Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680333 ~ Fax: 01636 680350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

FINANCE & GENERAL PURPOSES COMMITTEE
WEDNESDAY 9TH JANUARY 2019

Thursday 3rd January 2019
Dear Councillor
You are summonsed to attend a meeting of the Finance & General Purposes Committee at 7.30pm on
Wednesday 9th January 2019. This meeting will be held in the Council Chamber at the Town Hall.
Yours sincerely

Alan Mellor
Town Clerk
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Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680333 ~ Fax: 01636 680350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

Committee Date: Wednesday 9th January 2019

Agenda Item No: 2

FINANCE & GENERAL PURPOSES COMMITTEE MINUTES
Minutes of the Meeting of the Finance & General Purposes Committee held on Wednesday 5th
December 2018 in the Town Hall.
Membership Present:

Councillor

D Lloyd (in the Chair)

Councillors

M G Cope (Vice-Chairman)
Mrs C Barker-Powell
Mrs I Brown (Ap)
M Cleasby
Mrs R Crowe
R A Crowe
Mrs G Dawn (Ab)
P Duncan
Ms H Gent
K Girling
L Goff
S Haynes
D Hyde (Ab)
D Jones (A)
T Roberts MBE
M Skinner
R Williams

Apologies for Absence:

Councillors

Mrs I Brown, D Jones

Officers Present:

Town Clerk

Alan Mellor

In Attendance:

Managing Director, SCS

Jerry Parker

Taking Notes:

PA to the Town Clerk

Helen Crossland

There were no members of the public present.
Venue:

Council Chamber, Town Hall
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FGP48/18/19

Minutes of the last meeting of the Finance & General Purposes Committee held on
Wednesday 7th November 2018
The Minutes of the Finance & General Purposes Committee meeting held on Wednesday
7th November 2018 were AGREED as a true and accurate record and signed by the
Chairman.

FGP49/18/19

Matters Arising
There were no Matters Arising.

FGP50/18/19

Declarations of Interest
It was AGREED to accept any Declarations of Interest as and when they arose during the
meeting.

FGP51/18/19

Payment Schedule 7/19
Members AGREED that payment in accordance with Payment Schedule 7/19 in the sum of
£157,061.25 (one hundred and fifty seven thousand and sixty one pounds and 25p) be
APPROVED.

FGP52/18/19

Information Technology
Mr Jerry Parker, the Managing Director of SCS Technology Solutions was in attendance
and explained the report and Options contained in the Agenda.
Members were then invited to ask questions.
Cllr S Haynes asked if anything other than emails would be able to go onto a cloud based
server.
Mr Parker responded that a version of Office (365) is available; this could be deployed
across all of the workstations in the Council.
The current server is probably not big enough for Office 365 at a desk based level.
Cllr S Haynes then asked why the server options were 2016 – was there not a more up to
date model. Mr Parker informed Members that a 2019 model had been on the market, but
Microsoft Office had currently withdrawn it owing to issues with that model.
Cllr K Girling said that he would not recommend Office 365; he thought that a cloud based
server was required, ‘big boxes’ were not needed these days.
Cllr L Goff thought that the Town Council should be guided by the advice of Senior Officers
from the District and County Councils.
Mr Parker pointed out that the proposal was only about putting email in the cloud; one
benefit would be that email would still be available on mobile phones if it was cloud based.
Cllr S Haynes then asked about continuity of business issues, and remote working from the
server currently based in the Town Hall. Mr Parker responded that the shared drive and
remote access was available from an on premise server.
The question was raised as to whether there was slightly more risk with using back up
tapes; Mr Parker said that with a device on the premises, a virtual back up could be
replicated to the cloud, should the main server go down – this would be a ‘belt and braces’
approach.
Cllr Ms G Gent agreed with the use of the cloud and felt that the hard copy back up tape
was not required.
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Cllr M Skinner then asked about cyber security; as a whole he asked how this report
compared with what SCS would put in to similar organisations.
Mr Parker explained about the type and size of equipment that would be required; the
number of workstations would dictate this.
Cllr S Haynes then said that the recent acquisition made by the Town Council should be
taken into consideration before any decision is made.
The Town Clerk explained the situation to Mr Parker with regard to the purchase of the
Buttermarket and that there may be implications arising from this in the future.
The Town Clerk then informed Members that the systems the Town Council use do not
have cloud versions, so for these systems we have to back them up on a tape.
Cllr L Goff asked why SCS had not provided any ‘comparisons’ in the report.
Cllr T Roberts MBE asked what system the Town Clerk would prefer; the Town Clerk
responded that he did not understand enough about the cloud, and security, for example
where the cloud information is actually stored.
He liked that fact that he knew what the
risks were with having the server on the premises.
Members had no more questions for Mr Parker and he left the meeting at this point.
Members then AGREED to defer the item in order that a small, knowledgeable and
experienced Working Party could be set up, to assist the Town Clerk with this decision.
It was AGREED that the following Councillors would make up the Working Party:
Cllr S Haynes
Cllr Ms H Gent
Cllr K Girling
FGP53/18/19

Financial Out Turn
Members RECEIVED and APPROVED the financial out-turn report as at 31st October 2018.

FGP54/18/19

Events Update
The Chairman said each Recommendation would be discussed and voted on separately.
Armed Forces Day
Cllr P Duncan said he fully supported this important event, however, the amount of time
spent on it by the Town Council should be properly assessed.
Cllr Mrs Crowe thought that the event was so much better since it had been moved to the
Market Place two years ago.
Cllr K Girling then spoke; he thanked Cllr P Duncan for bringing his point to Members
attention. He then gave some history of the event.
Cllr L Goff asked about free parking for Armed Forces veterans; he also mentioned that
toilet facilities were not the best.
Cllr M Cope moved Recommendation (i) and it was seconded by Cllr L Goff.
Members then AGREED:
(i)

To support the 2019 Armed Forces Day event in the Market Place.

Newark Festival 2019
Cllr Mrs Crowe asked the Town Clerk if there was any indication yet as to who would be
performing; he responded that LHG were still in the process of putting together an
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appropriate line up. If there is any information available before Christmas it would be sent to
Councillors.
(ii)

Members then NOTED the report on the Newark Festival 2019.

Christmas Lights and Switch On Event
Cllr Ms H Gent congratulated the Town Clerk on all the hard work for this event.
She also made the point that the crowds had been problematic particularly when queueing
for the fairground rides; would it be possible to move some of them into the side streets.
The Town Clerk said that rides were only put where retail shops were closed. He said he
would look into this.
Cllr L Goff also congratulated the Town Clerk and also said how good it was that there had
been free parking on the day. He then said that a lot of people could not see the fireworks
when they were set off from the top of the NCP.
Cllr L Goff also thought that there should be a bigger screen on the stage.
He spoke about lack of toilets again, and suggested that portaloos could be used, and also
Riverside Park may be an alternative venue.
The Town Clerk pointed out that the whole point of the event was to switch on the Christmas
lights which were in the town centre and helped support the vital retail economy as such the
Riverside Park would not be a suitable alternative. He added that the capacity of the event
is currently manageable and he did not want to attract more people to attend.
Cllr Mrs Crowe agreed with the Town Clerk – it was all about the Christmas lights.
Cllr S Haynes also agreed with the Town Clerk. He also said he had been to Lincoln Market
and there, small children were given wrist bands to wear, bearing their information in case
they got lost – would this be something to consider for the future.
Cllr Mrs Barker-Powell said she had enjoyed the whole event and she had not heard any
negative comments.
Cllrs P Duncan and M Skinner congratulated the Town Clerk and the Markets Manager on
the quality and size of the market.
Cllr M Cope said that next year is should be made clear that when the plunger is pressed it
is to set off the fireworks, not to switch on the lights – people were confused about this. The
Town Clerk agreed this needed to be made clearer.
Brass Band Concerts & Brass Explosion
Cllr Mrs Crowe began the discussion on this item. She felt that the Town Council should be
supporting the local bands and giving them ‘first refusal’. Also, when bands are invited, they
should be informed of the cap on fees – they could then make the decision as to whether to
apply or not.
Cllr T Roberts MBE pointed out that the Magnus Academy now have two bands, and would
love to be involved.
The Town Clerk informed Members that for the Brass Explosion he had tried to get
something ‘a little different’ from the normal Sunday Band Concerts.
Cllr P Duncan said it had been an exceptional programme this year; it was a better
disciplined and more cost effective programme.
(iv)

Members gave the Town Clerk the following guidelines to be used for the line-up
and cost of the Brass Bands for both the Sunday concerts and the Brass Explosion
in 2019:
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a.

The cap on fees for the Sunday Band Concerts is to be kept at £300 and all
invited bands should be made aware of this in the initial invitation letter.

b.

Newark Town Band and the Newark & Sherwood Concert Band should be
invited to play at the Sunday Band Concerts and at the Brass Explosion
and be given the first opportunity before other bands are engaged for the
programme is finalised.

European Juggling Convention
The Town Clerk informed Members that he had been told that the Arts Council had in fact
given a £15,000.00 funding contribution to this event.
(v)

Meeting Closed:

Members then NOTED the report on the European Juggling Convention to be held
in Newark in 2019.

8.40pm

Next Meeting:

Wednesday 9th January 2019
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Agenda Item No:

Committee Date: Wednesday 9th January 2019

5

FINANCE & GENERAL PURPOSES COMMITTEE

SUBJECT:

PAYMENT SCHEDULES

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members to Approve the attached Payment Schedule 8/19 & 9/19.

2.

Background

2.1

Payment Schedule 8/19 & 9/19 appended to this report.

3.

Financial, Legal, Equality and Risk Issues

3.1

None.

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email:

11

12

CHEQUES
ACCOUNTS FOR PAYMENT SCHEDULE 8/19
Voucher
No
949
950
951
951
951
951
951
951
951
951
951
951
951
951
951
951
951
951
952
953

Payee
Hinze R
Forest Pavings
Petty Cash

Allen Mrs P
Bamford G

Cheque No
19080
19081
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19082
19083
19084

Budget Head
* Allotment Bond
P & O/S Meadow Cutting
Travel
ENV Tools & Equipment
Museum
Postage
Publications
Mayor's Allowance
PC Material
Travel
* Allotment keys
* Allotment Bond
Market Equipment
* TH Bar
TH Maintenance & Equipment
Civics
* Refreshments
Conferences/ Seminars
Civics
Cemetery Fees
Total

30.11.18
Total
Amount
£20.00
£680.00
£23.50
£5.39
£11.00
£1.77
£30.00
£6.00
£14.85
£42.30
£6.00
£40.00
£12.10
£22.05
£24.70
£9.90
£69.06
£31.00
£22.50
£33.00
£1,105.12

AUTOPAY
ACCOUNTS FOR PAYMENT SCHEDULE 8/19
Voucher
No
954
955
956
957
958
959
960
961 - 962
963
964 - 965
966
967

Payee
Allington Petal
Ann et Vin
Ann et Vin
A O Cumbernauld
Barker Catering
Brown Advertising
BS City Fencing
Bunzl
Churches Fire Security
City Hygiene
Concept Accommodation Ltd
County Life Ltd

Budget Head
TH Marketing
Mayor's Allowance
* TH Bar
Payroll
Civics
Market Promotions
Allotment Repairs & Maintenance
TH Maintenance & Equipment
Cemetery Upkeep
PC Contracts
P & O/S R & R Fund
Market Promotions

30.11.18
Total
Amount
£85.00
£22.98
£124.32
£12,908.13
£33.60
£900.00
£216.00
£451.54
£485.40
£1,803.60
£4,560.00
£478.80
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968
969
970
971
972
973
974
974 - 976
977
978 - 979
980
981
982 - 984
985
986
987
988
989
990 - 991
992 - 993
994
995 - 996
997
998
999
1000
1001
1001
1002
1003
1004
1005
1006
1007
1008
1009
1010
1011 1015
1016
1017
1018
1019
1020
1021

County Signs
Cox Events Ltd
Davies & Sons Ltd
EE
East Midlands Digital Radio
Eyre & Elliston
Farmstar
Farmstar
Foresters Brass
GMS
Harrison I
Harrison I
HCS
Huson S
Iliffe Media
Iliffe Media
Lidsters of Worksop
Lincoln Council
LITE
Liz Hobbs Group
Liz Hobbs Group
Marshall & Sons
MEC Recycling
Milvill
Murray DS
Newark Security Services
N & S Locksmiths
N & S Locksmiths
N & S Locksmiths
NSDC
Newark Team PCC
Newark Town Band
Newark Town Band
Notts CC
Notts in Focus
Nottm Ground Maintenance
Nottm Ground Maintenance

Civics
* Recharges
PC Repairs & Maintenance
Telephones
Market Promotions
PC Repairs & Maintenance
ENV Uniform
ENV Tools & Equipment
Brass Explosion
TH Maintenance & Equipment
Travel
Market Promotions
TH Maintenance & Equipment
Market Promotions
Market Promotions
Museum
Capital Receipts
Mayor's Allowance
Christmas Lights
Brass Explosion
Christmas Lights Event
P & O/S Repairs & Maintenance
Cemetery Upkeep
PC Materials
Museum
P & O/S Security
ENV Tools & Equipment
Market Equipment
PC Repairs & Maintenance
P & O/S SLA
Newark in Bloom
Brass Explosion
Civics
Payroll
Market Promotions
Market R & R Fund
TH Maintenance & Equipment

NTC Pay Account
Owen K
Petes Flowers
PHS
Pipefab Engineering
Primeprint
RADAR Key Company

Payroll
Market Promotions
Civics
TH Maintenance & Equipment
Cemetery Upkeep
General Marketing
PC Materials

£96.00
£740.00
£67.20
£96.40
£574.80
£100.08
£90.48
£60.45
£200.00
£320.16
£26.95
£49.88
£634.27
£71.19
£714.00
£184.24
£11,520.00
£24.00
£47,964.24
£9,264.00
£21,075.92
£1,230.00
£75.00
£435.26
£140.00
£697.50
£301.14
£117.25
£110.40
£202,186.80
£26.00
£200.00
£400.00
£13,907.61
£150.00
£1,548.00
£1,530.00
£41,533.07
£100.00
£60.00
£371.83
£466.74
£252.00
£145.20
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1022
1023
1024
1025
1026
1027
1028 1029
1030
1031 1032
1033
1034
1035 1036
1037
1038 1039
1040
1041
1042
1043
1044
1045
1046
1047
1048 1049
1050
1051 1052
1053
1054
1055
1056
1057

Redlime Marketing Ltd
Reflect Recruitment
Roberts LO
Saunders J
Sayers F
Schuller Recycling

Christmas Lights Event
Payroll
Market Promotions
Payroll
Market Promotions
TH Maintenance & Equipment

£790.40
£58.51
£220.00
£400.00
£140.00
£28.86

Screwfix
SCS

ENV Uniform
Computers

£75.91
£457.20

Second Element
Security 2
Smith Electrical

TH Maintenance & Equipment
TH Bookings
Market Repairs & Maintenance

Smith Electrical
Smiths Timber

TH Maintenance & Equipment
ENV Tools & Equipment

Smiths Timber
Smiths Timber
SSE
SSE
Tanvic
Tracker UK
TSG
UK Waste
Use Locally

Cemetery Upkeep
Market Equipment
PC Electricity
P & O/S Electricity
ENV Mowers
Vehicle Running Costs
Computers
Cemetery Upkeep
Market Promotions

Viking
Virgin Media

Printing & Stationery
Telephones

Virgin Media
Virgin Media
Visit Nottinghamshire
Watch it Security
Watch it Security
Yates Engineering

ENV Telephones
£93.42
PC telephones
£16.01
Museum
£180.00
Allotment Repairs & Maintenance
£360.00
Cemetery Upkeep
£662.16
* Recharges
£219.12
Total £396,411.01

£1,861.31
£2,101.96
£560.16
£351.24
£3.26
£71.73
£1,872.00
£236.06
£111.10
£33.60
£979.00
£828.00
£489.56
£592.80
£124.88
£565.33

DIRECT DEBITS
ACCOUNTS FOR PAYMENT SCHEDULE 8/19
Voucher
No
Payee
1058 +
1060 ASD Wholesale
1059 ASD Wholesale
1061 BT

Budget Head
Civics
* TH Bar
ENV Telephones

30.11.18
Total Amount
£63.98
£229.37
£78.24
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1062
1063
1064
1065 1067
1068
1069
1070
1070
1070
1070
1070
1070
1070
1071
1072
1073
1074
1075
1076
1077
1078 1079
1080
1081 1083
1082 1083
1084 1084
1085
1086

BT
Crown Gas
Edgars Water

Telephones
TH Gas
* Refreshments

£366.60
£1,736.05
£79.20

Everflow Ltd
Lex Autolease
Natwest Cards

NSDC Rates
PWLB
Safety Measures
SSE
SSE
SSE
SSE

Water
Civic Car
* Recharges
TH Maintenance & Equipment
Dog Bins
Printing & Stationery
Conferences/Seminars
Green Flag
CE Uniforms
Capital Receipts
Rates
PWLB
Health & Safety
TH Electricity
Market Electricity
ENV Electricity
ENV Gas

Total Gas
UK Fuels

PC Gas
Civic Car

£311.70
£68.38

UK Fuels

Vehicle Running Costs

£232.89

UK Fuels

Fuel - Mowers

£143.76

Waterplus
Waterplus
Worldpay

ENV Water
PC Water
Bank Charges

£1,457.03
£274.00
£47.53
£19.99
£299.94
£19.58
£15.60
-£117.00
£199.00
£45.00
£8,115.00
£12,420.92
£88.80
£3,354.20
£163.58
£25.38
£79.66

Total

-£107.58
-£1,558.11
£71.87
£28,224.56

Grand Total

£425,740.69

* Recharges
Note. PC (Public Convenience) costs covered by Agency
Reflects full or part recharge
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CHEQUES
ACCOUNTS FOR PAYMENT SCHEDULE 9/19
Voucher
No
1087
1088
1088
1088
1088
1088
1088
1088
1088
1088
1088
1088
1088
1088
1088
1089
1090
1091

Payee
Hoggard DC
Petty Cash

Newark Twinning Assoc
Allen Mrs P
Municipal General Charity

Cheque No
19085
19086
19086
19086
19086
19086
19086
19086
19086
19086
19086
19086
19086
19086
19086
19087
19088
19089

31.12.18

Budget Head
Market Promotions
Market Equipment
Civic Car
* Allotment Keys
Payroll
ENV Uniform
Market Promotions
PC Uniform
Museum
Civics
Mayors Allowance
* TH Bar
* Refreshments
TH Maintenance & Equipment
Travel
Twinning
Cemetery Fees
TH Rents
Total

Total
Amount
£120.00
£12.90
£24.00
£6.00
£40.00
£8.95
£25.50
£19.99
£15.90
£12.50
£41.40
£37.96
£60.92
£28.35
£65.70
£510.00
£45.00
£42.50
£1,117.57

AUTOPAY
ACCOUNTS FOR PAYMENT SCHEDULE 9/19
Voucher No
1092
1093
1094 - 1095
1096
1097
1098
1098
1099
1100
1101
1102
1103
1104

Payee
Abbey Flyers Ltd
Admag Publications
Ann et Vin
A O Cumbernauld
Arco Ltd
Argos
Argos
AW Accident Repair Centre
BT
Bunzl
Canon UK
Caverhill Conservation
CEF

Budget Head
Christmas Lights Event
Museum
* TH Bar
Payroll
Market Uniform
Telephones
TH Maintenance & Equipment
Vehicle Running Costs
Telephones
TH Maintenance & Equipment
Printing & Stationery
Museum Acquisitons
Market Equipment

31.12.18
Total
Amount
£1,471.80
£86.40
£480.39
£10,855.89
£120.72
£29.31
£3.98
£554.40
£96.36
£156.47
£789.58
£440.00
£42.06
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1105
1106
1107
1108
1109 - 1110
1111
1112 - 1115
1115 - 1116
1117
1118
1119
1120 - 1121
1122
1123
1124
1125 - 1126
1127
1128
1129
1130
1131 - 1132
1132
1132
1133
1134
1135
1136
1137
1138
1139
1140
1141
1142
1143
1144
1145
1146 - 1147
1148
1149 - 1151
1152
1153
1154
1155
1156

County Signs
Crossland H (Morrisons)
Decent Chaps
EE
ENVA Ltd
Everett M
Farmstar
Farmstar
Flagpole Express
Harrison I
Henton & Chattell
Iliffe Media
Jones Maintenance
Jones Maintenance
Jones Maintenance
KD Media
Laffeys
Lidsters of Worksop
LITE
Lynx AC
Marshall & Sons
Marshall & Sons
Marshall & Sons
Mayo Crane Hire
Mobile Staging
Morrison Chartered Surveyors
Murray DS
Neopost Ltd
Newark Security Services
Newark & Sherwood Concert
Band
NSDC
NSDC
Newark & Sherwood Locksmiths
Newark Town Band
Notts CC
Nottm Grounds Maintenance
NTC Pay Account
Owen K
Reflect Recruitment
Roberts LO
RPA Joinery
Saunders J
Sayers F
Schofield A

Market Promotions
Mayor's Allowance
Brass Explosion
Telephones
Market Refuse Disposal
Market Promotions
ENV Uniform
ENV Tools & Equipment
Green Flag
Market Equipment
Vehicle Running Costs
Market Promotions
Town Team
PC Repairs & Maintenance
Newark in Bloom
TH Marketing & Promotions
Cemetery Upkeep
Capital Receipts
Christmas Lights
TH Contracts
P & O/S Repairs & Maintenance
Street Furniture
Capital Receipts
Christmas Lights
Market Promotions
Capital Receipts
Museum
Postage
P & O/S Security

£360.00
£32.10
£225.00
£96.80
£3,120.15
£341.00
£122.66
£22.93
£771.80
£42.54
£442.40
£558.66
£1,648.20
£1,018.80
£90.00
£344.40
£396.00
£12,540.00
£594.00
£612.00
£1,488.00
£540.00
£1,620.00
£540.00
£1,090.00
£1,500.00
£100.00
£223.08
£675.00

Christmas Lights Event
Market Repairs & Maintenance
Civics
ENV Tools & Equipment
Market Promotions
Payroll
P & O/S Repairs & Maintenance
Payroll
Market Promotions
Payroll
Market Promotions
TH Maintenance & Equipment
Payroll
Market Promotions
Market Promotions

£150.00
£34.42
£293.02
£91.20
£1,000.00
£13,088.40
£468.00
£42102.89
£170.00
£376.67
£440.00
£168.74
£400.00
£280.00
£200.00
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1157 - 1160
1161
1162 - 1163
1164 - 1165
1166
1167
1168
1168
1169
1170

Screwfix
Screwfix
SCS
Second Element
Smith Electrical
Smith S
South Lincs Clothing
South Lincs Clothing
South Wales Computers
Spurcroft Civic

ENV Uniform
ENV Tools & Equipment
Computers
TH Maintenance & Equipment
PC Repairs & Maintenance
Market Promotions
ENV Uniform
PC Uniform
Printing & Stationery
Mayor's Allowance

£60.98
£97.48
£411.30
£408.00
£95.40
£200.00
£145.14
£301.08
£82.80
£258.90

1171+117374
1172
1175
1176
1177
1178
1179
1180
1181
1182
1183
1184 - 1185
1186
1187
1188
1188
1189
1190
1191

SSE
SSE
Staples
Steelgen
Temple P
The Business
TMS
Town Mayor's Charity Appeal
UK Waste
Viking
Virgin Media
Virgin Media
Watch it Security
Watch it Security
Willows Nursery
Willows Nursery
Willsons Printers
Wright S
York Archaeological Trust

PC Electricity
£743.76
P & O/S Electricity
£222.18
Printing & Stationery
£84.68
Market Promotions
£250.00
Museum
£99.42
Market Promotions
£250.00
Christmas Lights
£210.00
Mayor's Allowance
£28.67
Cemetery Upkeep
£979.13
Printing & Stationery
£73.78
Telephones
£566.76
ENV Telephones
£93.72
Cemetery Upkeep
£662.16
Allotment Repairs & Maintenance
£360.00
Cemetery Upkeep
£893.50
Newark in Bloom
£4,555.40
Printing & Stationery
£68.40
Market Promotions
£34.50
Capital Receipts
£2,042.40
Total £119,825.76

DIRECT DEBITS
ACCOUNTS FOR PAYMENT SCHEDULE 9/19
Voucher
No
Payee
1192 1194 ASD Wholesale
1195 1196 BT
1197 1201 BT

Budget Head

31.12.18
Total Amount

* TH Bar

£666.65

Telephones

£220.32

ENV Telephones

£461.52
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1202
1203
1204
1205
1206
1207
1207
1207
1207
1207
1207
1208
1209
1210
1211
1212
1213
1214
1215
1216 1217
1218 1219
1220

BT
Crown Gas
Edgars Water
Everflow
Lex Autolease
Natwest Cards

NSDC Rates
Safety Measures
Severn Trent Water
SSE
SSE
SSE
Total Gas
UK Fuels

PC Telephones
TH Gas
* Refreshments
Water
Civic Car
* Recharges
Subscriptions
Vehicle Running Costs
Printing & Stationery
TH Maintenance & Equipment
TH Marketing & Promotions
Rates
Health & Safety
ENV Water
ENV Electricity
TH Electricity
Market Electricity
TH Gas
Civic Car

UK Fuels

Vehicle Running Costs

UK Fuels
Worldpay

Fuel - Mowers
Bank Charges

£165.41
£2,125.09
£67.40
£545.02
£274.00
£80.15
£386.00
£600.00
£22.95
£6.90
£164.95
£8,115.00
£88.80
£91.24
£46.25
£2,958.42
£174.21
£14.70
£57.44
£160.00

Total

£188.36
£94.38
£17,775.16

Grand Total

£138,718.49

* Recharges
Note. PC (Public Convenience) costs covered by Agency
Reflects full or part recharge

20

Committee Date: Wednesday 9th January 2019

Agenda Item No: 6

FINANCE & GENERAL PURPOSES COMMITTEE

SUBJECT:

STREET COLLECTION LICENCES

REPORT BY:

TOWN CLERK

1.

Recommendation

1.1

That following consideration of the applications received, the Newark and Sherwood District
Council be advised of the recommendation of Members.

2.

Background

2.1

The Town Council has an agreed criteria for considering Street Collection Licences which is
attached at Appendix 1. Also attached at Appendix 2 is a list setting out the number of
permits allowed during the year. The following applications are now attached for your
consideration.

2.2

Mind – Newark
A request for a collection on Saturday 26th January 2019. See Appendix 3 attached.

2.3

Dig Deep (Africa)
A request for a collection on Saturday 2nd February 2019. See Appendix 4 attached.

2.4

Action Against Hunger
A request for a collection on Saturday 9th March 2019. See Appendix 5 attached.

3.

Financial, Legal, Equality & Risk Issues

3.1

None.

Background Papers:
Lead Officer:

Alan Mellor
Tel: 01636 680333
Email: Alan.mellor@newark.gov.uk
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Appendix 1.
STREET COLLECTION POLICY
1. The Town Council’s policy will be to support locally based charities whose fund raising activities are for
the benefit of those living within the local community.
2. This support will be extended to include local branches of national charities where funds are sought for
use within the community.
3. The Town Council will also consistently support national appeals such as the Wings Appeal and the
Poppy Appeal, where monies are collected on a branch basis.
4. The Town Council will generally not support requests for street collections from those outside the area
or where the proceeds are not likely to benefit the community.
In exceptional circumstances, however, the Town Council may support such requests; and in such
cases would provide Newark & Sherwood District Council with additional information to explain such
decision.
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Appendix 2
STREET COLLECTIONS 2019
NUMBER OF COLLECTIONS ALLOWED DURING THE YEAR
January

One collection

February

One collection

March

One collection

April

One collection

May

Two collections

June

Two collections

July

Two collections

August

Two collections

September

Two collections

October

One collection

November

One collection

December

Three collections

COLLECTIONS AGREED TO DATE
January
February
March
April
May
June
July
August
September
October
November
December

24
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26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41
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Committee Date: Wednesday 9th January 2019

Agenda Item No: 7

FINANCE & GENERAL PURPOSES COMMITTEE
SUBJECT:

INTERNAL AUDIT REPORT

REPORT BY:

INTERNAL AUDITOR

1.

Recommendations

1.1

Members are asked to accept the Internal Audit Report and endorse the proposed actions
in response to the report’s recommendations.

2.

Background

2.1

In keeping with the proposed internal audit schedule approved by the Finance & General
Purposes Committee on 11th July 2018 and the Town Clerk, reviews have been
conducted of a number of control systems within the Town Council during the financial
year 2018/19.
The systems selected for review in the first half year were:
First Half Year

2.2

1.

Computer Systems

6.

Markets

2.

Payroll Processing

7.

Investments

3.

Bank Reconciliations

8.

Purchase Ledger

4.

PC’s , Parks & Recreation

9.

Petty Cash

5.

General Data Protection Regulations 10.

Security

Attached at Appendix 1 is my report on the control areas that have been reviewed
together with recommendations to the Town Clerk, his response and target date for action
where appropriate.
Based on the sample of items selected for testing during the audit (listed above), I am
pleased to report that no major exceptions have been found. One or two minor
recommendations have been included in the report that will go some way to tightening
controls a little further.

3.

Financial, Legal, Equality and Risk Issues
None.

Background Papers:

Internal audit working papers

Lead Officer:

Ken Goddard
Tel: 01636 684801
Email: ken.goddard@newark.gov.uk
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INTERNAL CONTROL QUESTIONNAIRE
System:

Computer Systems

Auditor:

Ken Goddard

Date: September 2018

Control Objective 1: To ensure that the Council has secure and effective computer systems to support the Council’s services
Expected Control
No
1.1

1.2

The Council has an IT policy
that spells out access, usage,
security and contingency.
There is an officer appointed as
IT Manager.

Actual Control
The Council has a written Policy
created on 17 November 2007.
The Office Manager (PA to the
Town Clerk) has included within
her duties, the responsibility for the
Council’s IT systems.
Training is provided on an ongoing basis as and when the need
for further IT training is identified.

1.3

Training has been provided for
staff to make full use of the IT
capacity.

1.4

All individual systems ie
payroll, accounts, etc are
accessed only by authorised
staff using a unique ID and
password.

All staff have a unique ID and
password. The system forces staff
to change their passwords every
month. New staff are put onto the
system and all leavers are removed
from the system by the PA to the
TC via SCS.

All crucial files are backed-up
on a regular basis and kept offsite.

At mid-night, the system
automatically makes a copy of all
data and system files onto tape and
SCS send an e-mail to confirm this.
The tape is taken off-site and return
48 hours later for re-using. It is
locked in the safe as part of a tenday rotation sequence.

1.5

Findings and Recommendations
The IT Policy was reviewed in
January 2018 and no updates were
required.
Part of her job-description.

There have been no staff who have
joined the Council so no additional
training has been required. The IT
Manager is scheduled to attend a cyber
security course on 11th October 2018
organised by SCS.
Yes, all staff have their own unique ID
and control over their passwords.
During this financial year, there have
been no starters or leavers amongst the
admin staff. All IT stations have a
“sleep” facility to lock the screen after
a certain length of no-activity
commonly after 60 minutes.
There is a 2 weeks rotation cycle for
back-up tapes. Last night’s copy-tape
will be taken home today by the Town
Clerk’s PA, and yesterday’s would be
put on the safe. The tape for 10 days
ago will be used to backup this
evening and so on. Evidence of this
was seen during the audit, all back-up

Council’s Comments
and Target Date
None required.

None required.

None required.

None required

Town Council to
review the SCS report
and decide on the
preferred method of
‘Back Up’ information
securely.
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SCS send an e-mail message to the
Council after each back-up
confirming it was done
successfully.

tapes were in the fireproof safe.
At the meeting of the F&GP
Committee 10th January 2018,
Members asked if a more suitable way
to store data and systems information
off-site could be found. Talks have
since been held with SCS to
investigate this matter. Minute Ref
F&GP64/17/18. Consequently SCS
carried out a comprehensive review of
the Council’s IT hardware and
software and concluded that with
regard to data-security the current
system of backing up data and
software on tape on premises is their
recommended method.
SCS send an e-mail confirming that
the back-up took place satisfactorily.
A copy on the latest confirmation is in
the working papers. See 1.6.

1.6

SCS confirm that the overnight
back-up was carried out
successfully.

None required

1.7

A contingency plan has been
The IT Policy document does not
prepared and tested in the
include a section on Contingency
event of a total failure of the IT Planning.
system.

Arrangements have been made with
SCS in the event of an emergency.
SCS can have the IT systems up and
running in 72 hours. This is being
reviewed and will be incorporated in
the Council’s Business Disaster Plan.

None required.

1.8

Security measures are in place
to protect the hardware,

All hardware is given a unique ID
number. The access to IT
equipment is protected by the
general office access security.

None required

1.9

The Server is kept secure and
well protected.

The Server is kept locked in a
separate cupboard

Each station has its own
manufacturer’s unique reference
number. Caretakers ensure all
windows and doors are locked
overnight.
The door to the server room was
checked during the audit and was
found to be locked shut.

None required
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No

Expected Control

Actual Control

Findings and Recommendations

1.10

An agreement exists with a
reputable supplier to carry out
preventive and corrective
maintenance work on the It
system, hardware (including
LAN) and software.

Service agreements are in existence
with our IT suppliers, SCS, under
which they maintain the server and
9 work stations. The agreements
also cover for a one-hour monthly
visit throughout the year. The
current agreement is for 12months
period.

1.11

The IT system is regularly
monitored for health and
performance.

1.12

Adequate insurance has been
taken out to cover hardware,
software and business loss
from IT disasters.

As part of the annual contract SCS
carry out remote server monitoring
using a software package called
Nimbus. There are a number of
critical alerts which will be notified
to the Council within one hour of
their being discovered. Otherwise a
monthly report will be sent
showing then overall health of the
server measured against criteria.
IT equipment is covered within the
overall policy the Council has with
Zurich. Cover was reduced to
reflect the risk involved to IT
equipment on the 2nd floor of the
Town Hall.

An annual contract between the
Council and SCS is agreed at the start
of each financial year. The current one
covers the Server and 9 work-stations:
*12 months Premium Extended Onsite
Warranty for Server – Labour only;
*12 months Standard Extended Onsite
Warranty for Work stations – Labour
only;
*12 months Remote Server
Monitoring;
*12 months Remote Service
Administration;
*One year one hour monthly visits.
The cost of the current contract is
£5,562 which is last year’s figure plus
2.75%. See WP 1.10.
A copy of the monthly report covering None required.
4th August to 4th September 2018 was
seen during the audit to confirm this
contractual monitoring is being carried
out by the IT Manager to ensure there
is nothing untoward with the system
that SCS has not already advised her
about.
See WP 1.11
The policy with Zurich Municipal for
201-2018 year includes cover of
£11,689.77 for computer equipment
representing a 1.3% increase over the
previous years. This is adequate cover
for replacement of the Council’s IT
equipment. See WP 1.12

Council’s Comments
and Target Date
None required.

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date: September 2018

Control Objective 2: To ensure all payroll processing since the last audit has been carried out correctly
Ref

Expected Control

Actual Control

Test Findings & Recommendations

2.1

Payroll operations are
carried out by 2 officers.

A Finance Assistant prepares
the payroll and the other
Finance Officer checks it.

2.2

All staff are paid
according to their grades
and salary bands

A salaries payroll listing for
the year is produced in April
and used to control the
monthly payroll runs

2.3

All promotions and
salary increases are
approved by the Council

2.4

All overtime claims are
properly authorised.

All re-gradings etc are
submitted to the F & P
Committee for their
approval.
All timesheets signed by
manager.

A Finance Assistant initiates the payroll data and
then it is checked and signed off by a second
Finance Assistant. This was evidenced during the
audit.
A list of staff together with their pay scales and
salary is prepared for the April payroll run. Seen
and examined during the audit. Two members of
staff concluded their probationary periods and their
grades were increased as from 1st July 2018 as per
his contract. I checked that they were paid the
increased rate as from July 2018 payroll run.
The rates for each pay-scale was in keeping with
those agreed and published by NJC for 2018-19

2.5

The final payroll figures
are monitored to identify
and report any anomalies
Before the credit transfer
is made, the BACS
figures are matched
against the payroll
figures.

2.6

The final Payroll reports are
approved by a Senior Officer
BACS transfer report is
matched to the final net
figures on the Payroll run.

All overtime sheets were approved by a line
manager. Overtime payments were recalculated for
June 2018 payroll and checked back to the payroll
run with no exceptions.
Payroll runs for the period April-August 2018 were
checked and approved and signed by the Town
Clerk
This is part of the check carried out by the Town
Clerk before approving the payroll run. These sums
were checked during the audit to ensure they
agreed.

Council’s Response And
Date of Implementation
None required.

None required

None required

None required

None required

None required
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Ref
2.7

Expected Control

Actual Control

The payment of the
payroll is authorised by
a senior officer before
finalisation
The Internal Auditor
checks for accuracy the
payroll run including
any pay rise.

By the Town Clerk and 2
Members

2.9

Monthly HMRC
processes are carried out
as per regulations

2.10

The software and data is
backed up to facilitate
recovery of files.

At the end of each payroll
run, an e-mail is sent to
HMRC together with listings
of all income tax and NI
deductions for each member
of staff.
After each monthly payroll
process, data is written to a
memory stick and stored in
the fireproof safe for
emergency purposes.
However, no backup of the
software is made.

2.8

This was carried out during
the audit

Test Findings & Recommendations

Council’s Response And
Date of Implementation
None required

All Bankline reports showing payment of net salary
to staff were signed by two Members plus either the
Town/Deputy Town Clerk. This applied to all
payroll runs from April-August 2018.
A sample of calculations was made for the June
None required
2018 payroll run and the results checked with no
errors found. Totals were agreed between the
payroll run, the salary slips, and the Bankline
payment figures for April-August 2018. No
exceptions were found.
The exchange of e-mails between the Council and
None required
HMRC were seen on file for the April-August 2018
payrolls. The figures sent to HMRC were checked
back to the totals in the analysis for the appropriate
months and were found to be correct.
Software and data is backed up each evening along
with all other IT data and software.

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date September 2018

Control Objective 3: To ensure that all statutory and voluntary deductions are correctly deducted and paid away.
Ref
3.1

3.2

3.3

3.4

Expected Control

Actual Control

Test Findings & Recommendations

Council’s Response and
Date of Implementation

All Income Tax and NI
contributions are
deducted from gross
salary
Income Tax is calculated
using the latest advice
from the Inland Revenue

Statutory deductions are
made from gross or taxable
pay.

Checks were made on the April-August 2018
payroll runs to confirm that all statutory
deductions were made.

None required

Statutory deductions are
made according to advice
received from Central
Government

None required

Income Tax, employee
NI and employer NI
contributions are
forwarded to the Inland
Revenue by the deadline
date.
All occupational pension
contributions by the
employee are matched
with an agreed amount
from the employer.

Forwarded to Inland Revenue
each month.

Twelve changes to tax codes were made in April
2018 payroll run and of these five were checked
back to staff files to ascertain the notification had
been received from HMRC and all had been used
to update the tax code for the members of staff
involved.
Payments in respect of income tax and NI
contributions were checked for April-August 2018
against the payroll figures and were paid correctly
to HMRC in a timely manner.

The amounts despatched to Notts County Council
each month in respect of employer pension
contributions were recalculated and found to be
correct. The total amount of employee deductions
plus the employer contributions were correctly
paid to Notts CC each month. This was checked
for the months April-July 2018 back to the bank
statements.

None required

Employer contributes 17.7%
plus a fixed sum of £2729.92
each month.

None required
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Ref

Expected Control

Actual Control

3.5

All occupational pension
scheme deductions were
made at the correct rate.

Employees’ contributions
based on a sliding scale.

3.6

All pension deductions
are forwarded to the
pension provider
All voluntary deductions
are authorised by the
employee.

All deductions for pension
are made to Notts County
Council.
All deductions to pension
schemes or unions etc are
authorised by the employee’s
signature.
Paid quarterly to the 2 unions
involved.

3.7

3.8

All voluntary deductions
are paid to the third
party on a timely basis.

3.9

All Direct Earnings
Attachments (DEA) are
deducted from the
employee(s)’ net pay in
accordance with the
calculation set down by
the DWP.
All deductions made
against DEAs are paid
within the time-scale
laid down by the BWP.

3.10

Deductions are made as per
instructions received from
DWP.

Payments should be made to
the DWP by the 19th day of
the month following the
month in which they were
deducted.

Test Findings & Recommendations

Council’s Response and
Date of Implementation
None required

All staff‘s pension deductions were checked to
ensure the correct % rate was being applied, and
no exceptions were found. Pension contributions
for ten members of staff were recalculated and
found to be correct.
All pension deductions and contributions were
correctly sent monthly to Notts CC in respect of
the April-July 2018 payroll runs.
Applications to join the pension scheme are filed
in personnel records. Also authorisations are found
on their staff files regarding deductions from
salary for union dues.
Deductions for union dues for the first quarter
April-June 2018 were paid to GMB and Unison on
19 July 2018. Amounts checked and found to be
accurate.
None were made in the period

None required

N/A

None required

None required

None required

None required
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INTERNAL AUDIT REPORT
System:

Bank Reconciliations

Auditor:

Ken Goddard

Date: September 2018

Control Objective 4: To ensure regular control over bank accounts is achieved through bank reconciliations
Ref

Expected Control

4.1.

Only bank
accounts
authorised by the
Council are used
for Council
business

4.2

Specimen
signatures are held
by the bank.

Actual Control
The Council now operates only two
Accounts with NatWest Bank - a
current account, and a Business
Reserve A/c. All day-to-day
transactions go through the current
a/c with any overnight balances
being transferred automatically to
the interest bearing Reserve A/c.
Members agree who should be
nominated as cheque signatures and
their specimen signatures sent to the
bank

Test Findings & Recommendations
Statements for all the bank accounts were
reviewed during the audit and were:
Current A/C No 05918898
Business Reserve A/C No 36415383

The following Councillors were designated as
signatories at the F&GPC meeting on 13th June
2018: Ref FGP08/18/19 - D Lloyd; M G Cope; M
Skinner; S Haynes plus Cllr T Roberts MBE as
Town Mayor. In the Account Mandate file it is
clear that not all of the approved Members have
been authorised to sign cheques.

Council’s Response
& Target date
None required

Reminders have been
issued to the two
Members to complete
their authorisation.

The two outstanding Members should have their
authorisations completed.
4.3

Reconciliations are
carried out of bank
accounts by
someone
independent of
officers who are
responsible for
deposits into and
withdrawals out of
these bank
accounts

Bank reconciliations are carried out
by the Finance Officer who is also
responsible for posting all the
transactions over the accounts on
Omega.

Bank reconciliations are carried out monthly after None required
the Trial Balance has been run to ensure all the
totals balance. All reconciliations for the financial
year from April-August 2018 were reviewed and
reconstructed during the audit. In all cases the total
in the Cash Book agreed with the balances at
month-end on the bank statements. (See WP 4.3)
All bank reconciliations were reviewed and signed
off by the Town Clerk.
52

Ref

Expected Control

4.4

All unreconciled
items from
previous months
are investigated.

Actual Control
All outstanding items from one
month’s reconciliation are resolved
during the next reconciliation.

Test Findings & Recommendations
During the audit, outstanding items from the
previous reconciliation were checked against the
bank statements and agreed. All items had been
carried forward or removed if banked in the
intervening period or cancelled.

Council’s Response
and Target Date
None required
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INTERNAL AUDIT REPORT
System: PCs and Parks/Recreation

Auditor:

Ken Goddard

Date: October 2018

Control Objective 5: To ensure all monies from PCs and Parks etc are collected and deposited in the Town Council’s Bank
Ref

Expected Control

5.1

All monies used to
purchases services in
the PCs or the Parks
are kept safe until
collected and banked.

5.2

Monies are collected
frequently to reduce
the risk of loss.

5.3

Monies are collected
by two operatives

5.4

Monies are counted,
agreed and banked in
the Town Council’s
bank account.
The Town Council’s
Accounts section is
notified of all deposits
All deposits are
reconciled bank to the
bank statements

5.5

5.6

Actual Control

Test Findings & Recommendations

Takings at the PCs and the
tennis court are kept secure
until collected either at monthends or when required to be
emptied and banked the same
day.
Monies are collected at least
monthly from the PCs.

The Auditor accompanied a member of the Market
Operatives to collect the cash from the tennis court
and three PCs on Monday 1st October 2018. The
tennis courts cash machine provides a total of cash
taken which is then agreed to the cash when it is
counted.
The money from the PCs are collected monthly or
when full. Between April – September 2018, 18
collections were made from the tennis courts or the
PCs
All monies are collected by two operatives.

Two operatives from the
District’s Markets and Car
parts team collect the money.
The takings are counted and a
paying-in slip prepared for
banking the funds.
A Daily Remittance List is sent
to the Accounts Section by the
Markets & Car Parks team.
As part of the monthly banking
reconciliation exercise, all
deposits are agreed.

The coins are counted using the cash counting
machine at NatWest bank. The receipt given is then
used to deposit that amount to the Council’s bank
account. This was demonstrated during the audit.
At month end a schedule of deposits is sent to
Accounts Section for bank reconciliation purposes
and for posting to the accounting system.
All 18 collections were traced back to the bank
statements and found to have been banked
correctly.

Council’s Response and
Date of Implementation
None required.

None required.

None required.

None required.

None required.

None required.
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INTERNAL AUDIT REPORT
System:

General Protection Regulations (GDPR)

Auditor:

Ken Goddard

Date: October 2018

Control Objective 6: To ensure the Council complying fully with the new GDPR
Ref

Expected Control

Actual Control

Test Findings & Recommendations

6.1.

All Members and
Officers of the Town
Council have been
made aware of the
GDPRs and their
implications on the
Council’s data
processing activities.
All data held should
be analysed to
ascertain where it
came from and who
we share it with.
An updated privacy
notice has been
prepared and
distributed.
The Council’s
procedures include all
the rights of the data
subject under the new
GDPRs.
The Council has in
place a procedure for
responding to

Presentations and explanations to be
made to all Members and Officers
based on advice from the Information
Commission’s Office (ICO) and the
SLCC.

A presentation was made to Members at the
F&GP Committee meeting on 4th April 2018.
Proposals were made and approved by the
Committee. Staff were also made aware of the
implications of the new GDPR.

A data audit has been carried out to
identify all date held, its source,
reasons for holding it, its retention
periods and with whom it is shared.

Data from each systems within the Council None required
were reviewed and analysed to see its source
and distribution.

A Contact Privacy Notice has been
produced

The new Contact Privacy Notice was seen
during the audit.

None required

Council’s procedures have been
updated to reflect this.

An Information & Data Protection Policy has
been produced and was reviewed during the
audit,

None required

A procedure is in place to respond to
all requests for access to their data.

Requests will be forwarded to the Town Clerk None required
who will then ask the appropriate staff
member to produce the data required.

6.2

6.3

6.4

6.5

Council’s Response
& Target date
None required
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Ref
6.6

6.7

6.8

6.9

Expected Control

Actual Control

Test Findings & Recommendations

Council’s Response
& Target date
None required

The lawful basis for
collecting, processing
and retaining
personal data has
been reviewed and
updated where
necessary.
Procedures are in
place to obtain the
necessary consent to
process and retain
data.

A review has been made to ensure the
Council has a lawful entitlement to
collect, process and retain personal
data.

This is included in the new Policies

Forms have been produced and sent to
all people for whom we hold personal
data for traders, staff, members,
allotments, cemetery, suppliers etc

Evidence seen regarding people hiring the
Town Hall for events. Back of form not
completed. Forms have also been sent to
names on the Civic List, charity eventers.
Forms have been sent and received from
Allotment Holders,

None required

Procedures are in
place to detect, report
and investigate any
breaches of data
protection.
An officer has been
designated as the
Council’s Data
Protection Officer.

Procedures have been developed to
deal with all suspected breaches of
data protection.

The Council will react to any suggestions of
breaches of data security.

None required

Members in conjunction with the
advice of the Town Clerk should
appointed a Data Protection Officer.

At the F&GP Committee meeting on 4th
None required
April, the Town Clerk was appointed as the
Council’s Data Protection and Data Controller
Officer on an interim bases pending further
advice on these appointments.
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date: September 2018

Control Objective 7: To ensure that market charges are regularly reviewed, and adjusted by Committee as appropriate.
Ref

Expected Control

Actual Control

7.1

All charges and fees are
approved by Committee

Charges are reviewed
regularly by Committee

7.2

Current charges are
advised to all interested
parties.

The list of charges is given to
all licensed and casual traders.

7.3

A Licensed Agreement
is arranged between the
Town Council and the
trader.

All regular traders are given a
contract which states the
regulations relating to the use
of the Newark Market stalls.

7.4

New and casual traders
are welcomed to the
Market.

All new traders are given a
welcome pack with guidance
notes etc

Test Findings & Recommendations
The F&GP Committee reviewed the proposed
increase in market fees at their meeting on 8th
February 2018 and approved the revised fees.
Minute Ref FGP74/17/18. No changes to the fees
from the previous year were made but two
additional price blocks were added:
*Winter Loyalty Discount
*New Trader “Try market trading at Newark
Market”.
It was noticed during the audit that staff were still
using the fees relating to 2017/18 rather than the
revised fees for 2018/2019. Although the fees had
not changed, the form being used did not have the
two additional price blocks on mentioned above.
The Internal Auditor gave staff a copy of the new
rates.
RECOMMENDATION:
Only current scales of fees should be used.
A copy of the licensed agreement was seen in all
the traders’ files reviewed during the audit.

A welcome pack to given to all new traders.

Council’s Response and
Target Date
None required

The updated schedule of
fees has been produced and
is now being used in the
trader packs.

None required

None required
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Ref

Expected Control

Actual Control

7.5

All traders should
submit copies of the
public liability insurance
policy cover.

Traders surrender a copy of
their public liability for filing.

7.6

Full personal details of
each trader is held by the
Council.
All charges and fees
levelled to traders on
each market are based
on the approved current
scales.

All traders complete a Trader
Registration Form prior to
standing on the market.
Copies of current approved
charges are held in the
Markets Office.

7.7

Test Findings & Recommendations

Council’s Response and
Target Date
This is still an ongoing task being undertaken by
A database for casual
the Market staff. Of the 43 licenced traders – ie
traders’ insurance details
those who had permanent stall – 13 traders had
has been started, backstill not submitted their public liability agreements dated to April 2018. This
but are being reminded by the Market staff. This is will be used to monitor the
vast improvement over the past 6 months and is
production and viewing of
down to the spread-sheet created by one of the
public liability insurance
Market staff. So there is evidence that efforts have cover from now on for
been taken to obtain copies of each trader’s
casual traders.
insurance certificate. The Bizaar system still does
not provide a useful working report to monitor
insurance policies.
However it was learnt during the audit that there is
no system in place to monitor the insurance
policies of casual traders – ie those traders who do
not attend on a regular or frequent basis.
RECOMMENDATION:
It is recommended that a spreadsheet be started for
all casual traders who register with the Town
Council as from 1st September 2018. As new
casuals register so the spreadsheet can be updated.
The spreadsheet will then be able to report out-ofdate policies and notify staff of those policies due
to be renewed. Casual traders with no evidence of
insurance could be asked to take out the Town
Council’s cover.
Yes copies of these forms were seen in all files
None required
reviewed.
See 7.2 above.

None required
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Ref

Expected Control

Actual Control

Test Findings & Recommendations

7.8

Steps have been taken to
comply with the
requirements of the
General Data Protection
Regulation.

GDPR forms should be given
to each trader for completion
and then filed.

Letters have been sent/handed to all traders asking
them to complete the GDPR form. At the time of
the audit only a few had been returned.
For all new traders – licenced or casual – among
the Welcome pact is a GDPR form which the
trader can complete there and then. This has
already begun and evidence was see during the
audit.

Council’s Response and
Target Date
None required.
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date September 2018

Control Objective 8: To ensure all monies for hire of stalls are collected, receipted, accounted for and banked.
Ref

Expected Control

Actual Control

8.1

A safe arrangement is in
place for the collection
of monies from traders.

At least two members of
staff collect the monies
from the stall-holders

8.1

All payments are
covered with a receipt.

Receipts are given to the
stall-holders in return for
the money paid

8.3

Money collected is
agreed to the total
receipts.

The money collected is
counted and agreed to the
total value of receipts
give.

Test Findings & Recommendations

Council’s Response
and target date
None required

The Internal Auditor accompanied the 2
Town Centre Officers as they collected
the monies from the traders on
Wednesday 26th September 2018.
Once all traders are established on their
None required
stalls, this information is keyed into the
Bizaar system. One of the two Town
Centre Officers carries a smart-phone
linked to the Bizaar system which
indicates the fees/arrears to be collected
from each trader. He also has another
machine that prints and issues a receipt
to each trader upon payment of
fees/arrears. The other Officer receives
and handles the cash/cheques.
None required
Back in the office, the Officer who
actually handled the money from the
traders counts the notes, cash and
cheques and agrees the total to the
number of stalls that have been hired out
that day. He also agrees the total to the
printout provided by the Bizaar system. I
watched all this procedure for the market
held on Wednesday 26th September 2018
and was assured that all stalls used were
paid for, money collected correctly and
all necessary reconciliations had taken
place.
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Ref

Expected Control

Actual Control

Test Findings & Recommendations

8.4

All notes, cash and
cheques collected from
traders are banked into
the Town Council’s
bank account.

Bank paying-in slips are
made out for the correct
amount of cash and
cheques.

When the Officer has counted and
agreed all the takings, his worksheet is
re-calculated and checked by the second
operative and signed as being correct.
The paying-book for the Town Council’s
account with NatWest is completed with
the notes, cash and cheque amounts and
the cash/cheques taken to the bank. The
Internal Auditor accompanied the two
Officers to NatWest bank to deposit the
takings.

8.5

At least 2 members of
staff undertake the
banking.
A Town Council Daily
Remittance List is
prepared for each day’s
banking and sent to the
Accounts Section of the
Town Council.

The cash and cheques are
banked by 2 members of
staff.
A Daily Bank Remittance
List is prepared showing
then amount banked in
respect of the markets.

Two Town Centre Officers take the
cash/cheques to the bank.

Regular reconciliations
are carried out to ensure
all monies collected is
properly and corrected
banked.

Monthly reconciliations
are carried out between
the daily Bank Remittance
Lists and the bank
statements

The Accounts Section of the Town
Council receives the month’s Daily
Remittance Lists and enters them into
the Omega accounting system. The Lists
are then filed. When the bank statements
arrive, as part of the monthly bank
reconciliation procedure, all entries
relating to the Market are agreed to the
entries on the bank statements.

8.6

8.7

Council’s Response
and target date
None required

None required

A Daily Bank Remittance List is
None required
prepared by the operative and sent to the
Accounts Section at the Town Council at
the end of each month. This was
evidenced during the audit. All
collections for the month of August and
September 2018 were agreed to the bank
statements by the Auditor.
None required
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Ref

Expected Control

Actual Control

Test Findings & Recommendations

8.8

Arrangements are made
to send invoice to
organisations that use
the market on a very
infrequent basis eg bus
companies, forces etc.

Four examples of this were found in the
Accounts section for the month of
August 2018. Copies of the invoices
raised were seen during the audit. See
WP 8.8

8.9

There is a procedure for
identifying and pursuing
traders in arrears.

Accounts Section at the
Town Council are notified
of irregular customers ie
bus companies, armed
forces etc. From this
information invoices are
raised by the Town
Council.
The system keeps a check
of arrears and includes the
outstanding figures in the
amount to be collected
each market day.

Traders are reminded each time the
Town Centre Officers go to collect their
fees and expect to be given some or all
of the arrears. The arrears occur mainly
from absences rather than non-payment
of the attendant hire of stalls. There are
four traders currently in arrears ranging
from £66 to £222 with an overall total of
£668.00. Each has met with the Town
Centre Manager and efforts are being
made to reduce the arrears by paying an
extra £5 to £25 per market. See WP 8.9

Council’s Response
and target date
None required

None required
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date: September 2018

Control Objective 9: To ensure that the allocation of market stalls is designed to optimise use and income of all the available market spaces.
Ref

Expected Control

Actual Control

Test Findings & Recommendations

9.1

Licensed traders have
their own regular pitches

Licensed traders are allocated
a permanent space on the
market

None required

9.2

Casual traders do not
take precedence over
permanent licensed
traders.
Stalls not occupied by
licensed holders are
allocated to casual
traders

Casual stall-holders are
allocated spare spaces after
all licensed customers are in
place.
All available pitches are
utilised after the licensed
traders have arrived or have
notified the Market staff that
they do not wish to take up
their allocated spot that day.
Care is taken to spread
similar stall-holders across
the market area to ease
competition.

A plan of the market stalls is used to
record all traders for each market
day. This was seen during the audit.
About 60 different products are
available to customers on the market
each week.
On Wednesday 26 September 2018 I
saw the plan completed with licensed
traders’ allocations first and then the
casual traders positioned afterwards.
After 8am, any available spaces on
the market are allocated to the casual
traders.

A spread of same/similar traders was
seen on the plan and when the
Internal Auditor went to seen the
collection of the charges etc.
Consideration is also taken of local
shop businesses.

None required

9.3

9.4

Traders with the same
products are allocated
spaces as far away as
possible from each
other.

Council’s Response

None required

None required
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date: September 2018

Control Objective 10: To ensure that all identified risks to a successful market have been addressed and adequate arrangements made to
avoid/minimise the risks.
Ref

Expected Control

Actual Control

Test Findings & Recommendations

10.1

Arrangements are in
place to avoid or
minimise the occurrence
of all risks.

Weather forecasts are
monitored to identify any
adverse conditions that would
put holding a market at risk.

None required

10.2

In the event of a market
having to be cancelled
arrangements are in
place to notify all traders
involved.
Risks occurring on the
day of a market are
identified and remedied.

In the event of a cancellation,
all traders are notified.

Decisions are taken regarding the
cancellation of a market based on the
degree of risk to both traders and
members of the public. Strong winds
and bad underfoot conditions could
render the holding of a market
untenable. A 7-days weather forecast
is observed to anticipate any strong
winds or gusts over the following
week. See example in WP 10.1
Evidence of the use of this facility
was demonstrated during the audit.

Each morning the Town Centre
Officers inspect the state of the
market area to ensure there are no
health & safety risk hazards.

None required

10.3

Regular inspections of the
market are made during a
market day to ensure there are
no risks to the traders or
members of the public.

Council’s Response

None required
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date: September 2018

Control Objective 11: To ensure that there is a business strategy plan to encourage more traders to use the market.
Ref

Expected Control

Actual Control

11.1

A plan exists to
encourage more traders
to use the market.

A sum of £35,880 was
allocated to promote the
Newark Royal Market as part
of the budget for the Markets
for 2018/19.

11.2

The scale of charges
allows flexibility to
encourage first time
traders to the market.

To attract new traders,
discounted arrangements are
offered.

11.3

Loyalty awards by way
of fee reductions are
used.
The business strategic
plan for the Market coincides with the overall
plan for the Town

These are extended
particularly during the Winter
season.
A Town Team has been
organised to oversee and coordinate events and activities
in the town.

11.4

Test Findings & Recommendations

Council’s Response

A Newark Market Strategy was
None required
submitted to and approved by the
FPC at their meeting on 10th January
2018 ref FGP65/17/18. An action
plan was approved to promote the
use of the Market.
Stated in the Welcome Pack although None required
the fees and charges list being used
was not the current one which
showed offers to first time traders.
See 7.2
Part of the offer in the Welcome
None required
Pack
Discussion with the Town Centre
Manager. Partners in the Team
include the District, County, Church,
and local business clubs

None required
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INTERNAL AUDIT REPORT
System:

Newark Market

Auditor:

Ken Goddard

Date: September 2018

Control Objective 12: To ensure that management information is produced to allow adequate monitoring of the market operations.
Ref

Expected Control

Actual Control

12.1

All relevant data
regarding the operations
of the market is entered
into the computer system
(Bizaar)

12.2

Regular reports are
produced for
management to monitor
the market operations

Management and staff for
Newark market rely on the
new Bizaar system to input
all date relating to the
Market. Input of key data, ie
traders’ insurance details
need to be entered
The Bizaar system is
designed to provide
management information, eg
occupancy figures, daily
takings etc. Once the system
is working satisfactorily the
Compliance routines can
provide management with
useful information.

Test Findings & Recommendations
All manual operations have now
been transferred to the Bizaar
System. The main provision of the
Bizaar system is support when the
fees are collected from the traders

Council’s Response
and Target Date
None required.

The system is still operating at the
80% effectiveness as it was when the
previous was carried out 12 months
ago. The system holds lots of data
but is still not able to produce useful
management reports.
In particular the Compliancy Report
which shows the dates for insurance
of all traders does not highlight those
whose insurance policies had
expired. Currently staff are
dependent on an Excel spreadsheet
that one of the staff has produced on
his own initiative until Bizaar can
produce the required monitoring
information.
RECOMMENDTION:
Bizaar should be asked for a
commitment when the remaining
20% of the system will be installed.
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INTERNAL CONTROL QUESTIONNAIRE
System:

Investments

Auditor:

Ken Goddard

Date: September 2018

Control Objective 13: To ensure that the Council has effective management controls over its investments
Ref

Expected Control

13.1

The Council has an
investment policy document
detailing the Council’s
strategy regarding the
investment of funds.

The Council has a policy that
determines the procedures to be
followed in investing surplus
monies for the Council.

13.2

All deposits and
withdrawals are properly
authorised and entered on
the Council’s current bank
account.

All notifications to CCLA to
deposit or withdraw funds to and
from the investment accounts are
authorised by the Chair of the
F&GPC and by the Town Clerk
and Deputy Town Clerk. All
transactions are then entered into
the bank statement.

Actual Control

Council’s
Response and
Target Date
An Investment Policy paper was submitted to the None required
F&GPC at its meeting on 10th February 2016 in
which it was proposed that surplus funds of the
Council should be placed in accounts where they
would earn better returns than they were
currently getting from NatWest. It was agreed
that:
£1.25m would be invested in the Local Authority
Property Fund;
£1.65m would be deposited in the Public Sector
Deposit Fund.
This policy was updated and approved by the
F&GPC at their meeting on 7 March 2018 ref
F&GPC 87/17/18.
Authorisation was given to the Town Clerk, in
consultation with the Chairman of the F&GPC,
for Funds are to be transferred to and from these
accounts within the above limits. All instructions
to transfer funds out of or into the Accounts were
authorised by the Chairman of the F&GPC
Committee and the Town Clerk.
None required
All deposits and withdrawals for the past 2
financial years were checked – all were duly
authorized by the nominated Member and
Officers and all were traced back to the
Council’s current bank account statement.
Test Findings & Recommendations
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Ref

Expected Control

13.3

Regular reports on
investments, and their
returns are submitted to a
managing body

13.4

Excessive funds are should
be moved by automatic
transfer between the current
account and the Council’s
Business Reserve Account
to maximise interest
earnings.

13.5

13.6

Actual Control

Test Findings & Recommendations

On a quarterly basis or when
existing investments mature, the
Town Clerk prepares a current
listings of movements into and out
of the investment accounts for the
F&GPC.
Automatic transfers are made
between the Council’s current A/c
and Business Reserve A/c to
maximise interest on surplus
funds. This is evidenced by the
bank statements

A report showing the movement of funds from
and into the investment accounts was submitted
to the F& GPC at the meeting on 7 March 2018.

Evidence was seen during the audit from the
entries on the 2 bank statements for the month of
December 2017. Interest earned from the
Business Reserve a/c period April-August 2018
was as follows:

Month
£
April
4.08
May
3.89
June
2.82
July
3.54
Aug
3.01
TOTAL
17.34
There is evidence that the
The Town Clerk places funds in
Now that the surplus funds have been invested in
Council is obtaining the best savings or investment A/cs that
accounts managed by the CCLA (Charities,
returns for their investments maximises returns commensurate Churches and Local Authorities), it is felt that
with risk.
improved returns can now be expected
commensurate with risk.
Dividends arising from the
Monthly dividends for the Deposit All payments for the current financial year unto
Property and the Deposit
accounts and the Doris Bainbridge December 2017 were checked from the advice
Funds are received into the
account and quarterly dividends
notes from CCLA to the current account bank
Council’s bank accounts
for the property account are
statement and all were found to have been
notified to the Town Clerk and
deposited correctly.
allocated to the Council’s current
account.
Dividends paid from the Property A/c are as
follows:
1st Quarter £20,089.99

Council’s
Response and
Target Date
None required

None required

None required

None required
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Ref

Expected Control

Actual Control

Test Findings & Recommendations

Monthly Dividends from the Deposit A/c=
April £536.37
May £649.37
June £551.64
July £558.51
Aug £531.98.

Council’s
Response and
Target Date
None required

Interest from the Doris Bainbridge Account for
the first quarter of 2018-19 year was
£591.47.
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INTERNAL AUDIT REPORT
System:

Purchase Ledger

Auditor:

Ken Goddard

Date: October 2018

Control Objective 14. To ensure all payments made for goods/services are authorised and legitimate.
Ref

Expected Control

Actual Control

Test Findings & Recommendations

Council’s
Response and
Target Date
None required

14.1

There are guidelines to be
followed when purchasing
goods/services for the
Council.

There is a Purchasing Guide
approved by the F&GPC in April
2008, and reviewed and updated
in September 2009.

The Purchasing Guide was reviewed during the
audit.

14.2

The guidelines are being
followed when seeking
best value of goods or
services.

All staff are aware of the Guide
and seek to follow its
requirements.

Yes, personal knowledge and observation.

None required

14.3

The ordering officer
ensures there are funds in
the appropriate budget to
cover the cost of the
proposed goods/services.

The officer controls the budget,
s/he ensures that the budget has
sufficient funds to cover new
purchases – otherwise s/he will
refer it to the budget holder.

The budget holder sanctions the expenditures
against his/her budget.

None required

14.4

A purchase order is raised
for each purchase.

Unless the purchase is made
under an existing contract.

None required

14.5

The purchase order No is
given to the supplier for
inclusion on invoices.

The supplier is given the Order
No when the goods/services are
ordered and asked to put the
number on the invoice.

Seventeen purchases for values over £1,000
were selected from April-August 2018 for
testing. Seventeen purchases for values over
£1,000 were selected from April-August 2018
for testing all of which had a purchase order
except for three cases.
When a PO was raised the No was given to the
supplier who added it to the invoice. This was
seen on the invoices for which a purchase order
had been raised.

None required
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Ref

14.6

14.7

14.8

14.9

14.10

Expected Control

Actual Control

Goods Received Notes
(GRNs) signed by the
person receiving the
goods/services to signify
the delivery is complete, in
an acceptable condition
and agrees with the order.
Invoices are stamped and
their details entered onto
financial records.
Invoices are checked for
accuracy etc

The GRNs are checked and
signed as agreed. When a GRN is
received it is married up with the
incoming invoice.

No GRNs were found for any of the twelve
orders selected for testing.

An Invoice Certification stamp is
impressed on all invoices.

Yes, the invoice certificate stamp appeared on all None required
17 items selected for testing.

Accounts check to ensure the
arithmetic, VAT calculation etc is
correct.
The Purchasing Guide states: I2
The
person
receiving
the
goods/service should not be the
same employee who authorises
the payment of the invoice.
The Invoice certification stamp is
initialled by the budget holder as
authority to pay the invoice.
According to requests or previous
arrangements, payments is made
by cheque, DD or Autopay etc.
The Purchasing Guide specifies
that over £1500 3+ quotations
should be obtained and over
£15,000 a tendering process
should be followed.
The Deputy/Town Clerk submit a
proposal to the F&GP Committee
for approval for all expensive
items.

An initial was on all the certificates to indicate
the arithmetic had been checked.

None required

Of the 17 large valued purchases (over £1,000)
chosen, there were no cases where there was not
at least two officers involved with ordering,
receiving and authorising payment of
goods/services ordered.
All invoices were approved for payment.

None required

All three types of payment media are used to
settle account although all 17 selected payments
were paid via Autopay.
Either quotes or enquiries had been made for the
selected items tested during then audit.

None required

At least 2 officers are
involved in the ordering,
receiving and authorising
of purchases of goods or
services.
Invoices are authorised for
payment by budget holder.

14.11

Payment made by Direct
Debit, Autopay or cheque.

14.12

All purchases valued in
excess of £1,500 are
subject to a formal
quotation/tender exercise

14.13

All large valued purchases
are approved by Members

Test Findings & Recommendations

All major expenditure is included in the budget
approval each financial year.

Council’s
Response and
Target Date
None required.

None required

None required

None required
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Ref

14.14

Expected Control

Actual Control

VAT is properly accounted VAT is recorded separately on
for.
the purchase ledger on the Omega
System and summarised onto the
VAT report at the end of each
quarter.

Test Findings & Recommendations

The VAT amounts on the purchase invoices
were checked back to the VAT returns with no
variances. However, this will be more fully
covered in the VAT audit review.

Council’s
Response and
date of
Implementation
None required.
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INTERNAL CONTROL QUESTIONNAIRE
System: Petty Cash

Auditor: Ken Goddard

Date: October 2018

Control Objective 15: To ensure that all payments through the petty cash system are for legitimate expenditures and are recorded properly.
Ref

Expected Control

Actual Control

A sufficient float is kept in
the petty cash to cover
incidental expenditures.
All outgoings are supported
by a receipt.

A float of £500 is kept and
topped up when below a
working level.
All payments are given in return
for a receipt to prove the
expenditure has been made.

15.3

All expenditure is reported
showing a split between net
cost and VAT

15.4

VAT is identified and
treated correctly.
All expenditure is recorded
and accounted for correctly.

All expenditure is recorded
showing date, folio No,
description, amount, recipient,
net and VAT and budget head.
VAT is shown separately.

15.1

15.2

15.5

15.6

The total of receipts plus
cash in hand equals the
float.

All petty cash transactions are
recorded in the ledger.

Receipts plus cash should equal
£200 float.

Test Findings & Recommendations

The Petty cash box is kept and maintained in the
Accounts Dept. Observation and a check of the
petty cash box and records.
All spends are supported by a receipt attached to
the petty cash slip. This applied in very case for
the period from 18th September – 1st October
2018.
VAT is accounted for separately.

In all cases, the VAT amount was shown
separately and was calculated correctly.
A spread sheet is kept showing all petty cash
expenditure whenever the cash needs to be
replenished. The list for the period 12 July – 23
July 2018 was checked during the audit.
The cash was checked during the audit and was
found to be correct. The total cash plus receipts
added up to £500.00.

Council’s
Response and
date of
Implementation
None required

None required

None required

None required
None required

None required.
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INTERNAL CONTROL QUESTIONNAIRE
System:

Security

Auditor:

Ken Goddard

Date: October 2018

Control Objective 16: To ensure that the Council has effective management controls over its security arrangements
Expected Control

Actual Control

Test Findings & Recommendations

No

Council’s
Response and
Target Date
None required

16.1

The Council has a policy
statement regarding
security

Section 4, Assets in Financial
Regulations represents the
Council’s policy on security.

Seen during the audit.

16.2

A manager has been
appointed responsible for
Security of buildings

The Deputy Town Clerk is
responsible for the security of the
Town Hall, Cemetery and
Allotments.

The Deputy Town Clerk is responsible for
security matters in the Town Hall.

None required

16.3

A manager has been
appointed responsible for
the Council’s Treasures

The Curator is responsible for
security matters relating to the
Museum Displays (Treasures)

As part of accreditation of the Museum with the
Arts Council England (ACE), security of the
museum treasures has to be adequate and is
subject to regular inspection.
The museum is supervised by guides all the time
it is open, and some key paintings and busts are
alarmed and others have restricted access. There
is also a “Grab List” showing the painting etc
that should be given priority by Firefighters in
the event of a fire. The Curator also has her own
fire & flood supply kit.

None required
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No

16.4

Expected Control

Actual Control

Test Findings & Recommendations

All Council buildings and
contents are adequately
insured

The current policy with Zurich
Municipal runs from 1st April 2018
and all buildings are suitably
insured as well as contents.

The policy No YLL-272003-5273 (applicable
from 1st April 2018 until 31st March 2019) was
reviewed during the audit and was considered to
provide adequate cover to the Council in the
event of damage or loss to buildings and their
contents. Buildings include Cemetery site
(Lodge, Chapel and stores), public
conveniences. Contents in the following
buildings are covered: Cemetery Lodge, Town
Hall. The premium for the year 2018-2019
amounted to £21,603.98 compared to
£20,833.19 for the previous year an increase of
3.76%

Council’s
Response &
Target Date
None required

TOWN HALL PROPERTY
16.5

The Town hall building
has an alarm system

Yes. The original contract was
struck with ADT in August 1990
on an annual renewal basis. The
original system has been upgraded
over the course of the contract as
new developments in security
equipment and components became
available.

The system has been upgraded recently to bring None required
it up to date with current digital technology and
to comply with NACOSS. Monitoring is now
done via Dualcom, with both telephone lines and
radio control. An annual inspection is carried out
to ensure system is adequate for the Council’s
security needs which was carried out during the
audit. The most recent inspection report was
seen during the audit.

16.6

The alarm system is
connected to a monitoring
station.

Yes, the system is connected to the
ADT’s Monitoring station. ADT
has a list of Council employees
whom they contact in the event of
the alarms being activated.

Contract seen during the course of the audit.
Both fire and access alarm systems are
monitored and responded to by Watch It (who
also guard the Cemetery).

None required
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No

Expected Control

Actual Control

16.7

Access to Council Town
Hall property is restricted.

16.8

Access is by keypad or fob
or similar

Staff and members can access the
Town Hall using their fob. Other
visitors can gain access:
a. if there is an event on the 1st
floor, guests can access via the
sliding glass door on the ground
floor;
b. otherwise access is via the lift to
the 2nd floor Reception (from 9.30
– 4pm) or via the back staircase.
Members of staff and Members are
issued with keys/ and/or fobs. A
list is kept of keys/fobs issued by
the Deputy Town Clerk.
Access to the 2nd floor offices is via
the keypad outside all doors.

16.9

All valuable assets are
kept securely locked away
outside of business hours

16.10

All windows are lockable

16.11

16.12

Test Findings & Recommendations

Interviews and personal knowledge

Council’s
Response &
Target Date
None required

Personal experience. A copy of holders of the
None required
key pads by Members and staff is in the working
papers.

Yes. A caged-off lockable area in
archives is now used to store
museum pieces that are not being
displayed in the Museum.
Yes, all windows can be locked

None required

All windows and outside
doors are checked at the
end of each working day.

Confirmed this with the Curator during the audit
and can be regarded as being satisfactory.
Valuable artefacts and paintings on display are
protected by alarms.
Interviews with Deputy Town Clerk and
caretaker.
At the end of each working day, the Interview with caretakers and deputy Town
on-duty Caretaker checks all
Clerk.
windows and doors.

Any numbered key pads
are changed on a regular
basis.

Yes – at least semi-annually. The
combination is also changed after
significant staff changes.

None required

The keypad combination is changed every 6
months.

None required
None required
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No

Expected Control

16.13

Fire/smoke detectors are
placed at strategic points
within the building.
Emergency lights are also
installed around the
building.
These are inspected on a
regular (annually) basis

Yes. A contract was set up with
Honeywell in the 1990s.

Original contract seen during this audit

Honeywell Services carry out
contractual inspections under the
maintenance agreement set up in
1992.

Regular fire alarm tests are
carried out
Fire extinguishers are
located throughout the
building and are services
regularly

Each Thursday morning the fire
alarms are tested via Buttermarket.
Fire extinguishers are serviced
annually by Fire Safety Services.

The contract includes 4 servicing and 1 annual
maintenance inspections. Inspections are also
made of the emergency lights. A further review
was carried out early in 2018 by Safety
Measures – report seen during the audit.
Personal experience.

16.15

16.16
16.17

16.18
16.19

Evacuation procedures are
tested at least annually
Fire marshals have been
appointed and trained

16.20

Fire doors are kept closed
at all times

16.21

Visitors are signed in and
supervised whilst on the
premises

Actual control

Test Findings & Recommendations

The servicing records of fire extinguishers were
checked during the audit. Last service was May
2018 and all fire equipment was inspected
during the audit and all showed that they had
been inspected.
Yes – in conjunction with the
Personal experience. 2 evacuations have been
Buttermarket Shopping Centre
held this year.
All caretakers have been trained as All caretakers have received training but might
fire marshals. In addition the 4
be required a fresher course. The PA to the
senior managers act as wardens for Town Clerk has also been trained as a fire
their areas.
marshal.
Yes – except those that are wired to Inspected during walk-round the building.
the fire alarm, in which case they
close automatically when the alarm
is activated.
Yes. The proposed Security Policy All visitors sign in at Reception when arriving in
includes a section regarding
the building. Visitors’ book seen during the
visitors.
audit.

Council’s
Response &
Target Date
None required

None required

None required
None required

None required
None required

None required

None required
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CEMETERY GROUNDS
Expected Control

Actual Control

Test Findings & Recommendations

No
Yes, 2 alarms, at the front and
Interview with Deputy Town Clerk.
back doors. Installed and
maintained by Newark Alarm
Systems with BT RedCare Line.
When 2 sensors are activated, the
Interview with Deputy Town Clerk.
Call Centre is alerted and they
contacted a key holder to determine
what action should be taken.
Newark Alarm Systems hold the
contact details of the 4 main key
holders.
Yes, to employees.
Access is by key and then the fobs are used to
activate and de-activate the alarm system.

Council’s
Response and
Target Date
None required

16.22

The Cemetery Lodge
building has an alarm
system

16.23

The alarm system is
connected to an alarm
monitoring service.

16.24

Access to the Cemetery
Lodge property is
restricted.

16.25

Access is by key or fob or
similar

Yes Keys and fob to de-activate
alarm system

Access by key, and the Fob used to set and unset the alarm.

None required

16.26

All windows are lockable

Yes, and ground floor windows are
fitted with shutters

Interview with Deputy Town Clerk.

None required

16.27

All windows and outside
doors are checked at the
end of each working day.

Last member of staff to leave
ensures all windows and shutters
are closed and locked, as well as
doors.

Interview with Deputy Town Clerk.

None required

16.28

The Cemetery is checked
during night-time hours by
a security firm.

The 5 gates are locked by the
security firm. In additional there is
one further visit at night to inspect
the gates and premises.

Interview with Deputy Town Clerk and
evidenced by records seen during the audit.

None required

None required

None required
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No

16.29

16.30
16.31

Expected Control

Fire/smoke detectors are
placed at strategic points
within the building.
These are inspected on a
regular (annually) basis
The Chapel is adequately
protected

Actual Control

Detectors are placed in the Lodge
and the Chapel

Test Findings & Recommendations

Council’s
Response and
Target Date
Seen during recent visit to the Lodge and Chapel None required

They are tested regularly by
pressing the test-button
Same alarm system as the lodge

Interview with Deputy Town Clerk

None required

The following measures have been taken to
make the chapel even more secure|:
A new alarm system installed;
• Metal bars fixed to the insides of all
windows;
• A lock fixed to the second wooden
entrance door;
• A re-enforced metal door installed;
• Trackers installed on the JCB;
• Keys of motors removed and kept in
Cemetery Lodge overnight.
These were seen during an inspection of the
chapel.

None required

A solar-powered electronic gate has been
successfully installed at Bowbridge Road and 2
further electronic gates have been installed at
Hawton Road and Barnby Road allotments.
A list of fob holders for Bowbridge Road is
maintained.

None required

ALLOTMENTS
16.32

The Council is responsible
for the security of the
Allotments

Yes the Council is responsible for
the security of all five allotments
sites.

16.33

A record is maintained of
owners of keys to the
allotments

Holders of the allotments in
Fleming Drive are given a key and
pay a £6 deposit. For Bowbridge
Road, holders receive a fob for a
deposit of £20, to gain access. The
other allotments are accessed via
the use of a call from a mobile
phone to open the electronic gate.

None required
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No

Expected Control

Actual Control

16.34

All break-ins and damage
to the allotments are
recorded and reported to
the Police.

All reported thefts and damage are
recorded at the Lodge and the
victim is encouraged to report the
fact to the Police.

Test Findings & Recommendations

Council’s
Response and
Target Date
Policy is to report all such incidents to the Police None required

PUBLIC CONVENIENCES
16.35

Staff at the PCs are
adequately protected

16.36

The Public Conveniences
are secure outside opening
hours

All PC staff have a landline phone
and are connected to the CCTV
system via 2-way radio.
The PC Operatives have a set of
keys to all the PCs and it is their
responsibility to unlock in the
mornings and lockup each evening.

Interview with Deputy Town Clerk.

None required

Spare keys to the PCs are held at the Cemetery
Lodge.

None required

The security company used by the
District is now being employed by
the Town Council to carry our
nightly patrols of the parks.

Invoice from Newark Security Services was
seen during the audit.

None required

DEVOLVED SERVICES
16.37

The various parks/sporting
venues taken over by the
Town Council from the
District are patrolled.
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