all 0 =s‘canchng 106 monies held by CBC
for consideration and comments. S

Members received the report compﬂed” y the councﬂ’s plamnng”;,: onsultant along
with the table of funding, e

Members asked if it was possible for the- ___rporate Services Manager to contact
Central Bedfordshire Cou in-order to obtam explry dates for those older s106
agreements.

9694 GDPR

At the prevmus .meetmg hel - Septembm 201 8 Members were advised that
NALC had confirmed tha followmg the outcome of an agreed late amendment to the
Data Plotec'aon Bill, | councils d b:not have a duty to appoint a Data Protection

Resolved: = To enter into a contract with Company 3 for the supply, installation

“and mainienance of 2 Sharp MX3060N copier at a quarterly lease
of £94 with copying charges of mono copies at 0.21p per page and
colour copies at 2.14p per page.

The Chairman declared the meeting closed at 8.50pm

Dated this 4% day of  March 2019

Chairman
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HOUGHTON REGIS TOWN COUNCIL

Personnel Sub-Commitiee
15™ October 2018 at 6.30pm.

Present: Councillors: Ms J Hillyard Chairman
D Abbott
C Slough Substitute
K Wattingham
Officers: Clare Evans Town Clerk
Debbie Marsh Corporate Services Manager
Louise Senior Head of Democratic Services
Public: 0
Apologies: Councillor: D Dixon-Wilkinson
Also Present: Councillors: I Carroll
M Kennedy

APOLOGIES AND SUBSTITUIONS

Apologies were received from Councillor D Dixon-Wilkinson substituted by
Councillor C Slough.

QUESTIONS FROM THE PUBLIC

The office Christmas opening times were queried, it was advised that this had been
placed on the agenda of the special meeting of the Town Council on 22" October
2018.

SPECIFIC DECLARATIONS OF INTEREST & REQUESTS FOR
DISPENSATIONS

None.

MINUTES

The Committee received the minutes of the Personnel Sub-Committee meeting held
on 16™ July 2018 for consideration.

Matters arising: It was requested that the Town Clerks’ appraisal be diarised for
November.

Resolved: ‘That the minutes of the Personnel Sub-Committee meeting held
on 16™ July 2018 be approved as a correct record and signed
accordingly.
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PES9

PE6O

EXCLUSION OF PRESS AND PUBLIC

Staffing matters

Staff capacity issues

Consideration of the Town Council’s Apprenticeship Scheme

Review of staff sickness

Receive notification of the Town Clerk’s annual leave and matters relating to
overtime working and sickness.

Members requested that consideration be given to the subject matter and reflect if
these matters required the discussion to go into private sesston.

Following officer advice, it was proposed that agenda items 6, 8 and 11 remain in
public session and that following a resolution, items 7, 9 and 10 would move into
private session.

Proposed by: Cllr Wattingham Seconded by: Cllr Slough
All in favour, accordingly items 6, 8 and 11 remained in public session.

The Chair requested a proposer for the meeting to move into private session in order
to discuss items 7, 9 and 10.

Proposed by: Cllr Slough. There was no seconder for this proposal.
Accordingly, the resolution for private session was not carried and these items
remained in public session.

STAFFING MATTERS

» At the Environment & Leisure meeting held on the 17" September 2018,
Members were advised that a review of the structure of the grounds team had
taken place. The review concluded that as the work of the team remained constant
and was likely to continue to do so, it was therefore recommended that the team
should continue to comprise of the Foreman plus 5 groundsmen and 1 junior
groundsman, The vacant permanent position of a Groundsperson (left vacant
following the promotion of the Deputy Foreman) was to be advertised as soon as
possible with the fixed term summer contract being extended to the 30
November 2018, to cover any gaps. The closing date for this position was the 15™
October 2018.

¢ Members were informed, at the previous meeting, that a disciplinary process had
been underway. This process was now concluded.

o At the Community Services meeting held on the 3™ September 2018 members
noted that meetings involving the Community Development Officer over the
summer were difficult due to an increased workload during August arising from
the summer playscheme.

o Members were advised that the Corporate Services Manager, in agreement with
the Clerk, was proposing to increase their working days in order to concentrate
on specific projects. Any time acerued would be taken in agreement with the Clerk
so as to avoid any impact on existing duties.

¢ To consider any recommendations coming from the Town Council meeting held
on the 8™ October 2018 in relation to the outcome of an internal investigation.
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PE61

The Ground staff numbers were queried as it was suggested that the appointment of
a Town Ranger was yet to be discussed, It was advised that this would be placed on
the next Community Services agenda.

Resolved: 1) To note the information.
2) To note no recommendations came from the Town Council
meeting held on the 8 October 2018 in relation to the outcome
of an internal investigation.

STAFF CAPACITY ISSUES
Members received a report detailing arising issues.

Members were advised that all members of the office team were experiencing an
increased workload.

It was suggested that the following areas be looked at to ensure staff were not
overloaded and had capacity to achieve tasks requested.

e Combating Crime Working Group projects;
¢« LEvents,
o Community Services.

Members suggested the website come under member scrutiny and placed on a
committee. Members also suggested that the responsibilities of the RFO be separated
from the role of the Clerk.

Support options discussed were:

Additional staff
Qutsourcing some events
Reduction of meetings
Reduction of services
Volunteer support.

It was suggested that whilst this council had been proactive with their ideas, this had
led to an increase in the workload for the staff.

It was requested that a staff review be carried out. Prior to the employment of
additional staff in both 2016 & 2017, a consultant had been employed to examine
staffing and staff capacity. Members requested a similar review be undertaken.

The Chair requested that staff be thanked for bringing this matter to the attention of
the sub-committee. Members agreed that it was important for staff to have their
concerns heard and discussed.

Resolved:  To discuss arising issues.

PE62 TO CONSIDER THE TOWN COUNCIL APPRENTICESHIP SCHEME
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PE63

PE64

At the Corporaie Services meeting held on the 24% September 2018 Members
requested, under the Town Council’s Review of Vision - 51 — Develop a local
apprenticeship scheme - that the merits of this scheme be discussed at the next
Personnel Sub-Committee. At the meeting Members voiced concerns that employing
apprentices at the end of their time removed the opportunity of employing local
people into future schemes. The Town Council had one apprentice, who was office
based. This apprenticeship commenced on the 20" November 2017 and would finish
on the 31% July 2019,

As detailed above, under agenda item 6, there was no current capacity / demand to
embark on a grounds apprenticeship scheme. It was proposed that should a vacancy
arise within the grounds team then this would provide an opportunity to revisit the
scheme.

Members discussed the current vacancy for a Groundsperson in relation to an
apprentice position. It was suggested that an apprentice should not be classified as an
additional member of staff but would be purely in post for training and educational
purposes only, whereas the position advertised was for a fully qualified
Groundsperson.

The possibility of a grant was discussed; however, members were advised that as we
were classified as Local Government, which overall employ over 2,000 staff, we
would not qualify for funding,

Members felt that the Groundsperson apprenticeship should continue as the Town
Council felt it was their obligation to train young people and aid their gaining of
working experience,

Members requested that the Town Clerk to look at the Town Council budget and
report back to Town Council.

Resolved: To recommend to Town Council that a Groundsperson
apprenticeship scheme be approved subject to budget provision.

REVIEW OF STAFF SICKNESS

Members received a report indicating levels of staff sickness absence for the period
Ist April 2017 to 30th September 2018.

Clarification was sought on the figures of the Grounds Team absences, and if the
cause had been due a lack of the suitable equipment including PPE. Members were

assured that this was not the case, and the figures remained a steady average.

Resolved: To note the report.

TOWN CLERK’S ANNUAL LEAVE, OVERTIME WORKING AND
SICKNESS

Annual Leave
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The clerk is requesting the following leave
22 October — 26 October 2018

1% & 2™ November 2018

27% — 28" December 2018

3% _ 4™ January 2019

18™ — 22% February 2019

This leaves 6 annual leave days outstanding.

Overtime Working
From 1%t July to 30™ September the Clerk had attended 8 meetings outside of the

normal working day comprising council meetings and briefing sessions (compared to
12 meetings in the previous quarter) and 3 council events.

Sickness
From 1%t July to 30" September 1 day’s sick leave had been taken.

Resolved:  To approve the Town Clerks annual leave request.

PE6S FREEDOM OF INFORMATION REQUESTS

From 1% July to 30 September no Freedom of Information requests had been
received.

Resolved: To note the report.
The Chairman declared the meeting closed at 6.54pm
Dated this 14 day of January 2019

Chairman
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CORPORATE SERVICES COMMITTEE Agenda Item 6

Date:

Title:

4t March 2019

Income & Expenditure Report

Purpose of the Report: To provide to members a report on the income and

expenditure to date of the Corporate Services Committee
highlighting any significant variances.

Contact Officer: Clare Evans, Town Clerk

1. RECOMMENDATION

d.
5,

To note the report;

From 2019/20 to require that travel by Mayor and Deputy Mayor in carrying
out their civic duties be applied to the fund for Mayoral Allowance in future
years;

From 2019/20 to require that travel costs relating to training be allocated to
the training budget;

To vire from 190-4008 £1000 to 190-4021 to cover the predicted shortfall;

To vire from 190-4008 £400 to 190-4023 to cover this predicted shortfall.

2.  BACKGROUND

Accounting good practice and Financial Regulations includes for regular review of
income and expenditure. To assist members are advised of any significant variances.

3.  ISSUES FOR CONSIDERATION

The following significant variances are highlighted:

101-4051 Used to fund any bank and investment charges. Only 1 transaction of this
nature completed to date

101-4056 Audit charges to be acrued

101-1096 3 quarterly instalments received regarding CCLA investment

101-4061 3 quarterly charges settled

102-4008 Member training not taken up this year to date

I




102-4009 Member travel overspent. Suggested that travel by Mayor and Deputy Mayor
may be more suitably applied to Mayoral Allowance in future years. Included in
recommendation.

102-4020 This budget has been overspent on miscellaneous items including recording
of AGM in Bedford Square Centre, Honorary Freeman scroll and framing and on
purchase of latest edition of T.ocal Council Administration

102-4024 Annual subscriptions paid in full. Includes upgrade of Clerks membership to
SLCC to Fellow as per Clerks appraisal.

[02-4131 Costs relating to by election. Transfer in from EMR 332, Election Costs
(8249), was agreed at the previous meeting. To be actioned.

102-4991 Anticipated transfer to EMR 332 Election Costs. To be actioned.

190-1091 additional income was received in relation to a grant to support the office
apprentice position

190-4008 Various officer training has been completed however £900 has been accrued
relating to apprenticeship training which exceeds the other training expenses. No
further training in 2018/19 anticipated. It is anticipated that this budget will be
underspent.

190-4009 this budget has been overspent on staff traveling to conferences, training and
meetings. It is suggested that in future travel costs relating to training be allocated to
the training budget. Included in recommendation.

190-4011 rates have been paid in full

190-4015 one quarter gas bill has been received and settled. Two subsequent quarters
should have been received. This will be investigated.

190-4020 this code has been used to accommodate various expenses relating to civic
events which have been subsequently adjusted.

190-4021 this budget will be overspent by approximately £1000. Members may like to
consider a virement from 190-4008 to cover this shortfall. Included in recommendation.
190-4023 it is likely that this budget will be overspent (£400) Members may like to
consider a virement from 190-4008 to cover this shortfall. Included in recommendation.
190-4025 the council’s annual insurance premium has been settled in full

190-4026 This budget is overspent by an anticipated £600, relating to unforeseen server
warranty costs (doubled) and upgrade of wireless network

190-4031 This budget is provided for advertising staff vacancies; the recent vacancy
was advertised electronically and through the council’s noticeboards

190-4036 this budget is overspent due to the office floor renewal (Minute 9275). 1t is
offset by the budget included in 190-4991. This was anticipated to be a transfer into
EMR, however as the work was completed the transfer will not be undertaken.
190-4038 annual servicing within the office has recently been completed

190-4042 a replacement tablet was purchased which has caused this budget to be
overspent but it is offset by a transfer in from EMR 333 under 190-4992

190-4991 Transfer to EMR not to be completed as fund used to offset cost of office
floor renewal

190-4992 Used to offset the cost of the purchase of a replacement tablet

191-4001 This budget has been overspent. It is anticipated that this budget will be
overspent at year end by £49000. There are no discretionary costs within this budget.
191-4002 it is anticipated that this budget will be overspent at year end by £3500. There
are no discretionary costs within this budget.

191-4003 it is anticipated that this budget will be overspent at year end by £16000.
There are no discretionary costs within this budget.
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191-4005 This budget has been overspent. Staff overtime is incurred in staff attending
meetings outside of the normal working day and staff attending council events to
support the event. It is anticipated that this budget will be overspent at year end by
£8000. There are no discretionary costs within this budget, although staff are aware of
the budget pressures.

191-4059 It is anticipated that this budget will be overspent at year end by £400

COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

IMPLICATIONS

Corporate Implications
e There are no corporate implications

Legal Implications
e There are no legal implications

Financial Implications

e Largely due to insufficient funds to cover staff related costs the expenditure of
this committee currently exceeds its budget. It is anticipated that at year end this
deficit will increase by £70,000. This has been highlighted through the budget
setting process. The overspend will have a significant detrimental impact on the
level of general reserves, this too has been highlighted through the budget
setting process. Staff have been made aware of the budget pressures and are
working hard to limit expenditure to reduce the use of general reserves in
2018/19. Consideration is also being given to options for cost savings in
2019/20, these options will be presented to council for consideration in due
COULSE.

Risk Implications
e There are no risk implications

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, martiage
and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This report does not discriminate.

Press Contact
o There are no press implications.
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6. CONCLUSION AND NEXT STEPS
The report is presented to month 10, this equates to the council being 83% through the
year. At month 10 expenditure is at 106.3% and income is at 99.3% (largely due to the

precept having been received in full). It is anticipated that at year end this committee
will be at target for income but will be in deficit for expenditure by £70,000.

7. APPENDICES

Appendix A: Income & Expenditure extract
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25/0212019

14:10

Houghton Regis Town Council

APPENDIX A

Page 1

Detailed Income & Expenditure by Budget Heading 25/02/2019

Month No: 10

Committee Report

Corporate Services

101
1076
1086

4051
4056
4057
4081

Corporate Management

Precept received
Interest & Dividends Received

Corporate Management ;- income
BANK & LOAN CHARGES
AUDIT FEES
ACCOUNTANCY & SOFTWARE
CCLA Management Fees

Corporate Management - indirect Expenditure

102
4007
4008
4009
4020
4024
4104
4131
4991

Movement fof{from) Gen Reserve

Democratic Rep'n & Mami
CONFERENCE COSTS
TRAINING/COURSES
TRAVEL

MISC. ESTABLISH.COST
SUBSCRIPTIONS
HOSPITALITY ALLNCE
ELECTION COSTS

Trs to Earmarked Reserve

Democratic Rep'n & Mgmt :- Indirect Expenditure

190

1082
- 1091

4007
4008
4000
4011
4012
4014
4015
4017

Movement tol/{from) Gen Reserve

Central Services

INC-LETTINGS

Income Miscellaneous

Central Services - Income
CONFERENCE COSTS
TRAINING/COURSES
TRAVEL
RATES
WATER RATES
ELECTRICITY
GAS
HEALTH & SAFETY

Actual Year Current Variance Commitied Funds % Spent Transfer
To Date Annual Bud  Annual Total Expenditure  Available foffrom EMR
834,904 834,804 Y 100.0%

27,717 35,000 7,283 79.2%
862,621 869,904 7,283 99.2% 0
30 120 90 S0 25.0%
525 2,600 2,075 2,075 20.2%
659 1,700 1,041 1,041 38.7%
2,887 4,060 1,013 1,013 T4.7%
4,201 8,420 4,219 0 4,219 49.9% 0
868,421
195 325 130 130 60.0%
25 500 475 475 5.0%
452 350 (102) {(102) 129.1%
598 200 (398) (398) 299.2%
2,696 2,600 (296) (296) 111.4%
189 200 11 11 94.5%
8,760 0 {8,760} (8.760) 0.0%
0 3,500 3,500 3,500 0.0%
13,115 7.675 {5,440} 0 {6,440) 170.9% 0
{13,115)
80 150 70 53.3%
708 5 {703) 14154.8
788 155 {633) 508.2% 0
890 890 0 0 100.0%
(235) 1,860 2,095 2,095 (12.8%)
1,035 300 (735} (735} 345.0%
6,840 7,500 660 660 91.2%
257 300 43 43 85.6%
963 1,300 337 337 74.1%
233 1,500 1,267 1,267 15.5%
387 400 13 13 96.7%

Centinued over page




Page 2

15/02/2019 Houghton Regis Town Council
14:10 Detailed Income & Expenditure by Budget Heading 25/02/2019
flonth No: 14 Committee Report
Actual Year Current Variance Committed Funds % Speni  Transfer
To Date Annual Bud  Annual Total Expenditure  Available to/from EMR
4020 MISC. ESTABLISH.COST 82 200 108 108 45.9%
4021 COMMUNICATIONS COSTS 2,537 2,500 {37) (37) 101.5%
4022 POSTAGE 2,185 2,800 615 615 78.0%
4023 STATIONERY 1,023 860 (223) (223) 127.9%
4025 INSURANGCE 16,474 16,500 26 26 99.8%
4026 COMPUTER COSTS 6,406 3,700 (2,708} (2,708) 173.1%
4027 PHOTOGOPIER CHARGES 2,418 2,500 82 a2 96.7%
4031 ADVERTISING 0 1,500 1,500 1,500 0.0%
4036 PROPERTY MAINTENANCE 15,750 5,000 (16,750} {10,750) 315.0%
4038 MAINTENANCE CONTRACTS T 338 400 62 440 (378) 184.4%
4042 Equipment Rapalrs &Maintenance 1,676 1,000 (676) 676y 167.6%
4059 OTHER PROFESSIONAL FEES 1,431 13,000 11,569 6,250 5,319  59.1%
4991 Trs to Earmarked Reserve 0 10,000 10,000 10,000 0.0%
4992 Trs from Earmarked Reserve {806) 0 806 806 0.0%
Central Services :- Indirect Expenditure 59,893 73,950 14,057 6,690 7,367 90.0% 0
Movement tof{from) Gen Reserve {59,105}
191 Personnel/Staff Costs
4001 STAFF SALARIES 302,887 314,265 11,578 11,578 96.3%
4002 EMPLOYERS N.I 27272 29,700 2,428 2,428  91.8%
4003 EMPLOYERS SUPERANN. 63,494 61,380 {2,114} (2,114) 103.4%
4005 STAFF CVERTIME 12,191 5,600 (7,191) (7.191) 243.8%
4059 OTHER PROFESSIONAL FEES 3,052 3,000 (52) {52y 101.7%
Personnei/Staff Costs :- Indirect Expenditure 408,696 413,345 4,649 0 4,649 88.9% 0
Movement tof(from) Gen Reserve "Wm
Corporate Services ;- Income 863,409 870,059 6,650 99.2%
Expenditure 485,904 503,380 17,486 6,690 10,796  97.9%
Movement to/{from) Gen Reserve 377,505
Grand Totals:- Income 863,409 870,058 6,650 89.2%
Expendifure 485,504 503,390 17,486 6,680 10,796  97.9%
Net Income over Expenditure 377,505 366,669 (10,836)

Movement fo/(from) Gen Reserve

377,505

SN
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Date: 06/12/2018 Houghton Regis Town Council Page 1
Time: 14:03 Bank Reconciliation Statement as at 05/12/2018 User: SWS
for Cashbook 1 - NATWEST CURRENT/RESERVE

Bank Statement Account Name (s} Statement Date Page No Balances

NatWest Current Account 30/11/2018 1426 1,000.00

Liquidity Manager Account 30/14/2018 1163 272,607.39

273,607.39
Unpresented Cheques (Minus) Amount
211112017 bitfrmes01 MCS Contract Cleaning Limited 112.48
22/03/2018 P/C CHQ628 Dep Mayor ticket chq loan 20.00
27/04/2018 DICPO5026 Amazon / RT Technology 2.99
08/05/2018 010331 BBB Group Ltd 720.00
30/07/2018 101510 Jewels Art Craft & Coffee 54.00
31/07/2018 010363 4th H R Scouts 100.00
o 31/07/2018 010367 Treow House{Precious Homes) 100.00
I 17/10/2018 101492 HSC Security 180.00
01/11/2018 101519 AMF Services (Bedford) Ltd 576.00
01/11/2018 101522 Police & Crime Commissioner fo 15,228.89
03/11/2018 101520 Avonmore Associates 3,189.90
15/11/2018 101535 IRTS Ltd 148.19
15/11/2018 101536 Jaspers Hire Lid 1,291.20
19/11/2018 101527 D E Signs 96.00
19/11/2018 101530 Fire Facilities Management 420.00
19/11/2018 101531 R A Rideout 30.00
18/11/2018 101546 Thomas Bros. Excavations (Luto 300.00
19/11/2018 010388 MrN S Steele 50.00
19/11/2018 CHQ Community Action Beds 3,000.00
19/11/2018 CHQ Dunstable & Dis CAB 4,000.00
19/11/2018 CHQ010384 Keech Hospice Care 5,000.00
. 19/11/2018 010385 Meaningful Education 500.00
‘ b 19/11/2018 010386 SORTED 4,000.00
19/11/2018 010387 South Beds Dial A Ride 2,251.00
28/11/2018 101549 AMF Services {(Bedford) Ltd 101.70
30/11/2018 101550 Arco Limited 209.65
30/11/2018 101551 Bedfordshire Pension Fund 49.38
30/11/2018 101552 Biffa Waste Services Lid 1,5606.86
30/11/2018 101553 Geo Browns Implements Ltd 82.63
30/11/2018 101554 Hertfordshire County Councif 44 .48
30/11/2018 101555 Jelprint Ltd 572.00
30/11/2018 101556 J M Elecirical Services BEDFOR 108.00
30/11/2018 101557 PHS Group 98.70
30/11/2018 101558 Proludic Ltd 136.32
30/11/2018 101559 Relids Playground Mainienance L 2,430.00
30/11/2018 101560 The Safer Luton Partnership 100.00
30/11/2018 101561 Right Fuelcard Company Ltd 193.02
05/12/2018 B/TFRMAY Mayor's Appeal Fund 75.00

47,078.39

226,629.00




Date: 06/12/2018

Houghton Regis Town Council

Page 2

Time: 14:03 Bank Reconciliation Statement as at 05/12/2018 User: SWS
for Cashbook 1 - NATWEST CURRENT/RESERVE
Amount Balances
Receipts not Banked/Cleared (Plus)
17/05/2018 5.00
5.00
226,534.00
Balance per Cash Book is :- 226,534.00
Difference is :- 0.00




Time: 14:28 Bank Reconciliation Statement as at 06/12/2018 User: SWS
for Cashbook 2 - NATWEST online saving 41472051

Bank Statement Account Name (s) Statement Date Page No Balances
Business Reserve Account 30/11/2018 43 265.63
265.83

Unpresented Cheques (Minus) Amount

0.00
0.00
265.63

Receipts not BankedlCleared {Plus}

0.00
0.00
o 265.63
o Balance per Cash Book is :- 265.63
Difference is :- 0.00

K

~Date: 06/12/2018

Houghton Regis Town Councit

Page 1
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Date: 07/01/2019 Houghton Regis Town Council Page 1

Time: 14:27 Bank Reconciliation Statement as at 31/12/2018 User: SWS

for Cashhook 1 - NATWEST CURRENT/RESERVE

Bank Statement Account Name (s) Statement Date Page No Balances
NatWest Current Account 31/12/2018 1434 1,000.00
Liquidity Manager Account 31/12/2018 1167 117,293.07
118,293.07
Unpresented Cheques (Minus) Amount
21/11/2017  bltfrmcs01 MCS Contract Cleaning Limited 112.48
22/03/2018 P/C CHQ628  Dep Mayor ticket chq foan 20.00
27/04/2018 D/CPO5026 Amazon / RT Technology 2.99
08/05/2018 010331 BBB Group Ltd 720.00
31/07/2018 010363 4th H R Scouts 100.00
31/07/2018 010367 Treow House({Precious Homes) 100.00
17/10/2018 101492 HSC Security 180.00
19/11/2018 010387 South Beds Dial A Ride 2,251.00
30/11/2018 101555 Jelprint Ltd 572.00
30/14/2018 101556 J M Elecfrical Services BEDFOR 108.00
30/11/2018 101560 The Safer Luton Partnership 100.00
20/12/2018 101563 AMF Services (Bedford} Ltd 33584
20/12/2018 101564 Bedfordshire Pension Fund 49.38
20/12/2018 101565 Kings Arms Ltd 180.00
20/12/2018 101566 Mr Craig Lithgo 250.00
2011272018 101568 TravisBead Ltd 372.00 |
24/12/2018 101569 A A A Security 435.12
24{12/2018 101570 Fire Facilities Management 320.40
241212018 101571 Hertfordshire County Council 107.76
24122018 101572 Trade UK Account 84.54
24/12/2018 101573 Sharp Business Systems UK Plc 724.56
251272018 101574 Trade UK 84.92
7,210.99
111,082.08

Receipts not Banked/Cleared (Plus}

17/05/2018 5.00
5.00
111,087.08
Balance per Cash Book is :- 111,087.08
Difference is :- 0.00
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Date: 07/01/2018 Houghton Regis Town Council Page 1

Time: 14:28 Bank Reconciliation Statement as at 31/12/2018 User. SWS

for Cashbook 2 - NATWEST online saving 41172051

Bank Statement Account Name (s) Statement Date Page No Balances
Business Reserve Account 301212018 43 265.68
265.68
Unpresented Cheques (Minus) Amount
0.00
0.00
265.68

Receipts not Banked/Cleared (Plus)

0.00
0.00
265.68
Balance per Cash Book is :- 265.68
Difference is :- 0.00
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Date: 12/02/2019

Houghton Regis Town Council

Page 1

Time: 08:59 Bank Reconciliation Statement as at 11/02/2019 User: SWS
for Cashbook 1 - NATWEST CURRENT/RESERVE
Bank Statement Account Name (s) Statement Date Page No Balances
NatWest Current Account 31/01/2019 1443 1,000.00
Liguidity Manager Account 31/01/2019 1172 58,921.97
59,921.97
Unpresented Cheques (Minus) Amount
21M11/2017  bitfrmesO1 MCS Contract Cleaning Limited 112.48
22/03/2018 P/C CHQ628  Dep Mayor ticket chq loan 20.00
27/04/2018 D/CPO5026 Amazon / RT Technology 2.99
08/05/2018 (0331 BBB Group Ltd 720.00
17/10/2018 101492 HSC Security 180.00
19/11/2018 010387 South Beds Dial A Ride 2,251.00
30/11/2018 101560 The Safer Luton Partnership 100.00
24/12/2018 101569 A A A Security 43512
12/01/2019 101575 B R Boatwright 540.00
16/01/2019 101576 Avonmore Associates 630.84
17/01/2019 101578 AMF Services {Bedford) Lid 3,958.67
21/01/2019 101578 A A A Security 84.00
21/01/2019 101580 Blain's Trailers & Tyres Lid 86.40
21/01/2019 101582 Cromwell Group (Holdings) Ltd 947.64
21/01/2019 101584 Geo Browns Implements Lid 98.88
21/01/2019 101585 Hertfordshire County Council 78.12
21/01/2019 101586 Lee & Sons Cleaning Services 50.00
21/01/2019 101587 NALC 4944
21/01/2019 101589 S J S Irrigation 268.20
21/01/2019 101590 Spaldings l.imited 293.42
10,907.20
49.014.77
Receipts not Banked/Cleared (Plus)
17/05/2018 5.00
5.00
49.019.77
Balance per Cash Book is :- 49,019.77
Difference Excluding Adjustments is :- 0.00
Adjustments to Reconciliation
11/01/2019 0.00
14/01/2019 0.00
0.00
Unreconciled Difference is :- 0.00
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Date: 12/02/2019 Houghton Regis Town Council Page 1
Time: 09:02 Bank Reconciliation Statement as at 12/02/2019 User: SWS
for Cashbook 2 - NATWEST online saving 41172051
Bank Statement Account Name (s} Statement Date Page No Balances
Business Reserve Account 31/01/2019 43 265.73

265.73
Unpresented Cheques (Minus) Amount
0.00

0.00

2865.73

Receipts not Banked/Cleared {Plus)

0.00

0.00

265.73

Balance per Cash Book is :- 285.73

Difference is :- 0.00
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Printed on ; 19/11/2018 Houghton Regis Town Council Page 1852
At:15:11 List of Purchase Ledger Cheque Payments User : SWS
Ledger: 1 Month: 8 Linked to Cash Book : 1
Invoice Amount Discount Amount Invoice
Date  jnvoice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
Supplier : Allframe Ltd ALLO1
09/10/2018 1027 Hon Freedom Scroll frame-8774 46.94 0.00 46.94 0.00
0.00 46.94
Above paidon: 08/11/2018 By Cheque No 101518
Supplier : AMF Services (Bedford) Ltd AMFO01
06/11/2018 20279 Storage ifems-8825 MinTC9257Budg 576.00 0.00 576.00 0.00
0.00 576.00
Above paidon: 04/11/2018 By Cheque No 101519
Supplier : Avonhmore Associates AVO01
30/10/2018 12840 B/Grn treatment ex S/Linv4518/ 3,189.90 0.00 3,189.90 0.00
0.00 3,189.90
Above paidon: 01/11/2018 By Chegue No 101520
Supplier : Bedfordshire Pension Fund BEDO2
19/10/2018 734922 Sept'18G. Twiss pension-8775 MinTC89257Budg 49.38 0.00 40.38 0.00
0.00 49.38
Above paid on: 03/11/2018 By Cheque No 101521
Supplier : Police & Crime Commissioner for Baeds BEDO7
18/10/2018 B0000831 Op Harna-Sept-PCx60hrs-8773 Min CC823 15,228.89 0.00 15,228.89 0.00
0.00  15,228.89
Above paid on: 16/11/2018 By Cheque No 161522
Supplier : B R Boatwright BOAO1
31/10/2018 1325 Green waste removal-8808 540.00 0.600 540.00 0.00
0.00 540.00
Above paid on; 01/11/2018 By Cheque No 101523
Supplier: Cardno CARDNO
11/10/2018 38751 PO5239-Extension lead-8766 26.40 0.00 26.40 0.00

Continued on Page No ; 1853
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Printed on : 19/11/2018 Houghton Regis Town Council Page 1853
At:15:11 List of Purchase Ledger Cheque Payments User: SWS
Ledger : 1 Month: 8 Linked to Cash Book : 1
invoice Amount Discount Amount Invoice
Date  nyoice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
.00 26.40
Above paidon: 08/11/2018 By Cheque No 101524
Supplier: Conguest Qil NRG Ltd CON
05/10/2018 606448 P0O5232-Red Diesalx2000irs-873 1,386.00 0.00 1,386.00 0.00
0.00 1,386.00
Above paidon: 12/11/2018 By Cheque No 101525
Supplier: Cromwell Group (Holdings) Ltd CROO01
12/10/2018 0016137094 P056234-36 reams A4 paper-8750 91.98 0.00 91.98 0.00
0.00 91.98
Above paidon: 10/11/2018 By Cheque No 101526
Supplier: D E Signs DESM
14/10/2018 17981 Rem Sunday banner-8776 96.00 0.00 96.00 0.00
0.00 96.00
Above paidon:  10/11/2018 By Cheque No 101527
Supplier: DSC Sound & Lighting Ltd DSCO1
05/11/2018 5484 PO4976-Fireworks pa/8811 2,280.00 0.00 2,280.00 0.00
0.00 2,280.00
Above paidon: 19/11/2018 By Cheque No 101528
Supplier : Biffa Waste Services Ltd DUNO2
18/10/2018 614C63799 Re. Inv614c50064/8777. -40.56 0.00 -40.58 0.00
18/10/2018 614C63800 Re. Inv614C50965/8778 -31.15 0.00 ~31.156 0.00
26/10/2018 614C64415 Cem Skip pre-chgs/8779 MInTC9257Budg 1.248.86 0.00 1,248.86 0.00
0.00 1,177.15
Above paidon: 19/11/2018 By Cheque No 101529
Supplier : Fire Facilities Management FIR02
25/10/2018 68482 Fire safety equip yrly service 240.06 0.00 240.00 0.00
13/11/2018 68907 Office emergency lights-8828 MinTCa257Budy 80.00 0.00 90.00 0.00
13/11/2018 68929 V/Grn Pav emergency lights-883 MinYC9257Budg 90.00 0.00 90.00 0.00

Continued on Page No ; 1854
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Printed on : 19/11/2018 Houghton Regis Town Council Page 1855
At:15:11 List of Purchase Ledger Cheque Payments User: SWS
Ledger: 1 Month : 8 Linked to Cash Book : 1
Invoice Amount Discount Amount Invoice
Date  voice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
Supplier: John Curl JCURLDY
16/11/2018 245271 LTO9RUS mot & service MinTC9257Budg .267.65 .00 267.65 0.00
0.00 267.65
Above paidon: 15/11/2018 By Cheque No 101537
Supplier: Lamps & Tubes Hluminations Ltd LAMO1
31/10/2018 68842 PO5226-Col powerx7Min9548/5226 Min9548 3,601.08 0.00 3,601.08 0.00
.00 3,601.08
Above paidon: 15/11/2018 By Cheque No 101538
Supplier: Lee & Sons Cleaning Services LEEQ3
08/11/2018 1014 Windows cleaning-8814 MinTC9257Budg 50.00 0.00 50.00 0.00
0.00 50.00
Above paidon: 19/11/2018 By Cheque No 101539
Supplier : LSK Luxury Toilet Hire LSKo1
29/10/2018 S1-1988 PO4896-Fwrks wic/8784 660.00 0.00 660.00 0.00
0.00 660.00
Above paid on:  19/11/2018 By Cheque No 101540
Supplier: Rigby Taylor RIGO1
18/10/2018 RSINO279248 PO5242repiace baltery chg-8785 593.33 0.00 593.33 0.00
0.00 503.33
Above paidon:  15/1/2018 By Cheque No 101541
Supplier : Brady Corp Ltd SAF01
11/10/2018 9302858334 PO5240-M/c stencils-8751 20.04 0.00 20.04 0.00
0.00 20.04
Above paidon: 08/11/2018 By Cheqgue No 101542
Supplier: SLCC SLCO1 .
22/10/2018 126839 Loc Co Admin Bk-8787 MinTC9257Budg 103.99 0.00 103.9¢ 0.00

Continued on Page No ; 1856
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Printed on : 19/11/2018 Houghton Regis Town Council Page 1854
At:15:11 List of Purchase Ledger Cheque Payments User: SWS
Ledger: 1 Month: 8 Linked to Cash Book : 1
Invoice Amaount Discount Amount Invoice
Date  jnvoice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
0.00 420.00
Above paid on:  19/11/2018 By Cheque No 101530
Supplier : R A Rideout FRUOM
13/11/2018 105547 Late Fth Jimmy wreath-8829 MinTC9257Budg 30.00 0.00 30.00 0.00
0.00 30.00
Above paidon: 19/11/2018 By Cheque No 101531
Supplier: Geo Browns Implements Ltd GBi01
31/10/2018 112442 FPO5256-RTC light repair-8781 22.79 0.00 22.79 0.00
02/11/2018 112651 PO52562-Replace Rofavator/8812 1,195.80 0.00 1,195.80 0.00
08/11/2018 803013 POE258-Tractor hire re. HHP/88 408.00 0.00 408.00 0.00
0.00 1,626.59
Above paid on: 19/11/2018 By Cheque No 101532
Supplier: Groundwork East GRO02
24/10/2018 7402 Pop-Up Cafe + Apr-Sept Com Ser 9473 13,408.15 0.00 13,408.15 0.00
0.00 13,408.15
Above paidon: 19/11/2018 By Cheque No 101533
Supplier : HSC Security HSCo1
06/11/2018 INV-0048 PO4898-Fireworks security-8823 450.00 0.00 450.00 0.00
- 0.00 450.00
Abovepaid on: 19/11/2018 By Cheque No 101534
Supplier: IRTS Ltd IRTO1
01/10/2018 159569 POS5196-grafitli equip prt/8783 148.19 0.00 148.19 0.00
0.00 148.19
Above paidon: 15/11/2018 By Cheque No 101535
Supplier : Jaspers Hire Ltd JASO
17/10/2018 156887 PO&093-POH furniture-8771 1.281.20 0.00 1,291.20 (.00
0.00 1,201.20
Abovepaidon: 15/11/2018 By Cheque No 101536

Continued on Page No ; 1855
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Printed on : 19/11/2018 Houghton Regis Town Council Page 1856
At:15:11 List of Purchase Ledger Cheque Payments User : SWS
Ledger : 1 Month: 8 Linked to Cash Book : 1
invoice Amount Discount Amount Invoice
Date  Invoice No Supplier Name and invoice Details Authorized Ref Due  Taken Paid Balance
0.00 103.99
Above paidon: 19/11/2018 By Cheque No 101543
Supplier : Spaldings Limited SPAO1
22/10/2018 SI-2375383 PO5243-Prune sawx4/8802 156.59 0.00 156.59 0.00
24/10/2018 SI-2376257 POS&247-CO2 Fire exix2/8803 134.40 0.00 134.40 0.00
0.00 290.99
Above paideon: 16/11/2018 By Cheque No 101544
Supplier : Thomas Fattorini Ltd THOO1
15/10/2018 46929 Cermetery wasle - 8788 300.00 0.00 300.00 0.00
23/10/2018 1234760 1234760/8789/5166/Thomas Fatto Com Ser 9485 257.86 0.00 257.86 0.00
01/11/2018 C/N46920 Remove as wrong supplier-8838 -300.00 0.00 -300.00 0.00
0.00 257.86
Above paidon: 19/11/2018 By Cheque No 101545
Supplier: Thomas Bros. Excavations {Luton) Ltd THOMAS
01/11/2018 46929 PO5230- Remove cemetery chalk- 300.00 0.00 300.00 0.00
0.00 300.00
Above paidon: 12/11/2018 By Chegue No 101546
Supplier : Right Fuelcard Company Ltd TOTO
07/10/2018 2401806 KEOBBHZx20.911trs-3.10/8818 MinTC9257Budg 33.62 0.00 33.82 0.00
21/10/2018 2413551 KEOBBHZx21.47Mrs-19.10/8819 MinTC92578udg 79.32 0.00 79.32 0.00
28/10/2018 2419252 KEQBBHZx18.21ifrs-26.10/880 tin 329.16 0.00 329.16 0.00
TCO257Budget
04/11/2018 2430523 KG64BGKx54.371Hrs:30.10/8817 Min 90.36 0.00 90.36 0.00
TCY9257Budget
11/11/2018 2436591 KEQ6BHZx15.791frs-5.11.18/8830 MinTC8257Budg 73.31 0.00 73.31 0.00
0.00 605.77
Above paid on: 19/11/2018 By Cheque No 101547
PAYMENT TOTALS 0.00 48,813.48
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Houghton Regis Town Council \ *
Schedule List of Payments - 12.11.18

Supplier Type Date Num Memo Balance (£)
Affirity for Business Invoice 16,1018 115 Village Green Pavilion water usage for the pericd: 10.4.18 - 4.10.18 including carry forwards 584.13
Amazon Request 231018 202-7335837 PO5245 - Items for Grounds Maintenance 4.50
Amazon Request 23.10.18  202-8795266 PO5245 - Office and Grounds maintenance supplies 19.47
Amazon Request  23.10.18  203-0005976 POS5246 - civic regalia stationery 23.76
Amazon Request 251018 206-0250152 FO5249 - highway supplies for Moore Cresgent Recreation Ground 19.48
Amazon Request 30.10.18  026-9381933 PO5254 - ltems for Council events 84.95
Amazon Request 23.10.18  203-5363512 P05248 - civic regalia stationery 58.40
Amazon Request 30.10.18  026-1361047 PO5255 - ltems for Council events 27.82
Amazon Request 01.11.18  203-8387933 PO5259 - Items for Town Centre Attraction 39.75
Amazen Request 01.11.18  203-8047001 PO5259 - Items for Town Centre Attraction 11.48
Amazon Request 01.11.18  203-3005861 POS5259 - Items for Town Centre Attraction 7.99
Amazon Request 301018  203-6228947 PQ5253 - tems for Youth Council 21.54
Amazon Request  30.10.18  203-3944557 PO5253 - tems for Youth Coungil 17.58
Amazon Request  30.10.18  203-4043279 PO5253 - items for Youth Council 21,54
Amazon Request 301018 203-4504411 P05253 - Items for Youth Council 17.81
Amazon Request 30.10.18  203-5098670 PQ5253 - Items for Youth Council 3587
Amazon Request  30.10.18  203-5784894 PQ5253 - ltems for Youth Council B.75
Amazon Request  30.10.18  203-8593602 PO5253 - Items for Youtk Coungil 10.77
Amazon Request  6.11.18 202-0158662 PO5262 - Office supplies 14.48
Amazon Request 9.11.18 2026080724 POS5272 - Iterms for Santa Grotto 39.98
Armazon Request 9.11.18 202-3947219 PQO5272 - Items for Santa Grotto 17.97
Amazon Request  9.11.18 2021601075 PQ5272 - ltems for Santa Grotto 39.90
Armazon Request  9.11.18 202-7948428 POS272 - tems for Santa Grotto 14.10
Baker Ross Invoice 6.11.18 1007547084 PO5261 - ltems for Town Centre Attraction event 162.11
Baker Ross Invoice 9.11.18 1001630541 PO5270 - Items for Santa’s Grotto 163.80

Staff basic salaries, NIC, superannuation and payroll administration costs & for November 2018 plus accrued travel & overtime costs for
Bedford Borough Council Invoice 13.11.18 18817170 Qctober 2018 in accordance with Min TC9257 Budget 42,196.56
Employment Law Advisory Services Lid Invoice 25918 ELA105275 PO5145 - Evaluation of further tests following initial assessment 1,194.00
Francotyp Postalia Ltd Invoice 171018 19604954 Credit advancement of franking machine's account on 17.10.18 to replenish funds for used postage 250.00
Gillian Omston Invoice 11.8.18 HRTC002/2018 Officer’s coaching session in September 2018 ) 100.00
Glowstick Company Request 6.11.18 200318489 PO5263 - ltems for Celebration of Xmas 53.74
Hawthom Park Community School Request 19.10.18  WW1 Grant Grantee for the WW1 Anniversary Grant 200.00
HRTC Fireworks Request 30,1118  Subs Float for staff & volunteer marshalls’ subsistance for Firewarks event 125.00
HRTC Firewaorks Request 30.11.18  Souvenirs Float for scuvenir stall for Fireworks event 30.00
Information Commissicner Office Request 291018 Renewal Renewal of Data Protection Fee for the period: 4.12.18 - 3.12.19 40.00
Maorrisons Request  31.10.18  O/Np.3031697542 PO5255 - items for Fireworks display, Remembrance Sunday and Mayor's visit to Senior Citizens homes 87.58
Petty Cash Request 02.11.18  Petty Cash Petty Cash replenishment of funds used during October 2018 in accordance with Fin Reg 6.20 144.60
Found Toy Request 01.11.18  O/No. PT33078 PO5260 - Items for Santas Grotte 211.50
Signomatic Request 231018 12736681 PQ5244 - Butterfly Garden Sign for Town Centre Attraction 40,87
Superdrug Request 14.11.18 88748485 PO5276 - ltems for Mayor's visits to Lady Spencer House senior citizen 60.90
Vista Print Request 9.11.18 VTXMT-15A24-1R9 POS273 - items for Town Centre Attraction event 25,78
The Works Request 9.11.18 16957054 FO5271 - ttems for Santa Grofto 45.00

TJOTAL 46,271.86
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03/12/2018 Houghton Regis Town Council Page 1864

08:52 List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1 Entered Month 8
by user SWS

Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance

AMF01 AMF Services {Bedford) Ltd

Flame Beacon spare hoses 14/11/2018 20302 : 1 101.70 0.00 101.70 0.00

Autherised: MinTC9257Budget

0.00 101.70

Above paid on 28/11/2018 by Cheque 101549

ARCO1 Arco Limited
Grnds clothing credit-8810 05/11/2018 C/N934248709 1 -54.64 0.00 -54.64 (.00
PO5216-Protective clothing-883 16/11/2018 934336437 1 151.79 0.00 161.79 0.00
PO5216-Grnds Men clothing/8886 05/11/2018 934314813 1 112.50 0.0 112.50 0.60
0.00 209.65

Above paid on 30/11/2018 by Cheque 101550
BEDO2 Bedfordshire Pension Fund
G. Twiss October '18 pension 20/11/2018 736001 1 49.38 0.00 49.38 0.00

Authorised: MinTC9257Budget

0.00 49.38

Above paid on 30/11/2018 by Cheque 101551

DUNO02 Biffa Waste Services Ltd

Cemelery skip exchanges 231112018 614C67008 1 1,152.86 0.00 1,152.86 0.00
Authorised: MinTC9257Budget

PO4893-Fireworks skip/8877 23/11/2018 B14C67009 1 364.00 0.00 354.00 0.60

0.00 1,506.86

Above paid on 30/11/2018 by Cheque 101552

GBIo1 Geo Browns implements Ltd
PO5256-RTV buggy part-8827 09/11/2018 113479 1 3248 0.00 3248 0.00
PO5265-Kubota exhaust-8834 16/11/2018 114175 1 50.15 0.00 50.15 0.00
0.00 82.63
Above paid on 30/11/2018 by Cheque 101553
HERG Hertfordshire County Council

Continued over page
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Houghton Regis Town Council Page 1865

List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1

Supplier and Invoice Details

Slationery items - 8800
Authorised: Min TC92578udget

Entered Month 8

by user SWS

Invoice Date  Invoice No Ledger AmountDue  Discount Amount Paid Balance

31/10/2018  H101806607 1 44.48 0.00 44.48 0.00
0.00 44.48

Above paid on 30/11/2018 by Cheque 101554

JELO1 Jelprint Ltd
PO5274-Mayor's Xmas cardsx1000

Cel of Xmas programx250/8881
Authorised: MIinTC9257Budget

26/11/2018 05126 1 312.00 0.00 312.00 0.00
206/11/2018 05127 1 260.00 0.00 260.00 €.00
0.00 572.00

Above paid on 30/11/2018 by Chegue 101555

JMEQ1 J M Electrical Services BEDFORD Ltd

PO5280-T/F Pav radiator repair

2111/2018 4553 1 108.00 0.00 108.00 0.00

0.00 108.00

Above paid on 30/11/2018 by Cheque 101556

PHS01 PHS Group

Sanitation supplies
Authorised: MinTC9257Budget

09/11/2018 66275973 1 98.70 0.00 98.70 0.00

0.00 98.70

Above paid on 30/11/2018 by Cheque 101557

PRO01 Proludic Ltd
PO5277-Seats x 2-V/Grn/8872

26/11/2018 111035100005 1 136.32 0.00 136.32 0.00

0.00 136.32

Above paid on 30/11/2018 by Cheque 101558

RPMO1 Reids Playground Maintenance Ltd

POb266-P/S P/Grnd wef pour 22/11/2018 2943 1 564.00 0.00 564.00 0.00
POB267-P/S M/unit wet pour 22/11/2018 é944 1 696.00 0.00 696.00 0.00
POS5268- P/S seats & swings 22M11/2018 2942 1 1,170.00 0.00 1,170.00 0.00

0.00 2,430.00

Above paid on 30/11/2018 by Cheque 101559

Continued over page
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03/12/2018 Houghton Regis Town Council Page 1866
08:52 List of Purchase Ledger Payments User: SWS
Linked to Cashbook 1 Entered Month 8

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance

THESAFERO01 The Safer Luton Partnership

Remembrance Service SOS bus 14/11/2018 SLPMHRTC/S579 1 100.00 0.00 100.00 0.00
Authorised: MinTC2257Budget

0.00 100.00

Above paid on 30/11/2018 by Cheque 101560

TOTM Right Fueicard Company Ltd
Fuel 18/11/2018 2442880 1 154.07 0.00 154.07 0.00
Authorised: MinTC8257Budget |

KEOBBFHZx23,99itrs-22.11/8882 26/11/2018 2448731 1 38.95 0.00 38.95 0.00
Authorised: MinTC9257Budget

0.00 193.02

Above paid on 30/11/2018 by Cheque 101561

Total Purchase Ledger Payments 0.00 5,632.74
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14/12/2018 Houghton Regis Town Council 7T Vo Page 1875
16:34 List of Purchase Ledger Payments User: SWS
Linked to Cashbook 1 Entered Month 9

by user SWS
Supplier and Invoice Details Invoice Date  Invoice No Ledger AmountDue  Discount Amount Paid Balance
AAAD1 A A A Security
W/S call out:27.11.16/8915 01/12/2018 INV78525 1 120.00 0.00 120.00 0.00
Authorised: MinTC9257Budget
Off 2019 alarm mainfenance/891 01/12/2018 78492 1 315.12 0.00 315.12 0.00
Authorised: MinTC9257Budget

0.00 43512 -~

Above paid on 24/12/2018 by Chegue 101569~ i« v 7

AMF01 AMF Services (Bedford) Ltd

Dennis m/c service/8918 01/12/2618 20358

Authorised: MinTC9257Budget

1 335.84 0.00 336.84 0.00

0.00 335.84

Above palid on 20/12/2018 by Cheque 101563

BEDO2 Bedfordshire Pension Fund

Nov Pension-G. Twiss/8929 10/12/2018 736332

Autharised: MinTC9257Budget

1 49.38 0.00 49.38 0.00

0.00 49.38

Above paid on 20/12/2018 by Cheque 101564

BQO1 Trade UK

Grnds consumables/8804 02/11/2018 0925704695

Authorised: MinTC9257Budget

Consumable items-8826 08/11/2018 0927328852

Authorised: MinTC8257Budget

1 62.52 0.00 62.62 0.00
1 22.40 0.00 22.40 0.00
0.00 84.92

Above pald on 25/12/2018 by Cheque 401874 (< i Ylo Ey

DUND2 Biffa Waste Services Lid

PO5257-HHP waste (Sinv4522/23) 23/11/2018 614C67010

1 2,191.97 0.00 2,191.97 0.00

0.00 2,191.97

Above paid on 18/12/2018 by Cheque 104562~ | « + ¥l S

Continued over page
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14/12/2018 "7 ¢S Houghton Regis Town Council 0 Page 1876

16:34 List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1 Entered Month 9
by user SWS

Supplfer and Invoice Details invoice Date Invoice No Ledger AmountDue  Discount Amount Paid Balance

FIR02 Fire Facitities Management

5281-off emergency light repar 12/12/2018 69672 1 320.40 0.00 320.40 0.00

0.00 320.40

Above paid on 24/12/2018 by Cheque 404570 i < ¥l "

HERO1 Hertfordshire County Council
POS5278-staitonery/8934 01/12/2018 H111807109 1 107.78 0.00 107.76 0.00
0.00 167.76
Above paid on 24/12/2018 by Cheque 181574 | o < %
KINO1 Kings Arms Ltd
POH - Red & White wine/8932 13/12/2018 100 1 180.00 0.00 180.00 0.00

Authorised: MinTC2257Budget

0.00 180.00

Above paid on 20/12/2018 by Cheque 104565- 1<0{ N %

PERO03 Mr Craig Lithgo

Sarnita's/G balloon model/8925 08/12/2018 0188 1 250.00 0.00 250.00 0.00
Authorised: MinTC8257Budget

0.00 250.00
Above paid on 20/12/2018 by Cheque 101666— | < & S l=

SCR02 Trade UK Account
Beacon Bamboo Screen-8815 05/11/2018 0926271598 1 59.97 0.00 58.97 0.60
Authorised: MinTC9257Budget
Grnds consumabie items 01/11/2018 0929398491 1 24.57 0.00 24.57 0.00
Authorised: MinTC9257Budget

0.00 84.54

Above paid on 24/12/2018 by Cheque 184572~ | & V7 ke

SHAM Sharp Business Systems UK Plc

Sharp rental:1.12-28.2.19/8919 06/12/2018 8070045757 1 724.56 0.00 724.56 0.00
Authorised: MinTC9257Budget

0.00 724.56

Above paid on 24/12/2018 by Cheque 104573~ < ¥ 1

Continued over page
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-

16:34 List of Purchase Ledger Payments User: SWS
tinked to Cashbook 1 Entered Month 9

by user SW3
Supplier and Invoice Detalls Invoice Date Invoice No Ledger AmountDue  Discount Amount Paid Balance
TOTO1 Right Fueicard Company Ltd
Petrol card monthly fee/8926 02/12/2018 2460071 1 6.00 0.00 6.00 0.00
Authorised: MinTC9257Budget
Petrof usage/8927 09/12/2018 2466099 1 430.99 0.00 430.9¢ 0.00
Authorised: MinTC9257Budget

0.00 436.99

Above paid on 20/12/2018 by Cheque 104667 | <3 T L

TRAO2 TravisBead Ltd

POB295-V11 N/Hood FPlan/8928 11/12/2018 TBLTD546 1 372.00 0.00 372.00 0.00
Authorised: Plan Committee

0.00 372.00

Above paid on 20/12/2018 by Cheque 104668 | <1 ¥ ¥ 5

Total Purchase Ledger Payments 0.00 5,573.48
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21/01/2019

16:36

Houghton Regis Town Council

List of Purchase Ledger Payments

Page 1892

User: SW3

Linked to Cashbook 1

Entered Month 10

by user SWS
Supplier and Invoice Details Invoice Date [nvoice No Ledger Amount Due Discount Amount Paid Balance
AAAD A A A Security
W#S alarm call out: 18.12/8991 01/01/2019  INV78%19 1 84.00 0.00 84.00 0.00
Authorised: MinTC9257Budget
P
0.00 8400 >
Above paid on 21/01/2019 by Cheque 101579
AMFO1 AMF Services (Bedford) Ltd
Ransomes Matador71/8970 06/12/2018 20421 1 206.28 0.00 296.28 ST o000
Authorised: MinTC9257Budget
—
Ransomes Super Cerfes/8971 06/12/2018 20422 1 300.61 0.00 30061 S 1 o000
Authorised: MinTC9257Budget
Shibaura m/c service/3020 09/01/2019 20486 1 2,290.95 0.00 2,290.95 Q-..l'l/ 0.00
Authorised: MinTC9257Budget
Stihi KM130R service/9021 03/01/2019 20472 1 121.98 0.00 121.98 S"T 0.00
Authorised: MinTC9257Budget
Kubota 626 service/3022 09/01/2019 20512 : 1 948.85 0.00 948.85 0.00
Authorised: MinTC8257Budget
0.00 3,958.67
Above paid on 17/01/2018 by Cheque 101578
AVOD1 Avonmore Associates
B/Grm one-off service/8974 19/12/2018 12989 1 630.84 0.0 630.84 0.00
0.00 630.84

Above paid on 16/01/2019 by Cheque 101576

BLAD1
PO5300- Transit tyre-8984

Blain's Trailers & Tyres Ltd

02/01/2019 56816 1

86.40

0.00 86.40 0.00

0.00 86.40

Above paid on 21/01/2019 by Cheque 101580

BOAO1

PO5298-green waste/8052

B R Boatwright

01/01/2018 PQ5298 1

540.00

0.00 540.00 0.00

0.00 540.00

Above paid on 12/01/2019 by Cheque 101575

-

Continued over page
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21/01/2019

16:36

Houghton Regis Town Council

List of Purchase Ledger Payments

Page 1893

User: SWS

Linked to Cashbook 1

Entered Month 10

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger AmountDue  Discount Amount Paid Balance
BQO1 Trade UK
Grnds consumable items/8832 07/12/2018 0935425942 1 37.00 0.00 37.00 0.00
Authorised: MinTC9257Budget
Concrete for fence repait/8969 17M12/2018 0937737771 1 28.80 6.00 28.80 0.00
Authorised: MinTG9257Budget
Landscaping itemns/9051 01/01/2018 0936943076 1 36.80 0.00 36.80 0.00
Authorised: MinTC8257Budget

0.00 102.60

Above paid on 21/01/2019 by Cheque 101581

CROO1 CGromwell Group (Holdings} Ltd
PO5310-refuse sacks/9048 18/01/2019 16144558 i 947.64 0.00 947.64 0.00
0.00 947.64
Above paid on 21/01/2019 by Cheque 101582
DUNO2 Biffa Waste Services Ltd

Re. Inv614c81761/8973
Authorised: MinTC9257Budget

Cemelery skip /8977 28/12/2018 614C69786

Authorised: MinTC9257Budget

16/12/2018 C/NB14C62047

1 -258.00 0.00 -2568.00 0.00

1 1,441.08 0.00 1,441.08 0.00

0.00 1,183.08

Above paid on 21/01/2019 by Cheque 101583

GBI01 Geo Browns Implements Ltd
Kubota replace battery/9041 15/01/2019 120069 1 98.88 0.00 98.88 0.00
0.06 98.88
Above paid on 21/01/2019 by Cheque 101584
HERO01 Hertfordshire County Council

PO5296- Adx35 reams-8985 3141212018 H121804738

1 78.12 0.00 78.12 0.00

0.00 78.12

Above paid on 21/01/2019 by Cheque 101585

Continued over page
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21/01/2019 Houghton Regis Town Council Page 1894

16:38 List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1 Entered Month 10
by user SWS

Supptier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance

LEEO3 Lee & Sons Cleaning Services

Offices window clean/g8003 11/01/2018 1042 1 50.00 0.00 50.00 0.00

Authorised; MInTC8257Budget

0.00 50.00

Above paid on 21/01/2019 by Cheque 101586

NALG1 NALC

Loc Co Explained bi/8978 21/12/2018 9927 1 49.44 0.00 49,44 0.00
Authorised: MinTC3257Budget

0.00 49.44

Above paid on 21/01/2019 by Cheque 101587

SCR02 Trade UK Account

Safety Boots 04/12/2018 0934424446 1 29.99 0.00 29,99 0.00
Authorised: MinTC9257Budget

Grnds consumable items 03/12/2018 0834090777 1 8.29 0.00 8.28 0.00
Authorised: MinTC9257Budget

Grnds consumable iterns/8924 07/112/2048 0935425934 1 16.48 0.00 16.48 0.0
Authorised: MinTC8257Budget

Bolt Cutters x 2/8955 13/12/2018 (936964308 1 29.98 0.00 29.97 0.01

Authorised: MinTC8257Budget

0.00 84.73

Above paid on 21/01/2018 by Cheque 101588

SJ801 8 .J S Irrigation

B/ Club sprinkler repair/9042 15/01/2019 15906 1 268.20 0.00 268.20 0.00
Authorised: MinTC9257Budget

0.00 268.20

Above paid on 21/01/2019 by Cheque 101582

SPAD Spaldings Limited
P0O5303-knapsack spray&parts/90 08/01/2019  S1-2394542 k| 293.42 0.00 293.42 0.00

0.00 293.42

Above paid on 21/01/2019 by Cheque 101590

Continued over page
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21/01/2019 Houghton Regis Town Council Page 1895

16:38 List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1 Entered Month 10
by user SWS

Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance

TOTHM Right Fuelcard Company Ltd

Fuel usage/8965 16/12/2018 2472430 1 95.03 0.00 95.03 0.00

17.12.18-KEQ6BHZx 161irs/8980 23/12/2018 2477884 1 25.49 0.00 25.49 0.00

Authorised: MinTC9257Budget

Jan H R Suppoert/8981 04/01/2019  INV-010160 1 120,00 0.00 120.00 0.00

Authorised: Corp9213

Fuel cards x 6§ mthiy chg/8992 06/01/2019 2492942 1 84.04 0.00 84.04 0.00

Authorised: MinTC9257Budget

Reverse as wrong supplier 01/01/2019 C/NREVERSAL 1 ~120.00 0.00 -120.00 0.00
Authorised: Reversal

0.00 204.56

Above paid on 16/01/2019 by Cheque 131577

Total Purchase Ledger Payments 0.00 8,660.58
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CORPORATE SERVICES COMMITTEE Agenda Item 9

Date: 22nd February 2019

Title: Investment Report

Purpose of the To provide to members a report on investments to date
Report:

Contact Officer: Debbie Marsh, Corporate Services Manager

1. RECOMMENDATION

To note the report.

BACKGROUND

In accordance with Committee Functions, Financial Regulations 8 and Banking
Arrangements, Invesiment Strategy & Investment Arrangements Policy

Committee Functions require the Corporate Services Commiittee to receive quarterly
reports on investments containing a forecast of capital expenditure, investment
opportunities and a recommendation for further investment including where, length
and amount.

INVESTMENT PROCESS

Commencement of the Public Sector Deposit Fund was September 2014 and the
LAMIT Authorities Property Fund was October 2014. In accordance with Minutes
AC1113 and AC1121, two officers administrate the account for supervision and audit
trail purposes of the Public Sector Deposit Account and the LAMIT Authorities
Property Fund. Both these investments are short-term with an annual roll-on.

COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

IMPLICATIONS

Corporate Implications



This report is supported by the following council policies:

+ Financial Regulations
» Risk Management Strategy
¢ Banking Arrangements, Investment Strategy & Investment Arrangements

Legal Implications
e There are no legal implications

Financial Implications
s There are no financial implications of this report.

Risk Implications
» There are no risk implications of this report.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity,
eliminate unlawful discrimination, harassment and victimisation and foster good
relations in respect of nine protected characteristics; age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion
or belief, sex and sexual orientation.

This report does not discriminate.

Press Contact
¢ There are no press implications.

6. CONCLUSION AND NEXT STEPS

To continue the reinvestment and be presented with other investment opportunities at
the next committee,

7.  APPENDICES

Appendix A: Graphs showing dividends
Appendix B: Chronological list of significant activities from April 2018.
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Corporate Services Committee Appendix B
22" February 2019

CCLA — The Pubiic Sector Deposit Fund

Below is a chronological log of significant activities during this current financial year.

Date Opening Details Amount Shares Closing Other details
Balance Balance
01.04.18 | £858,000 Balance 858,000 | £858,000

05.04.18 | £858,000 Withdrawal | -£35,000 823,000 | £823,000 Transfer to current account to top
up funds for  expenditure
purchases

11.04.18 | £823,000 Withdrawal | -£35,000 788,000 | £788,000 Transfer to current account to top
up funds for  expenditure

purchases

04.09.18 | £788,000 Withdrawal | -£35,000 753,000 | £753,000 Transfer to current account to top
up funds for  expenditure

purchases

18.12.18 | £753,000 Deposit £ 5,000 758,000 | £758,000 Subscription of 5,000 additional
shares.

19.12.18 | £758,000 Deposit £20,000 778,000 | £778,000 Subscription of 20,000 additional
shares.

21.12.18 | £778,000 Deposit £20,000 798,000 | £798,000 Subscription of 20,000 additional
shares.

24.12.18 | £798,000 Deposit £20,000 818,000 | £818,000 Subscription of 20,000 additional
shares.

07.01.19 | £818,000 Deposit £20,000 838,000 | £838,000 Subscription of 20,000 additional
shares.

30.01.19 | £838,000 Withdrawal | £35,000 803,000 | £803,000 Transfer to current account to top
up funds for expenditure
purchases

14.02.19 | £803,000 Withdrawal | £35,000 768,000 | £768,000 Transfer to current account to fop
up funds for expenditure
purchases

CCLA - Local Authorities’ Property Fund

Below is a chronological log of significant activities during this current financial year.

Date Opening | Details Amount | Shares | Bid market | Bid market value | Other details
Balance total value per one unit

01.04.18 | £600,000 213,503 | £634,808.47 | 297.33 pence

30.06.18 | £600,000 213,503 | £638,160.47 | 298.90 pence

30.09.18 | £600,000 213,503 | £638,309.92 | 298.97 pence

11.10.18 | £600,000 213,503 | £638,310.00 | 298.97 pence

31.12.18 | £600,000 213,503 | £648,515.36 | 303.75 pence

Pagelofl 22/02/2019
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[Ref:  |Outcome

vaernrching Committee

|Committee Update at 4th March 2019 |

Objective 2 To face the challenges and maximise the opportunities of growth.

2e.

Raisa the Town's profile

Corporate Services Committee

AMBER Town Guide including Spatial Plan produced and defivered to
residents and businesses in Nov '16. Welcome packs delivered to new
residents in Regents Place, off Bedford Read. Propesal - that a small number
of welcome packs are delivered, guarterly, to the sales offices to be
provided to potential new residents. Members are being requested to
supgest ways in which publications can be delivered to new residents.

Objecti

ve 5 To build a strong, efficient and proactive Town Council

5a.

Review the corporate structure to ensure
that the Town Council delivers its 5
objectives

Corporate Services Commitiee

GREEN Independent review undertaken. Resuits fed back. Changes agreed
aad implemented, COMPLETED.

Sh.

Review the democratic structure to
ensure that the Town Council delivers its
5 objectives

Corporate Services Commitiee

AMBER Review democratic processes - Independent review
undertaken, Resutts fed back. Changes agreed and implemented. No
progress on a community outreach programme, Team listening sessions
delivered through Member Open Sessions, difficulties experienced and
sessions do not benefit from cross party support. This item was discussed at
Town Council an the 8th October 2018 minute number 3608. Nothing
resolved.

Ce.

Review the manageriaf structure to
ensure that the Town Council defivers its
5 objectives

Corporate Services Committee

GREEN Job descriptions & Job evaluation - Independent review
undertaken. Results fed back. Changes agreed and implemented.
COMPLETED. Appraisals - training delivered and new policy agreed.
Implementation of palicy underway. Skills being assessed and reviewed.
Tools and equipment under review, some new purchases made and being
used.

Sh,

Caonsider, plan & implement appropriate
office improvements

Corporate Services Commities

GREEN New kitchien installed, Hand towel dispenser installed. Cffice
flocr has been investigated - due to the way the carpet has been laid to
replace/repair the floor would need logisitical consideration as well as
budget. Structural survey of the whale building completed. repairs
recommended. Council agreed to the repairs to the floor in the main office.
Repairs due to commence luly 2018, Completed August 2018,

5k,

Deveiop @ HRTC policy position on
statutory functions provided by outside
bodies

Corporate Services Commitiee

GREEN Craft policy presented to Corporate 26th November 2018 for
ratification at Town Council 25tk March 2019.

sl.

Develop 2 local apprenticeship scheme

Corporate Services Committee

GREEN 2 apprentices employed from June 2014. Office apprentice
employed from summer 2016, left in August 2017. New office apprentice
started in November 2017, Grounds apprentice employed as a junior
groundsiman in October 2017, Arecommendation coming from Personnel
Sub-Committee, PE62, to Town Councii that a Groundsperson
apprenticeship scheme be approved subject to budget provision.
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CORPORATE SERVICES Agenda Item 12

Date: 4% March 2019
Title: Ceremonial Robes Policy

Purpose of the Report: To present to members a draft policy on the wearing of the
ceremonial robes.

Contact Officer: Clare Evans, Town Clerk

1. RECOMMENDATION

To recommend to Town Council that the Ceremonial Robes Policy be approved.

2.  BACKGROUND

Houghton Regis Town Council decided to purchase ceremonial robes at its meeting on
30" January 2017. The robes were first worn by the incoming mayor, Joanna Hillyard,
at the Mayoral Inauguration on 24™ May 2017.

Although guidance was provided through the report on the purchase of the robes in
relation to when they may be worn it is suggested that it is more appropriate for this to
be formalised into council policy.

At the Town Council meeting held on the 21% January 2019 Members received a report
and draft policy on the wearing of the ceremonial robes. Following discussions

Members agreed (Minute No. 9756) that this policy should be considered a the next
Corporate Services meeting prior to being put before Town Council.

3.  ISSUES FOR CONSIDERATION

The attached draft policy provides detail on:

1. History and Composition

2. Background

3. Definition

4. Wearing of the Ceremonial Robes
5. Practicalities

6. Policy Review



Members are invited to discuss the draft policy.

4. COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

5. IMPLICATIONS
Corporate Implications

» The wearing of the Ceremonial Robes helps to promote the role of the Mayor
and enhances the identity of the town council,

Legal Implications
e There are no legal implications.

Financial Implications
e There are no financial implications.

Risk Implications
e The policy helps to reduce the risk of inappropriate use of the robes.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage
and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This policy does not discriminate.

Press Contact
It is not considered necessary to contact the press in relation to this matter.

6. CONCLUSION AND NEXT STEPS

The approval of this policy provides clear guidance on the use of the Ceremonial Robes.

7.  APPENDICES

Appendix A Draft Ceremonial Robes Policy

<K
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Mayoral Robes Policy Approved: 1 APPENDIX A

HOUGHTON REGIS TOWN COUNCIL

Ceremonial Robes Policy.

Date of approval:

Dates of review:

Dates of re-approval :

Contents

1. History and Composition

2. Background
3. Definition -

4. Wearing of thé"éé__lfgmql

5. Practicalitie

6. Policy Review




Mayoral Robes Policy Approved: TBC

1.0

2.0

3.0

4.0

HISTORY AND COMPOSITION

Usually, mayoral gowns are scarlet with fur and black velvet "guards". Scarlet was
the royal colour and the Mayor was the representative of the crown in the locality.
Nowadays, however, municipalities often choose colours relevant to the community,
perhaps even from the colours in a coat of arms. The decision is the privilege of the
Council. Usually, the fronts of the gown coat and the cape sleeves are lined with
white silk: it used to be ermine but is now reduced to white silk. The ermine was
representative of the dignity of the office, the white silk now making a much more
practical weight.

BACKGROUND

Houghton Regis Town Council decided to puichasc: ceremomal robes at its meeting
on 30th January 2017. The robes were ﬁrst worn by the incoming mayor, Joanna
Hillyard, at the Mayoral Inauguration o 24th May 2017."

DEFINITION

The Houghton Regis mayoral robcs mclude:’:}f}

e A traditional red gown of -Wool_p_ ama with a black velvet trim and faux fur
* A wedge jabot P
e Tricomn hat

WEARING: :OF THE CEREMONIAL ROBES

The Maym of Houghton __Regls 1S 1equ d 1:0 wear the robes on the following civic

2t Remembzance Sunday E
. C1v1c Serv1ce '

following occasion

¢  Full Town Council meetings (excluding committee and sub committee meetings)
¢  Christmas Carol Service

»  Atother HRTC civic and community events

e Atother civic events upon the permission / request of the event organiser

! The mayor may seck dispensation from wearing these robes from the Clerk should there be a personal issue.

A3




Mayoral Robes Policy Approved: TBC

6.0

PRACTICALITIES

Storage:
The tobe shall be kept in the Town Council offices for secure storage in a purpose

design storage bag.
Cleaning:

The robe will be cleaned on an annual basis by a specialist in ‘valet’ dry cleaning. It
may be cleaned more frequently should the need arise.

REVIEW

This policy will be reviewed every 4 years or as.r qulred by the Corporate Services
Committee. '

M
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CORPORATE SERVICES Agenda Item 13

Date: 4™ March 2019
Title: Co-option Policy
Purpose of the Report: To present to members a draft policy on co-option.

Contact Officer: Debbie Marsh, Corporate Services Manager

1. RECOMMENDATION

To recommend to Town Council that the Co-option Policy & procedure be
approved.

2. BACKGROUND
Houghton Regis Town Council has not, up until now, had a Co-option policy.

This policy will inform Members of the procedures that need to be adhered to when a
casual vacancy arises.

3. ISSUES FOR CONSIDERATION

The attached draft policy provides detail on:

[. Introduction

2. Notice of vacancies
3. Eligibility

4. Person specification
5. Decision making
6. Policy Review

Members are invited to discuss the draft policy and attached eligibility criteria.

4. COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.




5. IMPLICATIONS

Corporate Implications
o There are no corporate implications,

Legal Implications
e There are no legal implications.

Financial Implications
o There are no financial implications.

Risk Implications
e There are no risk implications.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage
and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This policy does not discriminate.

Press Contact
It is not considered necessary to contact the press in relation to this maiter.

6. CONCLUSION AND NEXT STEPS

The approval of this policy provides clear guidance on the procedures following a
casual vacancy.

7.  APPENDICES

Appendix A Draft Co-option policy and eligibility criteria

Page 2 of 2
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Houghton Regis Town Council 4% March 2019
Ca-option Policy & Procedure

HOUGHTON REGIS TOWN COUNCIL

adres,

Date of Approval:

Reviewed:

Date of Re approval:

Based on NALC briefing note L.15-08

Contents

Appendix AV— Person specification criteria

<%



Houghton Regis Town Council

Co-option Policy & Procedure

1.

1.1

1.2

2.1

2.2

23

3.

3.1

3.2

INTRODUCTION

The Co-option of a Parish Councillor occurs when a casual vacancy has arisen on the
Council and no poll (by- election) has been called.

The Council should fill the vacancy by co-option as soon as practicable. It must
do this, if the period of vacancy has six month or more to run. It may, but is not
bound to do so, if less.

NOTICE OF VACANCIES

procedure will be followed.

Following written confirmation, from thg% toral Ser% Officer, Central
Bedfordshire Council, that the casual ygéancy can be fi lled@means of co-

option, the Town Clerk will:

O \lﬂl

Jﬂkﬂw‘
H

a) Advertise the vacancy for 4 weeks ﬁh?'rov?n Council’s notice boards
website and social media accounts; =

b) Advise all Counmllor%emall that %c
implemented.

option policy has been

=
=

NALC recommends that the publignotié OUEE giverElyn “council invites apphcatlons
5 gﬁ b111ty cﬁfena for being a councillor and

(ii) the comgg%lmes ledina perso%pemﬁcaﬂon agreed by the council.

ensurc-tak oun:fi;tgon&der Tor co-option only those candidates who are
=‘hglble to be cﬂloi%&LC recommends that councils require candidate(s)

< gkco-option to E%re or @ify in writing that they:

i[FH

And

« are not disqualified, pursuant to .80 of the 1972 Act, to be a member of
the council.

A council may need to investigate or obtain evidence about a candidate’s
eligibility to be a councillor if this is challenged.

4" March 2019
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Houghton Regis Town Council

Co-option Policy & Procedure

4% March 2019

4,

4.1

42

5.1

6.1

PERSON SPECIFICATION

After receipt of a candidate’s written self-certification which confirms he meets
the statutory requirements to be a member of a local council, the council will need
to fairly consider if candidates are suitable for co-option. Candidates may be
assessed by whether or not they meet the criteria in a person specification, agreed
by the council, An example of a person specification is attached as appendix A.

Copies of the applicant’s application will be circulated to all Councillors by the
Clerk at least seven days prior to the meeting of the Couneil, when the Co-option
will be considered. All such documents will be treated by the Clerk and ali
Councillors as Strictly Private and Confidential.

DECISION MAKING

The decisions made by a local council ab@ﬁ who to co-opt whe@?asuai vacan01es

during a council meeting, when it is makm =
interest such as co-option.

REVIEW

1mpr0vements P z:,ssﬂ)le Thlsgohcy willfbe reviewed every 4 years or as
required by i CmporﬁSet vices Commlttee/Town Council?

ammmgu
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APPENDIX A

Houghton Regis Town Council — Co-option person specification

Relevant

knowledge,

Education,
Professional

Qualifications

. Sound know edge and
understanding of local affairs and
the local community.

¢ Other requirements as
appropriate

&

Training

Experience, » Solid interest in local matters.
Skills, « Ability and willingness to &
Knowledge and | represent the Council and th?g
Ability community. 2

\
|

,:AE;hty and Wﬂﬁégness to work

., | char it@&)

s Ability to work under pressure,

» Good interpersonal skills.
* Ability to communigate clear l%
both orally and in W?Zt;m - =

» Ability and willingnes&to V\ﬁél
closely witlizather memberSsand

to mamtamrkmg

G%od readmg “and analytic skills.

W —A%&umcﬂfpartners (e.g.
Voiun’iary graaps, other parish
coun@gis principal authority,

?;blﬁy and willingness to
ua%ertake relevant training.

ﬂiﬂi\v

= omph&&ce public relations

“Zxpefience of working in

|« Experience of working with

A levelstegt@ evel afid or

« Specific Vocafr@tmﬁ g Oy
professronal qualificetion (e. &
accountant, teacher, su@z____;g
arclﬁf%may be Spéle é@“

U;umnl

l“{u

Kno’%edge
e cu};%ment con?t_ act
mariagement financial

confrékar risk management and

angther public body or not for
profit organisation

voluntary and or local
comununity/interest groups.

* Basic knowledge of legal issues
relating to town and parish
councils or local authorities.

« Experience of delivering
presentations.

» Experience of working with the
media.

+ Experience in financial
control/budgeting.

» Experience of staff management

Other

requirements

« Ability and willingness to attend
meetings of the council (or the
meetings of other local

authorities and local bodies) in
the evening and events in the
evening and at weekends.

* Flexible

» Enthusiastic.
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Houghton Regis Town Council
Capability Policy

20" January 2014

HOUGHTON REGIS TOWN COUNCIL

Capability Policy

Date of Approval: 20t January 2014

Reviewed: 26% November 2018

Date of Re approval: | TBC

Contents

1. Policy statement .. . 2
2. Who is covered by the pohcy‘? v 2
3. What is covered by the policy? ....ccvvvvvciinnnns e 2
4, Identifying performance ISSUES .evvvrevvrenens w2
5. Disabilities .. 3
6. Conﬁdentlahty w3
7. Notification of'a capablhty hearmg w3
8. Right to be accompanied at heanngs ol
9. Procedure at capability hearings ... FUTPPPORURY |
10.  Stage | hearing: [first written warning OR 1mprovement note} ............. 6
11.  Stage 2 hearing: final written warning ......... .0
12.  Stage 3 hearing: dismissal or redeployment........................ . T
13, Appeals against action for poor performance ................ 8
14, POHCY REVIEW oottt s 7
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Houghton Regis Town Council

Capability Policy

20" January 2014

1.1

1.2

1.3

4.1

42

POLICY STATEMENT

The primary aim of this procedure is to provide a framework within which
managers can work with employees to maintain satisfactory performance
standards and to encourage improvement where necessary,

It is the Council’s policy to ensure that concerns over performance are dealt with
fairly and that steps are taken to establish the facts and to give employees the
opportunity to respond at a hearing before any formal action is taken.

This procedure does not form part of any employee's contract of employment and
it may be amended at any time. The Council may also vary any parts of this
procedure, including any time limits, as appropriate in any case,

‘WHO IS COVERED BY THE POLICY?

This procedure applies to all employees regardless of length of service. It does not
apply to agency workers or self-employed contractors.

WHAT IS COVERED BY THE POLICY?

This policy is used to deal with poor performance. It does not apply to cases
involving genuine sickness absence, proposed redundancies or misconduct. In
those cases, reference should be made to the appropriate policy or procedure,

IDENTIFYING PERFORMANCE ISSUES

In the first instance, performaﬁce issues should normally be dealt with informally
between you and your line manager as part of day-to-day management. Where
appropriate, a note of any such informal discussions may be placed on your
personnel file but will be ignored for the purposes of any future capability
hearings, The formal procedure should be used for more serious cases, or in any
case where an earlier informal discussion has not resulted in a satisfactory
improvement. Informal discussions may help:

(@) clarify the required standards;
(by identify areas of concern;

(c) establish the likely causes of poor performance and identify any training
needs; and/or

(&) set targets for improvement and a time-scale for review,

Employees will not normally be dismissed for performance reasons without
previous warnings. However, in serious cases of gross negligence, or in any case

2
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Houghion Regis Town Cotneil

Capability Policy

43

5.1

5.2

6.1

6.2

6.3

7.1

involving an employee who has not yet completed their probationary period,
dismissal without previous warnings may be appropriate.

If the Council has concerns about your performance, an assessment will be
undertaken to decide if there are grounds for taking formal action under this
procedure. The procedure involved will depend on the circumstances but may
involve reviewing your personnel file including any appraisal records, gathering
any relevant documents, monitoring your work and, if appropriate, interviewing
you and/or other individuals confidentially regarding your work.

DISABILITIES

Consideration will be given to whether poor performance may be related to a
disability and, if so, whether there are reasonable adjustments that could be made
to your working arrangements, including changing your duties or providing
additional equipment or training. The Council may also consider making
adjustments to this procedure in appropriate cases.

If you wish to discuss this or inform the Council of any medical condition you
consider relevant, you should contact your line managet.

CONFIDENTIALITY

The Council’s aim is to deal with performance matters sensitively and with due
respect for the privacy of any individuals involved. All employees must treat as
confidential any information communicated to them in connection with a matter
which is subject to this capability procedure.

You, and anyone accompanying you (including witnesses), must not make
electronic recordings of any meetings or hearings conducted under this procedure.

You will normalfy be told the names of any witnesses whose evidence is relevant
to your capability hearing, unless the Council believes that a witness's identity
should remain confidential.

NOTIFICATION OF A CAPABILITY HEARING

If the Council considers that there are grounds for taking formal action over
alleged poor performance, you will be required to attend a capability hearing. The
Council will notify you in writing of concerns over your performance, the reasons
for those concerns, and the likely outcome if we decide after the hearing that your
performance has been unsatisfactory. The Council will also include the following
whete appropriate:

20% Jarwary 2014



Houghton Regis Town Council

Capability Policy

7.2

8.1

32

83

8.4

9.1

@ A summary of relevant information gathered as part of any investigation.

(b) A copy of any relevant documents which will be used at the capability
hearing.

(©) A copy of any relevant witness statements, except where a witness's
identity is to be kept confidential, in which case we will give you as
much information as possible while maintaining confidentiality.

The Council will give you written notice of the date, time and place of the
capability hearing, The hearing will be held as soon as reasonably practicable, but
you will be given a reasonable amount of time, usually two to seven days, to
prepare your case based on the information given to you.

RIGHT TO BE ACCOMPANIED AT HEARINGS

You may bring a companion to any capability hearing or appeal hearing under
this procedure. The companion may be either a trade union representative or a
colleague. You must tell the manager conducting the hearing who your chosen
companion is, in good time before the hearing.

A companion is allowed reasonable time off from duties without loss of pay but
no-one is obliged to act as a companion if they do not wish to do so.

If your choice of companion is unreasonable the Council may require you to
choose someone else, for example:

(@ if in the Council’s opinion your companion may have a conflict of
interest or may prejudice the hearing; or

(b)  if your companion works at another site and someone reasonably suitable
is available at the site at which you work; or

()  if your companion is unavailable at the time a hearing is scheduled and
will not be available for more than five working days.

The Council may, at its discretion, allow you to bring a companion who is not a
colleague or union representative (for example, a member of your family) where
this will help overcome a particular difficulty caused by a disability, or where you
have difficulty understanding English.

PROCEDURE AT CAPABILITY HEARINGS

If you or your companion cannot attend the hearing you should inform your
manager immediately and an alternative time will usually be arranged. You must
make every effort to attend the hearing, and failure to attend without good reason

4
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Houghton Regis Town Council

Capability Policy

9.2

93

9.4

9.5

9.6

may be treated as misconduct in itself, If you fail to attend without good reason or
are persistently unable to do so (for example, for health reasons), the Council may
have to take a decision based on the available evidence.

The hearing will normally be held by your line manager. You may bring a
companion with you to the hearing. Your companion may make representations,
ask questions, and sum up your case, but will not be allowed to answer questions
on your behalf. You may confer privately with your companion at any time during
the hearing.

You may ask relevant witnesses to appear at the hearing, provided you give
sufficient advance notice to arrange their attendance. You will be given the
opportunity to respond to any information given by a witness. However, you will
not normally be permitted to cross-examine witnesses unless, in exceptional
circumstances, the Council decides that a fair hearing could not be held otherwise.

The aims of a capability hearing will usually include:

(a)  Setting out the required standards that the Council believes you may have
failed to meet and going through any relevant evidence that has been
gathered.

) Allowing you to ask questions, present evidence, call witnesses, respond
to evidence and make representations.

(¢)  Establishing the likely causes of poor performance including any reasons
why any measures taken so far have not led to the required improvement.

(@ Identifying whether there are further measures, such as additional
training or supervision, which may improve performance.

(&)  Where appropriate, discussing targets for improvement and a time-scale
for review.

(f)  If dismissal is a possibility, establishing whether there is any likelihood
of a significant improvement being made within a reasonable time and
whether there is any practical alternative to dismissal, such as
redeployment.

A hearing may be adjourned if the Council needs to gather any further
information or give consideration to matters discussed at the hearing. You will be
given a reasonable opportunity to consider any new information obtained before
the hearing is reconvened.

The Council will inform you in writing of the decision and the reasons for it,
usually within one week of the capability hearing. Where possible the Council
will also explain this information to you in person.

5

20% Jareary 2014




Houghton Regis Town Council

Capability Policy

10.

10.1

10.2

10.3

10.4

10.5

11,

11.2

STAGE 1 HEARING: FIRST WRITTEN WARNING OR IMPROVEMENT NOTE

Foliowing a Stage 1 capability hearing, if it is decided that your performance is
unsatisfactory, you will be given a first written warning, setting out:

(@)  The areas in which you have not met the required performance standards.

(t) Targets for improvement.

()  Any measures, such as additional training or supervision, which will be
taken with a view to improving performance.

(d) A period for review.

{e)  The consequences of failing to improve within the review period, or of
further unsatisfactory performance.

A first written warning must be authorised by the Town Clerk.

The warning will normally remain active for six months from the end of the
review period, after which time it will be disregarded for the purposes of the
capability procedure.

After the active period, the warning will remain permanently on your personnel
file but will be disregarded in deciding the outcome of future capability
proceedings.

Your performance will be monitored during the review period and the Council

will write to inform you of the outcome:

(a)  if your line manager is satisfied with your performance, no further action
will be taken:

(b)  if your line manager is not satisfied, the matter may be progressed to a
Stage 2 capability hearing; or

(¢y if your line manager feels that there has been a substantial but
insufficient improvement, the review period may be extended.

STAGE 2 HEARING: FINAL WRITTEN WARNING

If your performance does not improve within the review period set out in a first
written warning, or if there is further evidence of poor performance while your
first written warning is still active, the Council may decide to hold a Stage 2
capability hearing. You will be sent written notification as set out in paragraph 7.

Following a Stage 2 capability hearing, if it is decided that your performance is
unsatisfactory, we will give you a final written warning, setting out;

6
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12.

121

(2}
(b)
(c)

(d)
{e)

the areas in which you have not met the required performance standards;
targets for improvement;

any measures, such as additional training or supervision, which will be
taken with a view to improving performance;

a period for review; and

the consequences of failing to improve within the review period, or of
further unsatisfactory performance.

A final written warning shall be authorised by the Town Clerk.

A final written warning will normally remain active for 12 months from the end
of the review period. After the active period, the warning will remain permanently
on your personnel file but will be disregarded in deciding the outcome of future
capability proceedings.

Your performance will be monitored during the review period and the Council
will write to inform you of the outcome:

(a)

®

{c)

if your line manager is satisfied with your performance, no further action
will be taken;

if your line manager is not satisfied, the matter may be progressed to a
Stage 3 capability hearing; or

if your manager feels that there has been a substantial but insufficient
improvement, the review period may be extended.

STAGE 3 BEARING: DISMISSAL OR REDEPLOYMENT

The Council may decide to hold a Stage 3 capability hearing if there are reasons
to believe:

Y

()

(¢}

your performance has not improved sufficiently within the review period
set out in a final written warning;

your performance is unsatisfactory while a final written warning is still
active; or

your performance has been grossly negligent such as to warrant dismissal
without the need for a final written warning.

The Council will send you written notification of the hearing as set out in
paragraph 7.

201 Jaruary 2014
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12.3

12.4

13.

13.1

13.2

133

134

13.5

Following the hearing, if it is found that your performance is unsatisfactory, a
range of options may be considered, including:

(@ Dismissing you.

(b)  Redeploying you into another suitable job at the same or a lower grade
(by agreement with you).

() Extending an active f{inal written warning and setting a further review
period (in exceptional cases where the Council believes a substantial
improvement is likely within the review period).

(&) Giving a final written warning (where no final written warning is
currently active).

The decision shall be authorised by the Town Clerk.

Dismissal will normally be with full notice or payment in lieu of notice, unless
your performance has been so negligent as to amount to gross misconduct, in
which case you may be dismissed without notice or any pay in lieu.

APPEALS AGAINST ACTION FOR POOR PERFORMANCE,

If you feel that a decision about poor performance under this procedure is wrong
or unjust you should appeal in writing, stating your full grounds of appeal, to the
Town Clerk within one week of the date on which you were informed in writing
of the decision,

If you are appealing against dismissal, the date on which dismissal takes effect
will not be delayed pending the outcome of the appeal. However, if your appeal is
successful you will be reinstated with no loss of continuity or pay.,

If you raise any new matters in your appeal, the Council may need to carry out
further investigation. If any new information comes to light you will be provided
with a summary including, where appropriate, copies of additional relevant
documents and witness statements. You will have a reasonable opportunity to
consider this information before the hearing.

You will be given written notice of the date, time and place of the appeal hearing.
This will normally be two to seven days afier you receive the written notice.

The appeal hearing may be a complete re-hearing of the matter or it may be a
review of the fairness of the original decision in the light of the procedure that
was followed and any new information that may have come to light. This will be
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13.6

13.7

13.8

13.9

14.

14.1

at the Council’s discretion depending on the circumstances of your case. In any
event the appeal will be dealt with as impartially as possible.

Where possible, the appeal hearing will be conducted by a more senior manager
ot, the Town Councils Disciplinary, Grievance and Appeals Sub-Committee,
comprising of Councillors who haves not been previously involved in the case.
You may bring a companion with you to the appeal hearing.

A hearing may be adjourned if the Council needs to gather any further
information or give consideration to matters discussed at the hearing. You will be
given a reasonable opportunity to consider any new information obtained before
the hearing is reconvened.

Following the appeal hearing we may:
(a)  confirm the original decision;
(b) revoke the original decision; or
(¢)  substitute a different penalty,
You will be informed in writing of the final decision as soon as possible, usually

within one week of the appeal hearing. Where possible it will also be explained to
you in person. There will be no further right of appeal.

PoLICY REVIEW

This policy will be reviewed every 4 years or as required by the Corporate
Services Committee.
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Local Government Pension Scheme 2014 (LGPS)
Houghton Regis Town Council

Emplover Discretion Policy Statement

The new pension scheme rules, which apply from 1 April 2014, require each scheme
employer within the LGPS to publish a statement with regards to how the employer will
respond to discretionary aspects of the scheme rules and regulations.

This statement will be published on the Houghton Regis Town Council website and will also
be made freely available in other ways such as intranet sites, staff groups, trade unions and
HR officers.

The date of this publication is: 29th September 2014
The effective date of this policy is: 13t April 2014

This is the formal employers
policy in respect of the employer
that is currently known as: Houghton Regis Town Council

This policy applies to: Prospective members, current contributory
members, deferred members and pensioner
members of the Local Government Pension
Scheme {(LGPS), and their dependants.

Where quoted regulations™ refer to:

The Local Government Pension Scheme Regulations 2013, or The Local Government
Pension Scheme (Transitional Provisions, Savings and Amendment) Regulations 2014.

*For certain employees/ers reference may also be contained to the following regulations:
s The Local Government (Early Termination of Employment) (Discretionary
Compensation) (England and Wales) Regulations 2000
s The Local Government (Early Termination of Employment) {Discretionary
Compensation) (England and Wales) Regulations 2006 (as amended)
o The Local Government (Discretionary Payments) (Injury Allowances) Regulations 2011

This statement will be reviewed at least every 3 years at the time of the pension evaluation
and may change from time fo time as required. You should obtain the latest version of this
document before making any decisions in respect of your retirement provisions as the
situation may have changed.

You are advised to read this statement in conjunction with the information provided in respect
of the benefits provided by the LGPS — the occupational pension scheme provided by
Houghton Regis Town Council

This policy does not convey any form of contractual rights for LGPS/staff members. The
policy will be reviewed and may be subject to change, only the version of the policy that is
‘current’ at the time at which an event occurs will be the one applied for the purposes of
LGPS benefits or membership. This policy cannot, nor does it seek to, override the provision
of the Local Government Pension Scheme Regulations (as amended), the Local Government
{Discretionary Payments) as amended, and the Employment Rights Act.

Houghton Regis Town Council will not use this policy for any ulterior motive, it will ensure that
such discretions will be exercised reasonably and where a cost is incurred it will only be used
when there is a future benefit to the employer for incurring the extra costs that may arise or
be associated with the discretion. it will ensure that where exercised any discretions that incur
additional costs, will be applied and recorded as appropriate.

In publishing this policy the scheme employer, Houghion Regis Town Counci, is required to
pay due regard to the requirement that the formulated policy and its application and the extent
to which the exercise of the discretions could lead te a serious loss of confidence in the public
service.

Signed:
Town Clerk, Houghton Regis Town Council

LGPS - - Employer Discration Policy Statement — Approved 28" September 2015, Re-Approved 1
5% December 2018,
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Local Government Pension Scheme 2014 (LGPS) - Employer Policy Statement

Employer discretions required under:
The Local Government Pension Scheme Regulations 2013
[prefix R]

The Local Government Pension Scheme (Transitional Provisions, Savings and
Amendment) Regulations 2014 [prefix TP]

Regulation R16 (2)(e} & R16 (4)(d)
Whether, how much, and in what circumstances to contribute to a shared cost Additional
Pension Contract (APC) scheme.,

The Scheme employer may resclve to fund in whole or in part any arrangement entered into
by an active scheme member to pay additional pension contributions by way of regular
contributions in accordance with Regulation 16(2)(e}, or by way of a lump sum in accordance
with Regulation 16(4){d).

The Scheme empioyer may enter into an APC contract with a Scheme member who is
contributing to the MAIN section of the Scheme in order to purchase additional pension of not
more than the additional pension limit (£6,500 from 1st April 2014 subject to annual increase
in line with the Pensions (Increase) Act 1971).

The amount of additional contribution to be paid is determined by reference to actuarial
guidance issued by the Secretary of State.

Consideration needs to be given to the circumstances under which the Scheme employer
may wish to use their discretion to fund in whole or in part an employee’s Additional Pension
Contributions.

The policy of Houghfon Regis Town Council is:

A request for the authority to fund an APC received from a current contributing member of the
LGPS employee will be granted only with the consent of the Personnel Committee and only if
there Is a clear demonstrable financial or operational advantage for the authority in doing so.

Regulation R30(6)* & TP11(2)
Whether all or some benefits can be paid if an employee reduces their hours or grade
{flexible retirement)

An active member who has attained the age of 55 or over and who with the agreement of
their employer reduces their working hours or grade of employment may, with the further
consent of their employer, elect to receive immediate payment of all or part of the retirement
pension to which they would be entitled in respect of that employment as if that member were
no longer an employee in local government service on the date of the reduction in hours or
grade (adjusted by the amount shown as appropriate in actuarial guidance issued by the
Secretary of State — separate policy required under Regulation 30(8)).

As part of the policy making decision the Scheme employer must consider whether, in
addition to the benefits the member may have accrued prior to 1 April 2008 (which the
member must draw), to permit the member to choose to draw all, part or none of the pension
benefits they built up after 31 March 2008 and before 1 April 2014 and all, part of none of the
pension benefits they built up after 1 April 2014.

Due consideration must be given to the financial implications of allowing an employee to draw
all or part of their pension benefits earlier than their normal retirement age.

The policy of Houghton Regis Town Council is:

Houghton Regis Town Council has a flexible retirement policy that is reliant upon a sound
business case being made for the granting of flexible refirement with immediate access to all

or part of the member’s benefifs.

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015, Re-Approved 2
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To this end Houghton Regis Town Council will consider requests on a case by case basis.

The following criteria will apply:-
There must be af least a 40% reduction in gross pay or contractual hours worked.

Regulation R30(8)*

Whether to waive, in whole or in part, actuarial reduction on benefits paid on flexible
retirement. Whether to waive, in whole or in part, actuarial reduction on benefits which a
member voluntarily draws before normal pension age.

Where a Scheme employer's policy under regulation 30(6) (flexible retirement) is to consent
to the immediate release of benefits in respect of an active member who is aged 55 or over,
those benefits must be adjusted by an amount shown as appropriate in actuarial guidance
issued by the Secretary of State (commonly referred to as actuarial reduction or early
payment reduction}.

A Scheme employer (or former employer as the case may be) may agree to waive in whole or
in part and at their own cost, any actuarial reduction that may be required by the Scheme
Regulations.

Due consideration must be given to the financial implications of agreeing to waive in whole or
in part any actuarial reduction.

The policy of Houghton Regis Town Gouncil is:

As a consequence of flexible retirement there may be a reduction fo the benefit paid where
the employes does so before the age of 65.

The value of any actuarial reductions will be applised. Houghton Regis Town Council will not
seek to fund the reductions applisd.

TP Sch 2 para 2(2)
Whether to "switch on” the 85-year rule for a member voluntarily drawing benefits on or after

age 55 and before age 60.

Where a scheme member retires or leaves employment and elects to draw their benefits at or
after the age of 55 and before the age of 60 those benefits will be actuarially reduced unless
their Scheme employer agrees to meet the full or part cost of those reductions as a result of
the member otherwise being protected under the 85 year rule as set out in previous
Regulations.

So as to avoid the member suffering the full reduction to their benefits the Scheme employer
can ‘switch on’ the 85 year rule protections thereby allowing the member to receive fully or
partly unreduced benefits but subject to the Scheme employer paying a strain (capital) cost to
the Pension Fund

The policy of Houghton Regis Town Council is:

As a consequence there may be a reduction to the benefit paid where the employees does so
before the age of 60

The value of any actuarial reductions will be applied. Houghton Regis Town Councif will not
seek to fund the reductions applied.

TP Sch 2 para 2(3)

Whether to waive on compassionate grounds the actuarial reduction applied to benefits from
pre 1/4/14 membership where the employer has switched on the 85-year rule for a member
voluntarily drawing benefits on or after age 55 and before age 60.

So as to avoid the member suffering the full reduction to their benefits the Scheme employer
can ‘switch on’ the 85 year rule protections thereby allowing the member to receive fully or

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015, Re-Approved 3
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partly unreduced benefits but subject to the Scheme employer paying a strain (capital) cost to
the Pension Fund

The policy of Houghton Regis Town Council is:
That it may agree to adopt these discretions based on compassionate grournds.

But it will further consider the definition of compassionate grounds to include, but not be
restricted fo:

Compeliing domestic reasons which will affect the ability of the individual to continue with
their present working arrangements

andior
Reasons of iff heaith, which do not mest the current criteria for ill-health refirement.

Appropriate medical evidence, should be provided by the member, at the member’s cost in
support of such cases. Any medical evidence provided should be compiled by a suitably
qualified occupational physician.

Regutation R31

Whether to grant additional pension to an active member or within 6 months of ceasing to be
an active member by reason of redundancy or business efficiency

{by up to £6,500 p.a.}

A Scheme employer may resolve to award

(&) an active member, or

(b} a member who was an

active member but dismissed

by reason of redundancy, or business efficiency, or whose employment was terminated
by mutual consent on grounds of business efficiency,

additional annual pension of, in total (including any additional pension purchased by the
Scheme employer under Regulation 16), not more than the additional pension limit (£6,500
from 1st April 2014 subject to annual increase in line with the Pensions (Increase) Act 1971).

Any additional pension awarded is payable from the same date as any pension payable under
other provisions of the Scheme Regulations from the account to which the additional pension
is attached.

In the case of a member falling within
sub-paragraph (b) above, the resolution to award additional pension must be made within 6
months of the date that the member's employment ended.

The policy of Houghton Regis Town Council is:

That the Cotincil wili not generally, during its normal course of business ordinarily consider
this discretion due fo financial pressures at a time when there is a need to make significant
savings via the public sector spending revue.

Employer discretions required under:
The Local Government Pension Scheme Regulations 2007
(as amended) [prefix B]

Regulation B12
(This discretion will be spent entirely after 30th September 2014, and should be removed in

any further published versions after this date.)

Whether, for a member leaving on the grounds of redundancy or business efficiency on or
before 31st March 2014, to augment membership (by up to 10 years). The resolution to do so
would have to be made within 6 months of the date of leaving.

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015, Re-Approved 4
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The policy of Hougiton Regis Town Courcil is:

That it does not wish to adopt this policy in light of the requirement for the effective use of
financial resources in the current financial climate/year 2014/2015.

it does not infend fo review this discretion untif the financial situation has improved sufficiently
in real terms.

Regulation B30(2)*
Whether to grant application for early payment of deferred benefits on or after age 55 and

before age 60
The policy of Houghton Regis Town Council is:

That it does nof wish to adopt this poticy in light of the requirement for the effective use of
financial resources in the current financial climate/vear 2614/2015.

it does not intend to review this discretion untif the financial situation has improved sufficiently
in real terms

Regulation B30(5)*

Whether to waive, on compassionate grounds, the actuarial reduction applied to deferred
benefits paid early under B30

The policy of Houghton Regis Town Councif is:

That it may agree fo adopt these discretions based on compassionate grounds.

But it will further consider the definition of compassionate grounds fo include, but not be
restricted lo:

Compeliing domesiic reasons which will affect the ability of the individual to continue with
their present working arrangements

and/or
Reasans of il health, which do not mest the current criteria for i-health refirement.

Appropriate medical evidence, should be provided by the member, at the member’'s cost in "
support of such cases. Any medical evidence provided should be compiled by a suitably
gualified occupational physician.

Regulation B30A(3)*

Whether to grant an application for early payment of a suspended tier 3 ill health pension on
or after age 55 and before age 60

The policy of Houghicn Regis Town Council is:

That it may agree to adopt these discretions based on compassionate grounds.

But it will further consider the definition of compassionate grounds fo include, but not be
restricted to!

Compelling domestic reasons which will affect the ability of the individual fo continue with
their present working arrangements

and/or
Reasons of i health, which do not mee! the current criteria for lli-heaith retirement.

Appropriate medical evidence, should be provided by the member, at the member's cost in
support of such cases. Any medical evidence provided should be compiled by a suitably
qualified occupational physician.

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015. Re-Approved
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Regulation B30A(5)*

Whether to waive, on compassionate grounds, the actuarial reduction applied to benefits paid
early under B30A

The policy of Houghton Regis Town Council is:

The policy of Houghion Regis Town Councilis:

That it will agree to adopt these discretions based on compassionate grounds.

It will further consider the definition of compassionate grounds fo includs, but not be restricted
to:

Compeliing domestic reasons which will affect the ability of the individual fo continue with
thelr present waorking arrangements

and/or
Reasons of ill health, which do not meet the current criteria for il-health retirement.

Appropriate medical evidence, should be provided by the member, at the member's cost in
support of such cases. Any medical evidence provided should be compifed by a sujtably
qualified ocoupational physician.

Employer discretions required under:
The Local Government Pension Scheme Regulations 1997
(as amended) [prefix L]

Regulation L31{2)

Grant application from a post 31.3.98. / pre 1.4.08. leaver for early payment of benefits on or
after age 50/55 and hefore age 60

The polfcy of Houghton Regis Town Council is:

That it does not wish to adopt this policy in light of the requirement for the effective use of
financial rescurces in the current financial climate/vear 2014/2015.

It does not intend to review this discretion unfil the financial situation has improved sufficiently
in real terms.

Regulation L31(5)

Waive, on compassionate grounds, the actuarial reduction applied to benefits paid early for a
post 31.3.98. / pre 1.4.08. leaver.

The policy of Houghton Regis Town Councif is:

That it may agree fo adopt these discretions based on compassionate grounds.

But it wilf further consider the definition of compassionate grounds to include, but not be
restricted to:

Compelling domestic reasons which will affect the ability of the individual to continus with
their present working arrangements

and/or
Reasons of iff health, which do not meet the current criteria for ii-health rativement.

Appropiiate medical evidence, should be provided by the member, af the member's cost in
support of such cases. Any medical evidence provided should be compifed by a suitably
qualified occupational physician.

LGPS - - Employer Discretion Policy Statement — Approved 28% September 2015. Re-Approved §
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Regulation L31(7A)
Optants out pre 1.4.08. employee optants out only to get benefits paid from Normal

Retirement Date (NRD) if employer agrees
The policy of Houghton Regis Town Council is:

That it does not wish to adopt this policy for alf potential members in light of the requirement
for the effective use of financial resources in the ocurrent financial cfimate/year 2014/2015.

Howaever, if confirms that it will considsr such requests from employees where there Is 1o
vapital cost to the authority.

The Following Further Employer Discretions may be required for certain employers, for
reasons of transparency, the position of Houghton Regis Town Council is shown

where relevant:

The Local Government (Early Termination of Employment) (Discretionary

Compensation)
{England and Wales) Regulations 2000]

Regulation 21(4)
How any surviving spouse's or civil partner's annual compensatory added years is to be
apportioned where the deceased person is survived by more than one spouse or civil partner.

The policy of Houghton Regis Town Councif is:

That any surviving spouse’s annual compensatory added years payment deemed payable,
wilt be divided equally amongst those eligible for payment, where the deceased person is
survived by more than one spouse or civif pariner.

Regulation 25(2)

How it will decide to whom any children’s annual compensatory added years payments are to
be paid where children’s pensions are not payable under the LGPS (because the employee
had not joined the LGPS) and in such case how the annual added years will be apportioned

amongst the eligible children
The policy of Houghton Regis Town Council is:
That any annual compensatory added years payment deemed payable, fo a child will be

divided equally amongst those children eligible for payment. Therefore any annuat added
years payments will be divided equally amongst any eligible children.

Regulation 21(7)
Whether in respect of the spouse of a person who ceased employment before 1 April 1998

and where the spouses or civil partner remarries, enters into a new civil partnership or
cohabits after 1 April 1998, the normal pension suspension rules should be disapplied i.e.
whether the spouse’s or civil partners annual compensatory added years payments should

continue to be paid.
The policy of Houghton Regis Town Council is:

That the normal pension suspension rules will be disapplied.

Regulation 21(5)
{If the decision in 21(7) is to apply suspension of benefits.}

...whether the spouses or civil partners pension should be reinstated after the end of the
remarriage, new civil partnership or co habitation.

The policy of Houghton Regis Town Council is:

As suspension of pensions will not be applied under Regulation 21(7) this discretion will not

LGPS - - Employer Discretion Policy Statement — Approved 28™ September 2015. Re-Approved 7

5t Dgcember 2016.

20



be relevant fo the authority.

Regulation 21(7)

Whether, in respect of the spouses or civil partner of a person who ceased employment
before 1 April 1998 and where the spouses or civil partner remarries or cohabits or enters into
a civil partnership on or after 1 April 1998 with another person who is also entitled to a
spouses or civil partners annual compensatory added years (CAY) payment, the normal rules
requiring one of them to forgoe payment whilst the period of marriage, civil partnership or co
habitation lasts, should be disapplied i.e. whether the spouses or civil partners annual CAY
payments should continue to be paid to both of them.

The policy of Houghton Regis Town Council is:
That the normal pension suspension rules will be disapplied.

Regulation 17
Whether to and to what extent to reduce or suspend the member’s annual compensatory
added years payment during any period of re-employment in local government.

The policy of Houghton Regis Town Council is:

That as such payments are unlikely fo have besn made by the authority under the
regulations, no attempt wifl be made to suspend such payments in the event of
reemployment. This is rationale is further strengthened because it would seaem to be
disingenuous in light of the current flexible retirement policy fo do so.

Regulation 19
How fo reduce the member's annual compensatory added years payment following the
cessation of a period of re-employment.

The policy of Houghton Regis Town Council is:

As suspension of pensions will not be applied this discretion will not be relevant to the
atithority.

The Local Government (Early Termination of Employment) (Discretionary
Compensation)
(England and Wales) Regulations 2006 (as amended)

Note: For the purposes of the above, ‘local government' means employment with an
employer who offers membership of the LGPS to its employees, regardless of whether or not
the employee chooses to join the LGPS (except where the employer is an Admitted Body).
Technically, an employee of an Admitted Body (i.e. a body that has applied to the
administering authority to allow its employees ta join the LGPS and has entered into a formal
admission agreement) is only employed in 'local government' if he / she is a member of the
LGPS.

Regulation §
To base redundancy payments on an actual weeks pay where this exceeds the statutory
weeks pay limit.

The policy of Houghton Regis Town Councif is:

That it wilf base redundancy pay on actual pay where actual pay exceeds the statutory
maximum under the Employment Rights Act 1596,

Regulation 6
To award lump sum compensation of up to 104 weeks pay in cases of redundancy,
termination of employment on efficiency grounds, or cessation of a joint appointment.

The policy of Houghton Regis Town Council is:

That the authority would not have sought to normally pay compensation under this Regulation
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except to ensure that an employee whose employment was terminated by reason of
redundancy received, under Regulation 5 of the Compensation Regulations, and this
Regulation, a total of up to 30 weeks pay calculated in accordance with the Statutory
Redundancy Pay Table.

It should be Noted that: The effect of the authority’s policy on the exercise of its discretions
under Regulations 5 and 6 of the Compensation Regulfations is that a person whose
employment is terminated by reason of redundancy will be paid up to 30 weeks’ pay
calculated in accordance with the Statutory Redundancy Pay Table.

A person whose employment is terminated in the interests of the efficient exercise of the
authority’s functions, or where the other holder of a joint appointment leaves, will not normally
be paid compensation under these Regulfations.

The Local Government (Discretionary Payments) {Injury Allowances) Regulations 2011

Formulating and publishing a policy under the Injury Allowances Regulations 2011 Each
LGPS employer is required to formulate, publish and keep under review the policy that it will
apply in the exercise of its discrefionary powers to make any award under the Injury
Alfowances Regulations.

Regulation 3(1)
Whether to grant an injury aflowance following reduction in remuneration as a result of
sustaining an injury or contracting a disease in the course of carrying out duties of the job.

The poficy of Houghton Regis Town Council is:

That the authority has, after due regard to the facility, determined not fo adopt the
discretionary powers in respect of the injury alfowance regudations as it cannot be salisfied
that such a policy would be workable, affordable and reasonable having regard to the
foreseeabie cost and the use of public funds.

This discretion is therefore redundant as no injury aflowance would be payabls.
Regulation 3(4} and 8

Amount of injury aflowance following reduction in remuneration as a result of sustaining an
injury or contracting a disease in the course of carrying out duties of the job.

The policy of Houghton Regis Town Council is:

This discretion is redundant as no injury alfowance would be payable.

Reguiation 3(2})

Determine whether person continues to be entitled to an injury allowance awarded under
regulation 3(1).

The policy of Houghton Regis Town Council is:

This discretion Is redundant as no injury allowance weould be payable.

Regulation 4(1)

Whether to grant an injury allowance following cessation of employment as a resuft of
permanent incapacity caused by sustaining an injury or contracting a disease in the course of
carrying out duties of the job.

The policy of Houghton Regis Town Council is:

This discretion Is redundant as no injury allowance would be payable.

Regulation 4(3) and 8

Amount of injury allowance following cessation of employment as a result of permanent

incapacity caused by sustaining an injury or contracting a disease in the course of carrying
out duties of the job.

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015. Re-Approved 9
5% December 20186,
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The policy of Houghton Regis Town Council is:

This discrelion is redundant as no injury allowance would be payable.

Regulation 4(2)

Determine whether person continues to be entitled to an injury allowance awarded
The policy of Houghton Regis Town Council is:

This discretion is redundant as no injury allowance would be payable.

Regulation 4(5)

Whether to suspend or discontinue injury allowance awarded under regulation 4(1) if person
secures paid employment for not less than 30 hours per week for a period of not less than 12

months.

The policy of Houghton Regis Town Council is:

This discretion is redundant as no injury allowance would be payable.

Regulation 6(1)

Whether to grant an injury allowance following cessation of employment with entitlement to
immediate LGPS pension where a Regulation 3 payment was being made at date of
cessation of empioyment but Regulation 4 does not apply.

The policy of Houghton Regis Town Council is:

This discretion is redundant as no injury alfowance would be payable.

Regulation 6(1)
Determine amount of any injury allowance to be paid under regulation 6(1)

The poficy of Houghton Regis Town Council is:

This discretion is redundant as no injury allowance would be payable.

Regulation 6(2)

Determine whether and when to cease payment of an injury allowance payable under
regufation 6(1)

The policy of Houghfen Regis Town Council is:

This discretion is redundant as no injury allowance would be payable.

Regulation 7(1)

Whether to grant an injury allowance to the spouse, civil partner, nominated co-habiting
partner or dependent of an employee who dies as a result of sustaining an injury or
confracting a disease in the course of carrying out duties of the job.

The policy of Houghton Regis Town Council is:

This discretion is redundant as no injury affowance wouid be payable.

Regulation 7(2) and 8
Determine amount of any injury allowance.

The policy of Houghton Regis Town Council is:
This discretion is redundant as no injury aflowance would be payable.

Regulation 7(3)

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015. Re-Approved 10
5% December 2016.
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Determine whether and when to cease payment of an injury allowance payable under
regulation 7(1)

The poficy of Houghton Regis Town Council is:
This discretion is redundant as no injury allowance wouid be payable.

Further Employer Discretions
(set out as best practice)
- in accordance with the Local Government Pension Scheme Regulations 2013

RS{1) & (3) — Contributions

Where an active member changes employment or there is a material change which affects
the member's pensionable pay during the course of a financial year, the Scheme employer
may determine that a contribution rate from a different band (as set out in Regulation 9(2))
should be applied.

Where the Scheme employer makes such a determination it shall inform the member of the
revised contribution rate and the date from which it is to be applied.

The policy of Houghton Regis Town Council is:

The authority, having taken due regard fo the administrative functions required to ensure an
effective and legitimate payroll function is present that fulfills all legal requirements, has
determined that any variations to the rate of contribution will be appfied from 1st of Aprif each
year following any re-assessment of bandings.

Any further assessment will only be carried out, during the year when the variance in the total
annual remuneration is more than 25% of the existing total annual remuneration, and would
be subject to the agreement of the Chief Executive in conjunction with the Leader of the
Council.

R17(1) - Additional Voluntary Contributions

An active member may enter into arrangements to pay additional voluntary contributions
(AVCs) or to contribute to a shared cost additional voluntary contribution arrangement
(SCAVCs} in respect of an employment. The arrangement must be a scheme established
between the appropriate administering authority and a body approved for the purposes of the
Finance Act 2004, registered in accordance with that Act and administered in accordance
with the Pensions Act 2004.

The Scheme employer needs to determine whether or not it will make contributions to such
an arrangement on behalf of its active members.

The policy of Houghton Regis Town Council is:

That if will not set up any Shared Cosf Additional Voluntary Contribution (SCAVC)
Arrangements as it does not belleve this fo be a prudent use of funds.

R21(b) — Assumed Pensionable Pay

A Scheme employer needs to determine whether or not to include in the calculation of
assumed pensionable pay, any ‘regular lump sum payment’ received by a Scheme member
in the 12 months preceding the date that gave rise to the need for an assumed pensionabie
pay figure to be calculated.

The policy of Houghton Regis Town Councif is:

That it will take aif reasonable and necessary steps to ensure that in individual cases, it will
establish a fair, equitable and justifiable way fo identify what the members likely pay would
have been, had the absence hot ccourred, and in cases where this pay s to ke used for
future benefits, whather that level of pay would have beern received every year to hormail
retirament age.

LGPS - - Employer Discretion Policy Statement — Approved 28 September 2015. Re-Approved 11

5% December 2016.
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R22 - Merging of Deferred Member Pension Accounts with Active Member Pension
Accounts

A deferred member’s pension account is automatically aggregated with their active member's
pension account unless the member elects within the first 12 months of the new active
member’s pension account being opened to retain their deferred member's pension account.

A Scheme employer can, at their discretion, extend the 12 month election period.
The policy of Houghton Regis Town Council is:

That the 12 months deadline would not be extended, however, extenuating circumstances
may apply and this may include one or more of the folfowing:

Where evidence exists that an election was made within 12 months buf the administering
authority did not receive this

Where evidence exists that the membser was not aware of the 12 month limit due to
maladministration

Where there has been an adminisirative error on the part of the emplover, its contractor, or
the schame administrator

Where one or afl of the above exist, the Chief Executive in conjunction with the Leader of the
Councll, may extend the period in guestion.

R74 Adjudication
Each Scheme employer must appoint a person (“the adjudicator”) to consider applications
from any person whose rights or liabilities under the Scheme are affected by:

(a) a decision under regulation 72
{first instance decisions); or

{b) any other act or omission by a Scheme employer or administering authority,
and to make a decision on such applications.

Responsibility for determinations under this first stage of the Internal Disputes Resolution
Procedure (IDRP} rests with “the adjudicator” as named below by the Scheme employer:

Houghton Regis Council’s ‘Adjudicator’s’ details are:

Name: Clir D Abbott
Job Title:

Chair of Corporate Services Committee

Full Address: Houghton Regis Town Council,
Peel Street,

Houghton Regis,

Beds

Post Code: LU5 5EY

Tel No: 01582 708540

Fax No: 01582 861102

Email Address: info@houghtonregis.org.uk

Reguiation R100({6) ~Transfers of Pension Rights into the LGPS

A request from an active member to transfer previously attained pension rights into the LGPS
must be made in writing to the administering authority and the Scheme employer before the
expiry of the period of 12 months beginning with the date on which the employee first became
an active member in an employment (or such longer period as the Scheme employer and
administering authority may aliow).

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015, Re-Approved 12

5t December 20186.
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The policy of Houghton Regis Town Council is:

That the 12 months deadline would not be extendsd, howevet, extenualing circumstances
may apply and this may include one or more of the following:

Where svidence exists that an efection was mads within 12 months buf the administering
authority did not receive this

Where evidence exists that the member was not aware of the 12 month fimit dus fo
maladministration

Where there has been an adminisivative error on the part of the employer, ifs contractor, of
the scheme administrator

Where one or all of the above exist the Chief Execufive in conjunction with the Leader of the
Councll, may extend the period in question.

This policy will be reviewed annually by the Corporate Services Committee

LGPS - - Employer Discretion Policy Statement — Approved 28" September 2015, Re-Approved 13

5% December 2016.
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Houghton Regils Town Council Adopted: 22" June 2015
Health & Safety at Work Policy Revised: 18" May 2016

This is the Health & Safety Policy Statement of

Houghton Regis Town Council

1.0 POLICY STATEMENT
Houghton Regis Town Councii:

1.

10.

11,

Signed:

Recognises and accepts its responsibilities as an employer for providing an adequate
control of the health and safety risks arising from the Council’s work activities;

Will consult with employees on matters affecting their health & safety.

Is keen to encourage employees to participate in providing a safe and healthy
working environment,

In particular employees shouid:
a) Carry out their duties without endangering the health and safety of
themselves, their colleagues and the general public.
b) Comply with all instructions appertaining to safety, all statutory
provisions and local codes of practice.
¢} Endeavour to facilitate the implementation of the safety policies of the
Council.

Will seek to maintain safe and healthy working conditions;
Will provide and maintain plant and equipment;
Will ensure the safe use, handling, storage and transport of substances.

Will provide sufficient information, training and supervision to enable all
employees to avoid hazards and contribute positively to their own safety and
health at work.

Will, as far as is reasonably practicable, seek to prevent accidents and cases of
work related ill health;

The Town Council has ultimate responsibility for Health and Safety matters.
However, this responsibility in relation to the day-to-day operation of the
Council's activities is delegated to the Town Clerk as the proper officer. A
meeting will be held between the Town Mayor and the Town Clerk to discus
health and safety issues as required;

The Health and Safety Policy will be reviewed annually or if there is a change in
circumstances,

Cllr K Wattingham, Town Mayor Mrs C Evans, Town Clerk
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2.0

2.1

22
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RESPONSIBILITIES FOR HEALTH AND SAFETY

The Council's Responsibilities:

Overall and final responsibility for health and safety is that of the Town Council.

Day to day responsibility for ensuring this policy is put into practice is delegated to
the Town Clerk.

Under the Health & Safety at Work Act the Council has responsibility for the safety,
health and welfare of employees and any other person in so far as they are affected by
the activities of the work of the Council. To meet these responsibilities the Council
will:

(a) Ensure that there is an up-to-date overall policy for the safety, health and
welfare of employees and that there are appropriate department policies and
procedures, all of which are brought to the attention of employees.

(b) Periodically appraise the effectiveness of the policies and procedures and
ensure that any necessary changes are made.

(c) Ensure that its activities do not detrimentally affect the safety, health and
welfare of the general public. Where this cannot be avoided altogether it will,
through its officers, ensure the general public is made aware of any situations
that arise affecting its safety, health and welfare, and fake any necessary
precautions to eliminate such situations.

Line Manager's Responsibilities:

2.4

2.5

Under the Health & Safety at Work Act Line Managers have responsibility in the
following areas:

Town Cletk (Clare Evans) Day to day management responsibilities & Council
Offices

In the absence of the Town Clerk, the Corporate Services Manager (Debbie Marsh)
assumes these responsibilities.

Grounds Foreman (Robert Kempson) Day to day management responsibilities for

outside areas
fn the absence of the Grounds Foreman, Tony Luff (Head of Grounds Operation)

assumes these responsibilities.
These Officers are responsible for:

(i) Implementing the Council's overall safety, health and welfare policy in the
work area under their control.

(i) Ensuring that all subordinate staff fulfill their responsibilities in respect of
safety, health and welfare.

(iii) 1In so far as it is within their power ensure there is adequate staff, funds and
materials to meet the safcty, health and welfare programme and that
appropriate safe working arrangements are made before work begins.
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(iv) Taking a direct interest in the Council's safety, health and welfare policy /
programme and supporting other persons in carrying it out.

(v)  Ensuring that first aid facilities are available to all employees,

(vi) Evaluating all risks relating to accidents and health at work, toss or damage to
the Council's property and to the public and putting in place appropriate safe
working procedures.

(vii) Ensuring that all liability is covered by Insurance.

(viii) Taking part in an annual review of the performance of the Council in the field
of safety, health and welfare and developing an annual safety, health and

welfare programme (risk assessments),

ix)  Ensuring that appropriate records are kept including Accident Reporting (Form
F2508) and Assessments (COSHH and Manual Handling.)

Emplovees’ Responsibilities:

2.6

3.0

3.1

Under the Act the employees of this Council have responsibilities as follows:

(1) To carry out their duties without endangering the health and safety of
themselves, their colleagues and the general public.

(i)  To comply with all instructions appertaining to safety, all statutory provisions
and local codes of practice.

(iti) Not to interfere with anything provided to safeguard their health and safety;

(iv)  To endeavour to facilitate the implementation of the safety policies of their
Council, Department and Section.

(v)  Briug to the attention of management any health and safety matters requiring
attention,

ARRANGEMENTS
Health & Safety Risks Arising from Work Activities

e  Risk assessments will be undertaken by the Town Clerk and the Grounds
Foreman.

e  Confirmation of the completion of the risk assessments and actions required will
be reporied to Town Council on an annual basis.

¢  Action required to remove / control risks will be approved by Town Clerk or
Town Council.

¢ 'The Town Clerk / Grounds Foreman will be responsible for ensuring the action
required is implemented and that the action has removed / reduced the risks.
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3.5

Risk assessments will be reviewed annually or when circumstances change
whichever is the soonest.

Consultation with employees

Employee representatives are:
Office staff: Debbie Marsh Corporate Services Manager
Grounds Staff: Tony Luff (Head of Grounds Operation)

Consultation with employees is provided through the bi-monthly staff meeting or
when required

Safe plant and equipment

The Grounds Foreman will be responsible for identifying all equipment / plant
needing maintenance

The Grounds Foreman and in the absence of the Town Clerk the Head of
Grounds Operation will be responsible for ensuring that all identified
maintenance is implemented.

Any problems found with plant / equipment should be reported to the Head of
Grounds Operation in the absence of the Town Clerk or Grounds Foreman

Grounds Foreman and Head of Grounds Operation will check that new plant and
equipment meets health and safety standards before it is purchased.

Safe handling and use of substances

Grounds Foreman and the Head of Grounds Operation, in the absence of the
Town Clerk will be responsible for identifying all substances that need a
COSHII assessment,

Grounds Foreman and the Head of Grounds Operation, in the absence of the
Town Clerk will be responsible for undertaking COSHH assessments.

Grounds Foreman and the Head of Grounds Operation, in the absence of the
Town Clerk will be responsible for ensuring that all actions identified in the
assessments are implemented.

Grounds Foreman and the Head of Grounds Operation, in the absence of the
Town Clerk will be responsible for ensuring that all relevant employees are
informed about COSHH assessments.

Grounds Foreman and the Head of Grounds Operation, in the absence of the
Town Clerk will ensure that new substances can be used safely before they are

purchased.

Assessments will be reviewed annually or when the work activity changes,
whichever is the soonest.

Information, Instruction and Supervision

VA
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3.6

3.7

3.8

The Health and Safety law poster is displayed in all Council properties
Health and safety advice is available from Central Bedfordshire Council

Supervision of young workers / trainces will be arranged / undertaken /
monitored by Town Clerk

The Town Clerk is responsible for ensuring that employees working at locations
under the control of other employers, arc given relevant health and safety
information.

Competency for Tasks And Training

The Town Clerk will ensure the provision of induction training for all employees
Job specific training will be provided by Grounds Foreman or Town Clerk.
Training records will be kept by the Town Clerk at the Council Offices

Training will be identified, arranged and monitored by the Town Clerk through
the bi-annual appraisal system.

Accidents, First Aid and Work Related 11l Health

First aid boxes are kept in the Council offices, the Council workshop and in each
of the Council vehicles,

The appointed persons / first aiders are; Clare Evans, Chantel England, Tara
Earnshaw, Andy Godly and Ben McGarrigle.

All accidents and cases of work related ill health are to be recorded in one of the
2 accident books, The books are kept at the Council Offices and the Council
Workshop.

The Town Clerk is responsible for reporting accidents, diseases and dangerous
occurrences to the enforcing authority.

Health & safety checks including the checking of the 1 Aid boxes are
completed on a 6-month basis and a record of the inspection is kept.

Meonitoring

To check working conditions and to ensure that safe working practices are being
followed, the Council will:

Discuss health and safety issues at the bi-monthly staff meetings

Discuss on an individual basis health and safety issues with employees at their
bi-annual appraisal meeting

Carry out periodic inspections of work practices

TInvestigate accidents (responsibility of the Town Clerk)
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4.0

4.1

IL.

HI.

VI

VIL

VIIL

* Investigate work related causes of sickness absences {responsibility of the Town
Clerk)

e  Act on investigation findings to prevent a recurrence (responsibility of the Town
Clerk).

Emergency Procedures — Fire and Evacuation

e The Town Clerk is responsible for ensuring the fire risk assessment is
undertaken and implemented.

e  Escape routes are checked by the Town Clerk and the Grounds Foreman every
month

e TFire extinguishers and emergency lighting are maintained and checked annually
by a competent firm

»  Smoke alarms are tested monthly by the Head of Grounds Operation (office) and
the Grounds Foreman (there are no fire alarms)

o  FEmergency evacuation will be tested every six months,

CODI OF PRACTICE

This information and guidance has been prepared for the benefit of all employees to
ensure the safety of yourself, your colleagues and members of the public.

If you are unsure on any aspect of safety in respect of any task seek guidance
from your Manager,

If you discover a fault on any item of equipment, or notice anything you consider
to be unsafe, report it to your Manager.

Keep your work place clean and tidy.
Keep your working area, including floor space, free from all obstructions.
Good standards of hygiene must be maintained at all times.

Clothing/footwear must be appropriate for the job. Protective clothing should be
worn when supplied.

Do not attempt to use any item of machinery or equipment if you have not had
adequate instruction.

Council vehicles should only be driven by Council emplovees. The driver must
ensure the vehicle is not overloaded. Vehicles must be regularly cleaned (inside
and out) and regular checks made on oil, water, tyres and lights.

No attempt should be made to lift heavy or awkward items unassisted. If
assistance is not available, do not lift,

V3N
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XIII.

XV,

XV.

XVL

XVII

All fuels, chemicals, cleaning materials, ete., must be stored in safety zones and
used in accordance with the supplier's instructions or local safe working
procedures as appropriate.

Be awaie of the health risk from exposure to hypodermic needles/blood and use
protective clothing when handling such items.

Equipment must not be stacked unless so designed.
Step ladders must be in good condition and used by a competent person.

Ladders must be in good condition and must not be used by one person alone.
There must always be another person at the foot of the ladder unless the ladder is
securely fixed by some other means.

Appropriate fire notices are displayed throughout the Council's premises. Be
aware of procedure in case of fire and ensure it is strictly adhered to. On hearing
the fire alarm vacate the premises immediately. Life is more important than

property.

All accidents must be reported and entered in one of the Accident Books. These
are kept at the Council Offices, Peel Street and at the workshop.

Smoking is not permitted in any of the council premises or in any Council
vehicle,

IENN




CORPORATE SERVICES Agenda Item 18

Date: 4% March 2019

Title: Internal Audit Report — Interim Review

Purpose of the Report: To present to members the Internal Auditors Interim Review

Report

Contact Officer: Debbie Marsh, Corporate Services Manager

1.

RECOMMENDATION
To note the report.
BACKGROUND

The Town Council has a statutory duty to complete an Annual Return each year. Within
the Annual Return there is an annual internal audit report that provides assurance on a
range of prescribed control objectives.

An interim review was undertaken on the 13" November 2018 to undertake some
sample review of documents, procedures and processes.

ACTIONS FOR CONSIDERATION
Within the attached interim review report two low level actions are recommended.

Risk 1: Disproportionate administration costs for taking cash (or other payment
method) deposits for stalls at events. Especially where stalls are free, and therefore no
offsetting income is recoverable against the administrative costs of collecting,
accounting for, and securely holding deposits. It is unlikely that taking small cash
deposits of sums such as £5 will either compel or deter stall holders regarding
attending events.

At the Events Working Group meeting held on the 5™ December 2018, Members
agreed to remove the need for a refundable deposit of £5.00 resolved (Minute No:
EWG445).
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Risk 2: Any cash handling introduces a risk of misappropriation, misuse, loss or
theft. The Council should seek to minimise the risk of loss.

A review of petty cash use, including the amount held, is being undertaken by the
Responsible Finance Officer. From April 2019, one routine payment (£5 monthly
staff mobile phone top up) will be processed via payroll.

COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

IMPLICATIONS

Corporate Implications
e There are no legal implications.

Legal Implications
e There are no legal implications.

Financial Implications
» Thereis alow-level financial risk. Failure to make changes may result in weaker
confrols leading to risk of undetected fraud or error.

Risk Implications
¢ Failure to make changes could pose a slight risk to the Town Councils
reputation.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage
and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This policy does not discriminate.

Press Contact
It is not considered necessary to contact the press in relation to this matter.

CONCLUSION AND NEXT STEPS

Although two low level risks had been identified by the Internal Auditor, risk one has
been removed completely and therefore no longer poses a risk. Risk two has already
been reviewed as detailed in item 3 thereby lowering the risk level further.

APPENDICES

Appendix A Internal Audit Report — Interim Review

Page 2 of 2
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Interim Review

Version 1
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1. Introduction

1.1 Greenbiro Limited was re-appointed as the internal auditors for the Council for the
Municipal Year 2018-19 having delivered the service for previous five years.

1.2 The Council has a statutory duty to complete an Annual Return each year. Within the
Annual Return there is an annual internal audit report that provides assurance on a
range of prescribed control objectives.

1.3 The internal audit testing programme is designed to focus on the areas where assurance
is required for completion of the Annual Return.

1.4 An interim visit was undertaken on 13 November 2018 to undertake some sample
review of documents, procedures and processes.

1.5 The purpose of this report is to provide the Town Clerk and its Councillors with an
interim update on the outcomes of the visit and identify any areas of concern. It does
not guarantee that records or activities are free from fraud or error.

2. Overview

2.1 Progress with the recommendations made in previous annual internal audit reports
would normally be included below. There were however, no recommendations made in
the 2017-8 annual report.

2.2 The prescribed internal control objectives to be reviewed as part of the Annual Internal
Audit Report are described in Table 1 below. Alongside each objective, a brief summary
of the findings at the interim visit are included.

2.3 Not all control objectives were examined at the time of the visit so no opinion has been
provided for those at this time.

24 General comments are that financial records are well maintained, clearly labelled so are
easy to find and follow, filed in an appropriate manner and appeared to be complete
and fit for purpose.

25 There were no significant issues of concern regarding the internal control framework to
report at this stage. Two minor issues for consideration are included in section 3.

2.6 Following the external audit of the accounts for 2017/18, an unqualified opinion was
provided, and two minor administrative issues were raised which have been noted and
addressed.

Table 1 — Internal Control Objectives {derived from the Annual Return form)

Control Objective Findings Action
Ref,

Appropriate books of account have been | Accounting records were reviewed and were in the expected
properly kept throughout the year. format. Some arithmetic checks were performed to detect system
errors. None were found.

2|Page
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Control Objective Findings Action
Ref.

The Council’s Financial Regulations have | The Councit’s Financial Regulations are in accordance with the

been met, payments were supported by NALC model guidance and were adopted by the Council on 29%

invoices, expenditure was approved and September 2014. The Financial Regulations were amended to

VAT was appropriately accounted for, reflect changes In staffing structure {mainly the removal of Deputy
Town Clerk references) and presented to Council on 18% July 2017
where they were approved.
A sample of payments was examined. All had been processed in
accordance with the described procedure and the Council’s
Financial Regulations were met.
Accounting for VAT was examined on the invoices paid, no errors
were detected. The latest VAT return was examined and had been
submitted in full and on time.

The Council assessed the significant risks | The risk register and risk strategy was examined and was adequate

to achieving its objectives and reviewed for the needs of the Council. It had most recently been reviewed

the adequacy of arrangements to by the Corporate Services Committea on 24t%h September 2018

manage these. [minute 9486 refers] and presented to Council on 8% October
2018 when it was approved. [minute 9608 refers].

The annual precept requirement resulted | The budget setting process was discussed with the Clerk and was

from an adequate budgetary process; considered to be adequate in meeting the Council’s requirements.

progress against the budget was Approprlate budget monitoring is regularly undertaken.

regularly monitored; and reserves were Reserves were not examined at the interim visit, but will be

appropriate. reviewed at the year-end.

Expected income was fully recelved, The Counci] accepts cash and cheque payments at the office, The 1

based on correct prices, properly process for accepting cash requires significant manual record

recorded and promptly banked; and VAT | keeping through the issuing of hand written receipts,

was appropriately accounted for. There has been some discussion recently regarding requesting
small refundable deposits from groups booking stalls at events.
The Council should carefully consider the administrative burden,
and the security of taking small refundable deposits, where there
will be no compensating income — i.e where no stalf fee is being
charged and therefore the deposit monies would need to be held
separately and securely. This would also raise a further
administrative process - a requirement for the Council to declare
the deposits as amounts owed if held at the year end.
A sampie of payments received was examined. All had been
processed in accordance with the described procedure and the
Council’s Financial Regulations were met.
Accounting for VAT was reviewed as part of the sample. No errors
were detected.

Petty cash payments were propetly Petty cash records were examined at the interim visit. Records 2

supported by receipts, expenditure was were appropriately kept, and access to the petty cash was limited

approved and VAT appropriately to three officers. There is quite high usage of petty cash {over

accounted for. £200 per month on average). Some items were paid from petty
cash every month. Many small councits do not operate petty cash,
preferring to use a corporate credit card instead for all small
purchases, which can offer an improved transparency of spending.

Salaries to employees and allowances to | Badford Borough Councii provides payroli services to the Council.

Members were paid in accordance with Salary records were reviewed at the interim visit to check for

council approvals, and PAYE and NI reasonableness from month to month (analytical review).

requirements were properly appiied, Payment amounts and deductions were as expected.

Asset and investments registers were Asset registers exist and are adequate for financial reporting.

complete and accurate and properly There was evidence that the register is updated with purchases

carried out. and disposals as they arise during the year.

Periodic and year-end bank account The file of bank reconciliations was reviewed and it was confirmed

reconciliations were properly carried out. | that bank reconcillations are being performed regularly and were

3|Page
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Control Objective

Findings

Action
Ref,

Members.

properly completed. There was evidance of supervisory sign off of
the bank reconciliation by the Town Clerk and monthly review by

Year-end accounts were prepared on the
correct accounting basis (receipts &
payments/income & expenditure),
agreed with cashbock, were supported
by an adequate audit trail from
underlying records, and, where
appropriate debtors and creditors were
properly recorded.

Not examined at interim visit.

The Council has met its responsibilities as
a trustee,

Not applicable, The Council does not act as a trustee,

3. Actions for consideration

3.1

There are two low level actions recommended at this stage. Neither of these issues

present a significant risk to the Council, but should be considered to further minimise

risk, or avoid unnecessary costs.

Risk

Recommended action

Response

Disproportiocnate
administration costs for taking
cash {or other payment
method) deposits for stalls at
events. Especially where stalls
are free, and therefore no
offsetting income is
recoverable against the
administrative costs of
collecting, accounting for, and
securely holding deposits.

it is unlikely that taking smail
cash deposits of sums such as
£5 will either compel or deter
stall holders regarding
attending events.

Consider carefuily the
administrative costs of
implementing any scheme to
take deposits. Any scheme
should avoid unnecessary
administrative burden,
especially if there is no
compensating gain in income
for the Council.

Any cash handling introduces a
risk of misappropriation,
misuse, loss or theft. The
Council should seek to
minimise the risk of loss.

A review of petty cash use
should be undertaken and
where possible, any rautine
payments should be made
electronically, and the use of
petty cash should be
discouraged wherever
possible,

The Council should consider
the use of a corporate credit
card.
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3.2 The recommendations are rated in three categories — High, Medium and Low. Examples
of the risks of not making recommended changes are listed below. The list for each is
not exhaustive.

. High — Where failure to make changes is likely to give rise to a risk of breach of
legislation or breach of Financial Regulations; risk of significant loss {financial,
reputational) due to undetected fraud or error; or danger to life. The risk is likely
to materialise within 3 to 6 months.

® Medium — where failure to make changes may give rise to a breach of approved
procedures or Financial Regulations; risk of loss (financial, reputational) due to
undetected fraud or error; or risk of injury. The risk is fikely to materialise within 6
to 12 months.

. Low — Where failure to make changes may result in weaker controls leading to
risk of undetected fraud or error, or where good value for money is not being
routinely achieved.

3.3 Any future recommended actions will be discussed with the Clerk and comments or
agreed responses will be recorded in the Annual Internal Audit Report.
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