Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680 333 ~ Fax: 01636 680 350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

FINANCE & POLICY COMMITTEE
WEDNESDAY 9TH APRIL 2014

Thursday 3rd April 2014
Dear Councillor
You are summonsed to attend a meeting of the Finance & Policy Committee at 7.30pm on Wednesday
9th April 2014. This meeting will be held in the Council Chamber at the Town Hall.
Yours faithfully

Alan Mellor
Town Clerk
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Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680 333 ~ Fax: 01636 680 350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

Agenda Item No: 2

Committee Date: Wednesday 9th April 2014

FINANCE & POLICY COMMITTEE MINUTES
Minutes of the Meeting of the Finance & Policy Committee held on Wednesday, 12th February 2014
in the Town Hall.
Membership Present:

Councillor

K Clayton (in the Chair)

Councillors

P Baggaley
M G Cope
Mrs G Dawn
L Goff
D Lloyd
D Payne
S Wallace
C Wetton

In attendance:

Councillors

T Bickley JP, Mrs I Brown, Mrs R Crowe, R A
Crowe

Apologies for Absence

Councillors

There were no Apologies

Officers Present:

Town Clerk

Alan Mellor
Helen Crossland

Taking Notes:

There were two members of the public present.
Council Chamber, Town Hall

Venue:

FP42/13/14

Minutes
FP37/13/14 – Requests for Financial Aid
2. Newark Community First Aid (NCFA)
With the addition of the words in red below:
Cllr D Lloyd was concerned that this application could set a precedent; the application was
not in accord with the Financial Aid Policy, and there is already a discounted rate in place
for events such as these. Cllr D Lloyd was also concerned that there are lots of charitable
groups in Newark, who may be unaware of the Policy and the funding available and who
could also apply for this type of grant aid, this decision would deplete the funds available
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and to the detriment of other charitable groups.
With the above amendment the Minutes of the meeting held on Wednesday 4th December
2013 were AGREED as a true and accurate record and signed by the Chairman.
FP43/13/14

Matters Arising
There were no Matters Arising.

FP44/13/14

Declarations of Interest
It was AGREED that any Declarations of Interest be taken as they arise on the Agenda.

FP45/13/14

Payment Schedules 8/14, 9/14 & 10/14
Members AGREED that payments in accordance with Payment Schedule 8/14 in the sum of
£75,299.01 (seventy five thousand, two hundred and ninety nine pounds 01p), Payment
Schedule 9/14 in the sum of £89,168.23 (eighty nine thousand, one hundred and sixty eight
pounds 23p), and Payment Schedule 10/14 in the sum of £77,121.41 (seventy seven
thousand, one hundred and twenty one pounds 41p) be NOTED.

FP46/13/14

Street Collection Licences
Members considered the following requests for Street Collection Licences 2014/2015:
a.

Newark Community First Aid on Saturday 12th July 2014.

b.

R.A.F.A. on Saturday 20th September 20124.

c.

Marie Curie Cancer Care on Saturday 22nd March 2014.

d.

R.S.P.C.A. on Saturday 7th or 14th June 2014, or any date given.

Members AGREED to advise Newark & Sherwood District council that the above
applications be allowed.
The Town Clerk reported that he had asked information on the returns from these
collections, as previously requested by this Committee, but to date had not received any
response.
FP47/13/14

Appointments & Reports Back from Outside Bodies
(i)

Members AGREED to appoint a representative to serve on the Hospital of St
Leonard Newark Charity for a one year term ending in February 2015.
Cllr R Crowe was nominated by Cllr D Lloyd and seconded by Cllr S Wallace.
Cllr L Goff was nominated by Cllr Mrs G Dawn and seconded by Cllr K Clayton.
There was a tied vote with three votes each, so the Chairman used his second
and casting vote and Cllr L Goff was appointed as the Town Council
representative.

(ii)

Members AGREED to appoint two representatives to serve on the Lilley & Stone
School Charities for a one year term ending in February 2015.
Cllr D Lloyd moved and Cllr Mrs G Dawn seconded that Cllr Mrs R Crowe and
Cllr K Clayton be appointed as the Town Council representatives; there being no
other nominations these two appointments were AGREED.
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(iii)

Members RECEIVED and NOTED the reports from Cllr Mrs I Brown and R
Crowe, from the Newark Healthcare Consultative Group and Cllr Mrs M Tribe
from the Newark Allotments & Gardens Association.
The Town Clerk also informed Members that he had received the new, draft
constitution from the Newark Town Partnership, that morning, and would report
back to the next meeting of this Committee.

FP48/13/14

Newark Sports Hub Project
Cllrs P Baggaley, K Clayton and Mrs G Dawn declared a personal, non-prejudicial interest in
this Agenda Item.
Cllr D Lloyd welcomed the progress on this project, but asked for clarity on how the Town
Council’s investment would be used. He suggested that the Town Council should retain
control over any documents or strategies which are produced using the Town Council’s
funding.
A number of Councillors queried why the Town Council was being asked to submit the
Planning Application for the project. The Town Clerk advised that since the only resource
currently available to take the project forward was being provided by the Town Council, this
course of action would minimise the cost to the Town Council.
Some Members were concerned that this may result in the Town Council not being able to
consider and submit comments on any such planning application. The Town Clerk agreed to
investigate this concern further.
Members requested that a presentation by the Newark Sports Association would be helpful
to provide an up to date position of their plans and aspirations for the project. It was
AGREED that the Town Clerk should arrange a presentation in the near future.
After further discussion and a vote, Members AGREED to recommend to the Town Council
that a further sum of £12,000 be released from the £500,000 budget already approved for
this project, as a contribution towards the professional fees associated with the
development. It was further AGREED that authority to incur specific items of expenditure be
given to the Town Clerk, in consultation with Cllr D Lloyd, Cllr Mrs G Dawn and Cllr K
Clayton.
Cllr D Payne asked for his abstention to be noted in the minutes.

FP49/13/14

Medium Term Financial Strategy
The Town Clerk informed Members that a statement had been released by the Government
to the effect that; Town & Parish Councils would not be subject to the Excessive Council
Tax Referendum principles for the 2014/15 financial year. However the government have
also put all larger Town & Parish Councils on notice that the principles could be extended in
2015/16 if Council Tax increases are determined to excessive this year. The Town Clerk
advised Members that the Medium Term Financial Strategy would be updated to take
account of this latest information.
Cllr K Clayton then moved that this Agenda Item be deferred to the Full Town Council
Meeting on Wednesday 26th February. This was seconded by Cllr D Lloyd and AGREED.

FP50/13/14

Revenue Budget & Precept 2014/2015
Cllr K Clayton moved that this Agenda Item also be deferred to the Full Town Council
Meeting on Wednesday 26th February; this was seconded by Cllr D Lloyd and AGREED.
The Town Clerk pointed out that on page 70 of this Agenda there was a typographical error
which would be rectified on the Town Council Agenda Item.
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FP51/13/14

FP52/13/14

Newark Festival 2014
i.

Members NOTED the decision taken by the Environment & Leisure Committee
to hold a Newark Festival in June 2014.

ii.

Members NOTED the change to a three year contract with the Liz Hobbs Group
to stage the Festival, including an annual termination clause.

iii.

Members NOTED the advice from the Town Clerk that the three year contract
falls below the EU procurement threshold for this category of service.

Proposed Meeting Dates
Members CONSIDERED the meeting schedule as proposed and AGREED to recommend
to the Town Council that it be accepted.

Meeting Closed:

8.05pm

Next Meeting:

Wednesday 9th April 2014
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Agenda Item No: 5

Committee Date: Wednesday 9th April 2014

FINANCE & POLICY LEISURE COMMITTEE
SUBJECT:

PAYMENT SCHEDULES

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members to NOTE the attached Payment Schedule 11/14.

2.

Background

2.1

Payment Schedule 11/14 appended to this report

3.

Financial, Legal & Equality Issues

3.1

None

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email:
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CHEQUES
ACCOUNTS FOR PAYMENT SCHEDULE 11/14
Voucher No
1167
1168
1169
1170
1171
1172
1172
1172
1172
1172
1172
1172
1172
1173
1174
1175

Cheque No
Payee
18574 City of Lincoln Council
18575 Carlton Male Voice Choir
18576 Public Catalogue Foundation
18577 Post Office Ltd
18578 Gedling Borough council
18579 Petty Cash
18579
18579
18579
18579
18579
18579
18579
18580 Allen Mrs P
18581 NSDC
18582 Gedling Mayor's Charity

28.02.14
Budget Head
Total Amount
Mayor's Allowance
£70.00
Mayor's Allowance
£25.00
Museum
£20.00
Vehicle Running Costs
£220.00
Mayor's Allowance
£82.25
Mayor's Allowance
£4.00
* TH Bar
£3.00
PC Uniforms
£19.99
Museum
£1.52
Health & Safety
£20.00
PC Materials
£7.00
TH Maintenance & Equipment
£43.18
* Refreshments
£44.65
Mayor's at Home
£15.00
Vehicle Running Costs
£50.00
Mayor's Allowance
£40.00
Total
£665.59

AUTOPAY
ACCOUNTS FOR PAYMENT SCHEDULE 11/14
Voucher No
1176
1177
1178
1179

Payee
ADT
Ann et Vin
A O Cumbernauld
Biltons Blooms

1180 - 1182
1183
1184 - 1187
1188

Bunzl
City of Lincoln Council
Corporate Express
Farmstar

1189 - 1190
1191
1192
1193 - 1194
1195 - 1196
1197
1197
1197
1198

GMS
Greenberry Bros
Grove Auto Electrical
Lidster of Worksop
LITE
London Road Service Station
London Road Service Station
London Road Service Station
Mayo Crane Hire

Budget Head
TH Contracts
* TH Bar
Payroll
Travel & Subsistence
TH Maintenance &
Equipment
Mayor's Allowance
Printing & Stationery
ENV Uniforms
TH Maintenance &
Equipment
Christmas Lights
Vehicle Running Costs
* Cemetery Tablets
Christmas Lights
Civic Car
Vehicle Running Costs
Fuel - Mowers
Christmas Lights

28.02.14
Total Amount
£48.26
£63.60
£6,220.89
£33.90
£216.61
£6.00
£223.23
£40.60
£123.49
£578.94
£36.00
£639.55
£15,736.80
£32.99
£175.92
£78.00
£420.00
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1199 - 1200
1201 - 1202
1202
1202
1203
1204
1205
1206
1207

Milvill
Mole Country Stores
Mole Country Stores
Mole Country Stores
Morrison Wm
NE Plumbing
Newark Alarm Systems
Newark Advertiser
N & S Locksmiths

1207 N & S Locksmiths
1208 Nott’s CC
1209 NTC Pay Account
1210
1211
1212 - 1214
1215
1216
1217
1218 - 1219
1220
1221
1222

PHS
Pleasley Colliery Band
Reflect Recruitment
Richardson B
Ricoh UK
Rolls Royce Derby Band
Screwfix
Screwfix
Security 2
Severn Trent Water

1223
1224
1225 - 1226
1227
1228
1228
1228
1229
1230 - 1231
1232
1233
1234 - 1235
1236
1237

Smith Ian Electrical
Smith Ian Electrical
Smith’s Timber
Tanvic
T Mobile
T Mobile
T Mobile
Trent Skip Hire
UK Waste
Viking Direct
Virgin Media
Virgin Media
Watch It Security
Wordprint Ltd

PC Materials
Christmas Lights
ENV Tools & Equipment
ENV Uniforms
Mayor's Allowance
PC Repairs & Maintenance
Cemetery Upkeep
Museum
Cemetery Upkeep
TH Maintenance &
Equipment
Payroll
Payroll
TH Maintenance &
Equipment
Mayor's Allowance
Payroll
Mayor's Allowance
Printing & Stationery
Mayor's Allowance
ENV Uniforms
Street Furniture
* TH Bookings
ENV Water
TH Maintenance &
Equipment
Christmas Lights
ENV Repairs & Maintenance
Mowers
Telephones
PC Telephones
ENV Telephones
Cemetery Upkeep
Cemetery Upkeep
Printing & Stationery
Telephones
ENV Telephones
Cemetery Upkeep
Civic's
Total

£319.97
£27.84
£9.99
£140.86
£16.40
£65.00
£90.00
£157.68
£10.80
£48.00
£6,603.20
£26,366.07
£301.00
£250.00
£683.42
£242.50
£2.30
£250.00
£59.98
£33.36
£652.07
£135.67
£133.75
£100.80
£352.15
£12.60
£24.31
£16.38
£21.97
£175.00
£1,032.32
£12.44
£361.90
£40.97
£456.00
£50.40
£63,931.88
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DIRECT DEBITS
ACCOUNTS FOR PAYMENT SCHEDULE 11/14
Voucher
No
1238
1239
1240
1241
1242 1243
1244 1245
1246
1247 1249
1250
1251
1251
1252
1253
1254

BOC
British Gas
British Gas
British Gas

Payee

Budget Head
TH Bar
TH Gas
PC Gas
TH Electricity

British Gas

ENV Electricity

British Gas
BT

PC Electricity
Telephones

Classic Drinks
Edgars Water
Marks & Spencer
The Trainline
Network
Safety Measures
Streamline

* TH Bar
* Refreshments
* Refreshments
Travel
Civic Car
Health & Safety
Bank Charges

28.02.14
Total Amount
£88.20
£4,477.75
£193.38
£813.66
£33.02
£1,088.47
£361.80

Total

£416.52
£68.45
£104.00
£53.55
£332.31
£88.80
£52.54
£8,172.45

Grand Total

£72,769.92

* Recharges
Note. PC (Public Convenience) costs covered by Agency
Reflects full or part recharge
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Agenda Item No:

6

Committee Date:

Wednesday, 9th April 2014

FINANCE & POLICY COMMITTEE

SUBJECT:

COMMUNITY GRANTS

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members are asked to :
(i) Consider the revised Guidelines and Application Form for Voluntary Body Grants
and approve new arrangements as appropriate,
(ii) Consider the proposed Guidelines and Application Form for Community Events
Grants and approve the arrangements as appropriate.

2.

Background

2.1

During the current civic year Members have raised concerns at a number of meetings that
the guidelines for the traditional Grant Aid budget should be reviewed to ensure that they
reflect the needs of the Town Council and the community groups which apply for this
support.
In addition the Town Council has approved a new Community Events Grant budget head
which is intended to provide support for events which are held in Newark and contribute to
the cultural wellbeing of the town.

2.2

This report is submitted to consider the guidelines and application forms for both of these
grant regimes.
In addition to the specific guidelines for these two grant regimes I would also suggest that
an organisation should not be allowed to submit an application for a grant to support the
same event to both grant funds.

3.

Voluntary Body Grant

3.1

These grants have been in place for many years, the approved budget for 2014/15 is
£4,000. The actual amounts approved and the number of grants awarded over the last
five years is as follows:
Grants Approved Grants Budget

Number

Number

Approved

Declined

£

£

2013/14 (to date)

2,050

4,630

9

2

2012/13

3,773

4,410

9

4

2011/12

3,175

4,200

7

2

2010/11

3,528

4,000

11

3

2009/10

3,734

4,000

15

5

The current grant guidelines are attached at Appendix 1.
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3.2

One observation from the above analysis is that the current process does not produce
sufficient applications in terms of quantity and amount to fully allocate the approved
budget.
The following factors may contribute to this position:
•

Lack of awareness that the grant scheme exists

•

Current guidelines may limit the range of applications received

•

The current financial limit of £200 may be too low to make an application
worthwhile

What is clear is that the Town Council is currently receiving a relatively small number of
applications and it would appear that the current budget provision exceeds the demand
for these grants.
3.3

Attached at Appendix 2 & 3 are possible new Grant Guidelines and Application Forms for
Members to consider.
These two documents have been updated to reflect some of the comments made by
Members over recent months and hopefully provide some more clarity for organisations
which may apply for these grants. In addition I have added a section into the application
form requesting information about outputs and outcomes that are expected to arise from
an application.
The documents also refer specifically to applications for free use of the facilities within the
Town Hall; this type of request has become quite common over the last few years.

3.4

I would ask Members to consider these two documents and decide whether or not they
more accurately reflect what is expected from this grant regime.

4.

Community Events Grant

4.1

Attached at Appendix 4 & 5 are possible Grant Guidelines and Application Forms for this
new regime. Members will be aware that a budget of £10,000 has been approved
following the new arrangements which were agreed for the Newark Festival.

4.2

Clearly this is a new initiative and no doubt the process and guidelines may need to be
reviewed in the light of the experience of dealing with applications.

4.3

I would ask Members to consider these two documents and decide whether or not they
accurately reflect what is expected from this grant regime.

5.

Financial, Legal and Equality Issues

5.1

None, budgets have been approved for both of these grant regimes.

Background Papers:

None.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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APPENDIX 1

NEWARK TOWN COUNCIL
APPLICATION FOR FINANCIAL AID
General Guidelines
The following principles and guidelines have been established by Newark Town Council to assist in the
consideration and determination of grant applications. Whilst these principles will act as a general guide
they are not definitive and applicants of particular worthiness may be considered on individual merit
outside these criteria.
1.

Preference will be given to locally based organisations serving local needs over
nationally based organisations.

2.

Preference will also be given to requests for essentially ‘pump priming’ grants
and grants that support or promote self help within the applying organisation.

3.

Applications that result in an annual commitment on the part of the Town Council,
whether that be actual or effective, will be generally resisted.

4.

Any ‘ongoing’ applications from organisations seeking an ‘annual’ grant will
be the subject of specific and detailed consideration at the time of the Town
Council’s Annual Budget in January of each year. Organisations seeking what is
effectively an annual grant are advised to make application in such regard by the
30 November in each year at the latest.

5.

As a general rule grant aid for any specific project will not exceed £200. This
figure will be reviewed from time to time.

6.

Wherever possible grant aid will be made for the purchase of specific equipment
rather than simple donations to administrative funds.

7.

Applications will generally be considered by the Town Council’s Finance and
Policy Committee at its June/July and December/January cycle of meetings.

8.

Applications must be accompanied by a copy of the organisations most recent audited accounts,
or a signed statement on the current financial position of the organization.

Application
The enclosed application form is to be completed and submitted with any request for financial assistance
to Mrs Karen Wood, Newark Town Council, Town Hall, Newark, Notts, NG24 1DU.
TOWN CLERK
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APPENDIX 2

NEWARK TOWN COUNCIL
APPLICATION FOR VOLUNTARY BODY GRANT

Guidelines
The following principles and guidelines have been established by Newark Town Council to assist in the
consideration and determination of grant applications. Whilst these principles will act as a general guide
they are not definitive and applicants of particular worthiness may be considered on individual merit
outside these criteria.
The Aim of the Scheme
The Town Council is providing funding to support the work of Voluntary Bodies & Charities that provide
services, support and activities to the community of Newark. The grant can be used for a wide range of
activities covering; charity, cultural, community and sports events.
The primary aim of the scheme is to provide funding on a ‘pump priming’ basis that support or promote
self-help within organisations that may apply.
Funding Available
Newark Town Council has a maximum fund of £4,000 available, during the 2014/15 financial year, to
support Voluntary Bodies.
Maximum funding for any one application is normally £250. Applications for grants in excess of this sum
may be considered subject to the overall budget limit.
The Town Council will determine the level of grant awarded up to this maximum figure. No grant will
normally exceed 50% of the total cost of a scheme.
Applications will be considered throughout the year on a ‘first come first served basis’.
Eligibility
Applications will be considered from; Community Groups, Charities, Voluntary Bodies, and Sports Clubs.
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Applicants must either be located within the Newark Town boundary or the scheme which is the subject of
the application must have a focus or be targeted on the community living in Newark.
Preference will be given to locally based organisations serving local needs over national organisations
providing services over a wider geographic area than Newark.
Applications are only invited for ‘one off’ schemes the Town Council will not consider applications that
seek ongoing funding over more than one financial year.
Applications will be considered for events which are held in the Town Hall and for which a concession on
the normal hire fee is requested. These requests will be considered in the same way as all other
applications and will require an application form to be completed. The financial value of any concession
granted will be charged against the overall Voluntary Grant budget.
All applicants must complete an official Voluntary Body Grant Application Form before it will be considered
by the Town Council.
All applications must be accompanied by a copy of the organisations most recent audited accounts or a
signed statement on the current financial position of the organisation.
Grants will, wherever possible, be made for a specific service, activity or item of equipment;
rather than general support for a particular organisation.

The Application Process
Applications will generally be considered by the Town Council’s Finance and
Policy Committee.
The enclosed application form is to be completed and submitted with any request for financial assistance
to Mrs Karen Wood, Newark Town Council, Town Hall, Newark, Notts, NG24 1DU.

20

APPENDIX 3

Newark Town Council
Voluntary Body Grant Application Form
Please refer to the separate guidance document when completing this form

1. Applicants Details
Name of Organisation/Group

Applicant’s Name

What is the applicant’s
position in the
organisation/community
group?

Contact Name

Contact Address

Contact Tel No

Email address

2. Scheme/Project Description
Description & Objectives
Please include an explanation of the purpose for which the application is made

21

Give details of any other funders approached and their responses

Please detail any additional information regarding your organisation and its aims which you may feel will assist the
Town Council in considering this application.

If the application is for concessionary use of the Town Hall, please provide details of the rooms required together with
dates and times of the event

Room(s) required

Date(s) required

Time(s) required

3. Costs
How much money do you wish to apply for in grant aid (maximum £250) and what will you spend it on?
Please include a full breakdown of costs (exclusive of recoverable VAT).

ITEM DESCRIPTION

COST

1.
2.
3.
4.
5.
6.
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More:

What is the anticipated total cost of your scheme?

4. Outputs and Outcomes
Outputs
Please explain the following about your scheme
(a)

How will it contribute and/or support the
community of Newark?

(b)

Who is it open to?

(c)

How many participants do you anticipate
will take part?

Outcomes
What other benefits will be achieved from this scheme?
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Declaration
To the best of my knowledge, the information supplied on this form is correct and complete.

Signed

Name and Position

Date
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APPENDIX 4

NEWARK TOWN COUNCIL
APPLICATION FOR COMMUNITY EVENT GRANT
Guidelines
The following principles and guidelines have been established by Newark Town Council to assist in the
consideration and determination of grant applications. Whilst these principles will act as a general guide
they are not definitive and an application may be considered on merit outside of these criteria.
The Aim of the Scheme
Newark Town Council is a partner in the Newark Festival which will take place over the weekend of 20th to
22nd June 2014. It is also providing financial support towards other events that take place in 2014 which
can contribute to a wider range of music, cultural, community and sporting events as part of a wider
Newark Festival 2014.
Funding Available
Newark Town Council has a maximum fund of £10,000 available to support community groups, charities
and businesses to stage events during 2014 in support of the Newark Festival.
If funding applications are over-subscribed; then applications will be considered on a first come – first
served basis. The deadline for applications to be considered in the first tranche of grants is 30th April
2014.
Applications will be considered after this date if the available funds have not been fully allocated.
Maximum funding for any one event is normally £1,000. Applications for grants in excess of this sum may
be considered subject to the overall budget limit.
The Town Council will determine the level of grant awarded up to this maximum figure. No grant will
exceed 50% of the total cost of an event.
If a grant application is made for an event which is planned to be held in the Town Hall any request for a
concessionary reduction of hire fees will have to be met from this Grant Aid fund and will be taken into
account in assessing the overall level of grant approved.
Eligibility
All applicants must complete an official Community Event Grant Application Form before it will be
considered by the Town Council.
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Applications will be considered from; Community Groups, Charities, Individuals, Businesses and Public
Bodies.
Applicants must either be located within the Newark Town boundary or the event must take place largely
within the boundary.
Events which take place between 1st April and 31st August will be given priority; events which take place
outside of these dates will be considered if all the funding is not allocated.
Only events which are open to the general public will be considered.
Preference will be given to events which are free to the general public.
Events which make a charge for entry will be considered; however any grant awarded will be subject to
receipt of accounts which demonstrate that the event has not made a surplus.
The application and possible award of a grant can be used as a guarantee against any potential losses
arising from a ticketed event.
All applications must be accompanied by a copy of the organisations most recent audited accounts or a
signed statement on the current financial position of the organisation.
No funding will be released until confirmation that the event has taken place is received by the Town
Council.
The Application Process
Application forms can be obtained from:
Town Clerk
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Applications for funding will be considered in phases. The deadline for applications under ‘Tranche 1’ will
be noon on Friday 2nd May 2014.
Subject to the available funding not being fully allocated further tranches of applications will be announced
after this date.
The Town Council will consider all qualifying applications at its Environment & Leisure Committee which
will meet on 21st May 2014.
Applicants will be notified of the outcome by 28th May 2014.
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APPENDIX 5

Newark Town Council
Community Events Grant Application Form
(For events staged during the period of 1st April to 31st August 2014)
Please refer to the separate guidance document when completing this form

1. Event Details
Event Name

Date, time and
duration of the Event

Location of Event,
including postcode
Applicant’s Name

What is the applicant’s position in the organisation/community group?

What is the applicant’s/organisations legal status? Please tick one of the following:

Limited Company  Limited Company (Not for Profit)  Company Limited by Guarantee  Charitable Trust 
Local Authority (including Parish Council)  Community Group  Private Individual or family 

Other – please specify

Contact Name
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Contact Address

Contact Tel No
Email address

Project Location
(please include the
name of the town or
village and postcode
where this event will
take place)

Name of town or village:

Is this event taking
place on private or
public land?

Please indicate which:

Postcode:

PUBLIC 

PRIVATE 

Do you have Public Liability Insurance for this event:

YES 

NO

 (Please tick)

2. Event Description
Project Description & Objectives
Please include an explanation of how funding from the Town Council will add value to your event

Give details of any other funders approached and their responses.
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Will the event be open to everyone?
If open to all, then would you like your event to be promoted by the Town Council on their website etc?

3. Costs
How much money do you wish to apply for from us (maximum £1,000) and what will you spend it on?
Please include a full breakdown of costs (exclusive of recoverable VAT).

ITEM DESCRIPTION

COST

1.
2.
3.
4.
5.
6.
More:

What is the anticipated total cost of your event?

Will this be a ticketed or entry by an admission fee
event?

Will there be any income from your event? If so, how much do you anticipate and how will this be achieved?
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What will happen to any profits that your event makes?

4. Outputs and Outcomes
Outputs
(You may be required to provide additional information before any funding is approved).
Please explain the following about your event:

(a)

How will it contribute and or
support the Newark Festival?

(b)

Who it is open to?

(c)

How many participants do you
anticipate will take part?

Outcomes
What other benefits will be achieved from this event?
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Declaration
To the best of my knowledge, the information supplied on this form is correct and complete.

Signed

Name and Position

Date
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Agenda Item No: 7

Committee Date: Wednesday, 9th April 2014

FINANCE & POLICY COMMITTEE
SUBJECT:

REQUESTS FOR FINANCIAL AID

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

That Members consider applications now received requesting Financial Aid.

2.

Background

2.1

The Town Council’s current general guidelines are attached at Appendix 1 however,
subject to any decisions taken on the previous agenda item, members may wish to
consider the applications contained in this report against the new guidelines.
The revised approved budget for grant aid to voluntary bodies in 2013/14 is £3,000.
A sum of £1,131 remains uncommitted.
The approved budget for grant aid to voluntary bodies in 2014/15 is £4,000.
After taking account of the commitments already approved for the 2014/15 financial year a
sum of £1,628 remains available.
Given the underspend identified above for the 2013/14 financial year I would suggest that
Members may wish to consider carrying over this underspent budget to 2014/15 to
support additional applications which may arise from the review of the grant guidelines
which have been discussed earlier on this Agenda.

3.

Specific Grants

3.1

Friends of Newark Castle and Gardens
A request for the sum of £100 towards the refurbishment of an existing room in the Castle.
See Appendix 2 attached.

3.2

Newark Arts Forum
A request for the sum of £300 towards the cost of a Holiday Project at Mount School. See
Appendix 3 attached.

4.

Financial, Legal & Equality Issues

4.1

None

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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Appendix 1
NEWARK TOWN COUNCIL

APPLICATION FOR FINANCIAL AID
General Guidelines
The following principles and guidelines have been established by Newark Town Council to assist in the
consideration and determination of grant applications. Whilst these principles will act as a general guide
they are not definitive and applicants of particular worthiness may be considered on individual merit
outside these criteria.
8.

Preference will be given to locally based organisations serving local needs over
nationally based organisations.

9.

Preference will also be given to requests for essentially ‘pump priming’ grants
and grants that support or promote self help within the applying organisation.

10.

Applications that result in an annual commitment on the part of the Town Council, whether that
be actual or effective, will be generally resisted.

11.

Any ‘ongoing’ applications from organisations seeking an ‘annual’ grant will
be the subject of specific and detailed consideration at the time of the Town
Council’s Annual Budget in January of each year. Organisations seeking what is
effectively an annual grant are advised to make application in such regard by the
30 November in each year at the latest.

12.

As a general rule grant aid for any specific project will not exceed £200. This
figure will be reviewed from time to time.

13.

Wherever possible grant aid will be made for the purchase of specific equipment
rather than simple donations to administrative funds.

14.

Applications will generally be considered by the Town Council’s Finance and
Policy Committee at its June/July and December/January cycle of meetings.

8.

Applications must be accompanied by a copy of the organisations most recent audited accounts
or a signed statement on the current financial position of the organisation.

Application
The enclosed application form is to be completed and submitted with any request for financial assistance
to Mrs Karen Wood, Newark Town Council, Town Hall, Newark, Notts, NG24 1DU.
TOWN CLERK
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Agenda Item No:

8

Committee Date: Wednesday 9th April 2014

FINANCE & POLICY 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 & Policy
Committee and the Town Clerk, reviews have been conducted of a number of control
systems within the Town Council during the financial year 2103/14.
The systems selected for review in the half year were:

2.2

First Half Year

Second Half Year

1.

Income – Cemetery & Allotments

1.

Payroll - Starters

2.

Purchase Ledger

2.

Payroll - Processing

3.

Payroll – Starters

3.

Payroll – Statutory
Deductions

4.

Payroll – Processing

4.

Payroll – Leavers

5.

Payroll – Statutory & Voluntary 5.
Deductions

Risk Management

6.

Investments

6.

Bank Reconciliations

7.

Budgetary Control

7.

Income from Cemetery & Allotments

8.

Risk Management

8.

VAT Returns

9.

Budgets

10.

Security

&

Voluntary

Attached at Appendix 1 is a summary of the control areas where I have made
recommendations to the Town Clerk together with 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; there are one or two minor
recommendations within the report that will go some way to tightening controls a little
further.
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As your Internal Auditor I am pleased to report that over the past few years the level of
internal control has improved as recommendations have been implemented and as the
management and staff become more experienced in handling new systems and
processes.
2.3

Bearing in mind that the previous internal audit reports issued over the past 2-3 years
reported no major exceptions, my overall opinion is that the systems of internal control
operating in the areas reviewed during this financial year 2013/2014 are satisfactory and
present no cause for concern to the Council.

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: October 2013

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.

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.

Actual Control

Findings and Recommendations

Council’s Comments
and Target Date
None required.

The Council has a written Policy
created on 17 November 2007.

The IT Policy was updated in October
2012.

The 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.

Part of her job-description.

None required.

There have been no staff who have
joined the Council so no additional
training has been required.

None required

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.

Yes, all staff have their own unique ID
None required
and control over their passwords.
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Expected Control

Actual Control

Findings and Recommendations

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.
SCS send an e-mail message to the
Council after each back-up
confirming it was done
successfully.

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 in the safe. The tape from 10 days
ago will be used to backup this
evening and so on.

None required

SCS send an e-mail confirming that
the back-up took place satisfactorily.
A copy on this morning’s is in the
working papers.

None required

Arrangements have been made with
SCS in the event of an emergency.
SCS can have the IT systems up and
running in 72 hours.
Each station has its own
manufacturer’s unique refee4nce
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

No
1.5

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

1.6

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

1.6

A contingency plan has been
prepared and tested in the event
of a total failure of the IT
system.
Security measures are in place to
protect the hardware,

The IT Policy document does not
include a section on Contingency
Planning.

The Server is kept secure and
well protected.

The Server is kept locked in a
separate cupboard

1.7

1.8

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

Council’s Comments
and Target Date

None required

None required
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Expected Control

Actual Control

No

1.9

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
15 work stations. The agreements
also cover for a one-hour monthly
visit throughout the year. The
current agreement is for 6 months
period.

1.10

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

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.

Findings and Recommendations

Council’s Comments
and Target Date
None required

An annual contract between the
Council and SCS is agreed at the start
of each financial year. The current one
covers maintenance of the server and 9
work stations, plus remote monitoring
of the system. Monthly monitoring of
the system is carried out a regular
reports are received from SCS.
Example in working papers.
The policy with Zurich Municipal for
None required
20013-2014 year includes cover of
£10,487 for computer equipment. Cost
of new IT equipment from SCS was
£10,501, so the cover is adequate.
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INTERNAL AUDIT REPORT
System: Payroll

Auditor:

Ken Goddard

Date: October 2013

Control Objective 2: To ensure all LEAVERS since the last audit have been removed from the payroll correctly
Ref
2.1

Expected Control
All employees resign by
submitting a letter of
resignation.

Actual Control
Yes, a letter of
resignation is required.

2.2

All resigning employees
give/work an appropriate
period of notice.
All leavers are given an exit
interview.
Leavers are paid all entitled
holidays in their final salary.

Yes, in most cases one
month’s notice is
required to be given.
This is the policy.

2.3
2.4

2.5

Final salary is calculated to
final day of employment.

2.6

All passwords, keys etc are
changed/obtained from the
leaver.
Leavers are dormant on the
payroll following their final
salary payment.

2.7

Leavers are paid to
their leaving date plus
any outstanding
holiday entitlements
and TOIL etc.
Final salary is
calculated to leaving
date
All keys etc are handed
in to the line manager
on last working day.
Leavers are not paid
after their leaving date.

Test Findings & Recommendations
Yes a letter of notice is required if the staff
member is leaving willingly, otherwise a letter of
dismissal from the Council if the Council wish to
terminate the employment.
None took place during the audit period.

Council’s Response
None required

None required

As above

None required

The one employee who left the Council this
financial year was paid all monies owing holiday
entitlement and TOIL were taken into
consideration.

None required

Yes in the above case.

None required

When the caretaker left, all keys and fobs etc.
were handed in. All keypad codes were changed
thereafter.
No payments were made after his date of leaving
the employ of the Council.

None required

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date: October 2013

Control Objective 3: To ensure all STARTERS since the last audit were entered onto the payroll correctly
Ref

Expected Control

Actual Control

Test Findings & Recommendations

3.1

There is a procedure for
appointing new
employees

In the Council’s Policy &
Procedure document, there is
a section for
Recruitment/promotion &
appointments.

A policy covering recruitment etc exists
and was reviewed as part of this audit.

3.2

This procedure includes
authority to recruit.

No.

3.3

The procedure includes
advertising, vetting and
interviewing applicants.
References are taken for
all new employees

3.4

Council’s Response
None required

All staff establishment changes are
subject to approval by Members. For
example the F&P Committee approved
the two changes in staffing at the
Cemetery at its meeting on 13th
February 2013 – Ref FP48/12/13.
Yes, it mentions advertising
This has not been necessary during the
both externally and internally. year being audited.

None required

The contract with new
starters states that recruitment
is subject to 2 sound
references

Because Mr B had worked for the
Council as an apprentice for one year, it
was deemed unnecessary to obtain
references for his permanent
employment with the Council.
Yes, the contract for Mr B stated his
grade and salary range.

None required

Mr B was first paid in the August 2013
payroll run under his new terms of
contract.

None required

3.5

All new employees are
allocated a grade and
corresponding salary
scale.

All new staff are offered
posts at specific grades and
salaries.

3.6

New employees are not
paid prior to their
starting date.

Starters are paid in the month
they start employment unless
their start date is after the
payroll run for that month.

None required

None required
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3.7

New starters are subject
to a 6 months
probationary period

All contracts for new starters
state that their recruitment is
subject to a 6 months
probation period

In Mr B’s contract, it is stated that he is
on a six months probation period.
RECOMMEND: Evidence of regular
assessments during this 6 months
probationary period should be placed in
his staff file.

Agreed, it is
proposed that all
new starters are
assessed at least
twice during the 6
month probationary
period.
This particular
employees was
assessed towards the
end of his
probationary period
and before his
employment was
confirmed.
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date October 2013

Control Objective 4: To ensure all payroll processing since the last audit has been carried out correctly
Ref
4.1

Expected Control
Payroll operations are
carried out by 2 officers.

Actual Control
A Finance Assistant prepares
the payroll and the other
Finance Assistant checks it.

Council’s Response
None required

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

Test Findings & Recommendations
The August 2013 payroll run was
selected for extensive testing. The
payroll was prepared by one Finance
Assistant signed by her and then
counter-signed by a second Finance
Assistant.
Yes, I saw the one produced for the
start of the financial year but this was
then replaced in August when the 1%
salary increases became operable.

4.2

All staff are paid
according to their grades
and salary bands

4.3

All promotions and
salary increases are
approved by the Council

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

The F&P Committee approved the
Nationally agreed 1% pay rise to be
paid to all staff from April 2013 Ref
FP19/13/14.

None required

4.4

All overtime claims are
properly authorised.

All timesheets signed by
manager.

None required

4.5

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.
The payment of the
payroll is authorised by

The final Payroll reports are
approved by a Senior Officer

All time sheets in the August payroll
run were signed off by a line
manager.
The final payroll listings were signed
off by the Town Clerk.

4.6

4.7

None required

None required

BACS transfer report is
matched to the final net
figures on the Payroll run.

This is done by the Town Clerk when
signing the final listings as above.

None required

By the Town Clerk and 2
Members

The August Bank Transfer was
authorised by the Town Clerk and

None required
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Ref

4.8

4.9

Expected Control
Actual Control
a senior officer before
finalisation
The Internal Auditor re- This was carried out during
calculates the payroll run the audit
including any pay rise.

Monthly HMRC
processes are carried out
as per regulations

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.

Test Findings & Recommendations
Council’s Response
two Members (Cllr Mrs I Brown and
Cllr P Baggaley)
All staff’s increased salaries were
None required
checked during the audit and all were
found to have been calculated
correctly. All back-pay from April to
July was also re-calculated during the
audit and all agreed. Each payslip was
checked and found to be correct and
the net pay figures were agreed to the
Bank Transfer listings.
The communication to HMRC in
None required
connection with the August payroll
run was seen during the audit as was
the acknowledgement of its receipt.
The totals on the listing was checked
against the payroll figures and found
to be correct.
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date: October 2013

Control Objective 5: To ensure that all statutory and voluntary deductions are correctly deducted and paid away.
Ref

Expected Control

Actual Control

Council’s Response

5.1

All Income Tax and NI
contributions are
deducted from gross
salary

5.2

Income Tax is calculated Statutory deductions are
using the latest advice
made according to advice
from the Inland Revenue received from Central
Government

Yes statutory notifications are placed
in staff files.

None required

5.3

Income Tax, employee
NI and employer NI
contributions are
forwarded to the Inland
Revenue by the deadline
dates.

Forwarded to Inland Revenue
each month.

The amounts are forwarded to
HMRC each month. Payment for the
August payroll was sent on 19th
September according to the bank
statement.

None required

All occupational pension
contributions by the
employee are matched
with an agreed amount
from the employer.

Employer contributes 18.2%

The Council contribute 18.2%
towards each staff member’s
superannuation contributions.

None required

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

Employees’ contributions
based on a sliding scale.

The contribution rates for all staff
were checked and found to be
correct.
Paid monthly to Notts CC. This was
verified against the bank statements

None required

5.4

5.5

5.6

Statutory deductions are
made from gross or taxable
pay.

Test Findings & Recommendations

All deductions for pension
are made to Notts County

Yes, the payroll system calculates
None required
and deducts the income tax according
to official tax codes and the
appropriate NI contributions.

None required
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5.7

5.8

pension provider
All voluntary deductions
are authorised by the
employee.
All voluntary deductions
are paid to the third
party on a timely basis.

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

during the audit.
Yes, authorities are on the staff files.

Payments are made quarterly. These
were checked against bank
statements during the audit.

None required

None required
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INTERNAL CONTROL QUESTIONNAIRE
System: Room Hire

Auditor: Ken Goddard

Date: October 2013

Control Objective 6: All payments for Room Hire are correctly invoiced, received and banked.
Ref

Expected Control

Actual Control

6.1

A procedure is in
place to manage
each stage of the
hiring process
All room hire is
arranged through a
booking form.
A log/diary book is
maintained of all
bookings with a
unique ref No
A procedure is in
place to ensure
invoices are raised
for all chargeable
bookings.

Forms and a diary are used to
record and manage each stage
of the process by the Finance
Assistant (KW)
A booking form is completed
by the person applying to hire
the room(s)
All bookings are recorded in a
year diary by KW

A procedure exists for use at each stage
of booking an event.

A separate file for each booking is
maintained containing all forms, copy
invoices etc.
Yes, each booking for accommodation in
the Town Hall is recorded in the diary.

None required

When the event has been held,
all paperwork relating to the
event is passed by KW to a
second Finance Assistant (RN)
to raise the invoice.

Of the 18 events selected for testing
between April-September 2013, invoices
were raised for each event. Invoices were
checked and in all cases, the correct fees
were charged and all calculations were
found to be correct.
Receipts were raised for each payment.
All payments were traced forward to the
bank statement and all payments were
accounted for.

None required

Yes, the practice is a reminder is sent
after 21 days to an unpaid account; a
second reminder after 35 days; then
subject to legal recourse. Write-off

None required

6.2

6.3

6.4

6.5

6.6

Payments are
Cheques and cash are banked
recorded and banked the same day. Payment can be
correctly.
made in cash, by cheque,
credit/debit card or BACS. A
receipt is issued for all
payments and logged in a
banking book.
There is a procedure Financial Procedures describes
for chasing unpaid
the follow-up system to be
invoices
used in cases on unpaid
invoices.

Test Findings & Recommendations

Council’s
Response
None required

None required

None required
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Ref

Expected Control

Actual Control

Test Findings & Recommendations

Council’s
Response

procedures also exist.
.
6.7

There is a procedure
for handling bar
receipts

6.8

Bar receipts are
banked in a timely
manner

The next working day after the
bar has been used, the cash and
till rolls are handed over to one
of the Finance Assistants. The
money is counted in the
presence of the barman.
A receipt is issued for each bar
receipt and the money is then
banked.

I carried out a cash count of the bar float
during the audit and the float was found
to be correct at £500.

None required

Bar receipts for May-September 2013
were checked forward to the bank
statements and were all found to have
been correctly banked.

None required

62

INTERNAL AUDIT REPORT
System:

Purchase Ledger

Control Objective 7
Ref

Auditor:

Ken Goddard

Date: March 2013

To ensure all payments made for goods/services are authorised and legitimate.

Expected Control

Actual Control

7.1

Guidelines to be
followed when
purchasing
goods/services for the
Council.

There is a Purchasing Guide
approved by the Finance and
Policy Committee in April
2008, and reviewed and
updated in September 2009.

The Purchasing Guide was reviewed during
the audit.

7.2

The guidelines are
being followed when
seeking best value of
goods or services.
The ordering officer
ensures there are funds
in the appropriate
budget to cover the
cost of the proposed
goods/services.
A purchase order is
raised for each
purchase.

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

Yes, personal knowledge and observation.

None required

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.
Unless the purchase is made
under an existing contract.

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

None required

In most cases in those items selected for
testing, an order had been raised.

None required

7.3

7.4

Test Findings & Recommendations

Council’s
Response and
Target Date
None required

63

Ref

Expected Control

Actual Control

7.5

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

7.6

The commitment is
entered onto the
Orders Outstanding
Spreadsheet.

The supplier is given the
Order No when the
goods/services are ordered
and asked to put the number
on the invoice.
From the copy order,
information is entered onto
an Orders Spreadsheet.

7.7

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.

7.8

7.9

7.10

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

An Invoice Certification
stamp is impressed on all
invoices.

Accounts check to ensure the
arithmetic, VAT calculation
etc is correct.
At least 2 officers are
The Purchasing Guide states:
involved in the
I2 The person receiving the
ordering, receiving and goods/service should not be
authorising of
the same employee who
purchases of goods or
authorises the payment of the
services.
invoice. At least 2 people
should be involved in the
ordering,
receiving
and

Test Findings & Recommendations

When a PO was raised the No was given to
the supplier who added it to the invoice.

Of the 17 large valued contracts selected for
testing, four did not have a purchase order.
However this is an improvement from the last
audit when there were very few POs raised in
the sample tested.
Only three GRNs were found associated with
the 17 purchases tested. In some cases it is
obvious that the goods/services have been
received, but with deliveries which include
lots of different items, ie plants etc, it is more
advisable to have GRN signed by the person
receiving the goods.

Council’s
Response and
Target Date
None required

None required.

Yes, the invoice certificate stamp appeared on
all the items selected for testing.

None required

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

None required

Of then 17 large valued purchases chosen
from April-September 2013, 6 were ordered,
received and authorised by the same manager,
including one where the same manager was
one of the three authorisers for the bank
payment to be made. Given the small staff
numbers, it is often difficult to ensure more
than one person is involved in the entire

Instructions have
been given to the
Finance Assistant
that any invoices
which fall into this
category are passed
to the Town Clerk
for authorisation.
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7.11

7.12

authorising the payment of transaction process.
goods/services.
RECOMMENDATION:
Steps should be taken to ensure there is
adequate separation between ordering,
receiving and approving payment.
Invoices are authorised The Invoice certification
All invoices were approved for payment.
for payment by budget stamp is initialled by the
holder.
budget holder as authority to
pay the invoice.
Payment made by
According to requests or
All three types of payment media are used to
Direct Debit, Autopay previous arrangements,
settle account.
or cheque.
payments is made by cheque,
DD or Autopay etc.

None required

None required

7.13

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

The Purchasing Guide
specifies that over £1500 3+
quotations should be
obtained and over £15000 a
tendering process should be
followed.

Judged on the testing of the selected None required
purchases, I am satisfied that quotes/tenders
have been obtained in all cases except where
the decision has been based on past
experience of a supplier.

7.14

All large valued
purchases are
approved by Members

The major purchases selected for testing had
all been agreed by the relevant Committees.

None required

7.15

VAT is properly
accounted for.

The Deputy/Town Clerk
submit a proposal to the
E&L Committee for
approval for all expensive
items. These in turn are
ratified by the F&P
Committee.
VAT is recorded separately
on the purchase ledger on the
Omega System and
summarised onto the VAT
report at the end of each
quarter.

This will be covered in the next audit review.

None required.
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INTERNAL CONTROL QUESTIONNAIRE
System:

Investments

Auditor:

Ken Goddard

Date: October 2013

Control Objective 8: To ensure that the Council has effective management controls over its investments
Expected Control

Actual Control

Test Findings & Recommendations

No
8.1

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

Expected Control

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

Actual Control

The draft Investment Strategy was approved by
the Service, Quality and performance SubCommittee at its meeting on 19 July 2010
(SQP5/10) and endorsed by the F & P
Committee on 28 July 2010 (FP19/10/11). The
aim of the policy is to achieve optimum return
on its investments commensurate with proper
levels of security and liquidity and be consistent
with avoiding any major risks.
A recommendation was submitted to the FPC on
13 February 2013 and later approved by the full
Town Council on 20 February 2013, for
£350,000 of the net capital receipt (£2.471m)
from the land transactions at Bowbridge Road
would be used to repay outstanding PWLB
loans. This payment was made on 5th March
2013 £352,193.53.

Test Findings & Recommendations

No
8.2

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

8.3

When funds are moved by

On a quarterly basis or when
existing investments mature, the
Town Clerk prepares a current
cash flow projection indicating
any future investments.
Automatic transfers are made

This projection is authorized by the Chairman of
the F & P Committee.

Evidence was seen during the audit from the

Council’s
Response and
Target Date
None required

Council’s
Response and
Target Date
None required

None required
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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
There is evidence that the
The Town Clerk places funds in
Council is obtaining the best savings or investment A/cs that
returns for their investments maximises returns commensurate
with risk.
automatic transfer, they are
properly authorised and a
check is made to ensure the
transfer was made correctly.

8.4

entries on the 2 bank statements.

At the time of the audit, there were 2 main
savings accounts with NatWest holding the
proceeds of the sale:
* Business Direct Reserve A/c with £1,000,000
with an interest rate of 0.25% or 0.75% with
bonus.
* Bonus Saver A/c with £1.500,000 with an
interest rate of 0.05%
Rates on 1 year investment bonds seen on the
internet are as follows:
NatWest 1.4% gross.
Tesco 1.8% gross
Skipton B/S 1.75% gross
Halifax B/S 1.45% gross
RECOMMEND: Excess funds should be placed
in an investment account that would produce
better returns than at present.

These surplus
funds were held in
accounts with the
NatWest bank for
quick access. It is
now clear that the
majority of the
Capital Receipts
will not be
required for some
time. The Town
Clerk is making
arrangements with
Newark &
Sherwood to hold
these surplus
funds at a
competitive rate
of interest.

A comparison of interest on £1m is below.

Present A/Cs
NatWest Direct Reserve
NatWest Direct Reserve
NatWest Direct Reserve
NatWest Direct Reserve

Interest Rate
with Bonus
0.75%
0.75%
0.75%
0.75%

Interest pa
£7,500
£7,500
£7,500
£7,500

Other Investments –
1 year bonds
NatWest
Tesco 1
Skipton B/S
Halifax B/S

Interest Rate
(Gross)
1.4%
1.8%
1.75%
1.45%

Interest pa
14,000
£18,000
£17,500
£14,500

Difference pa
£ 6,500
£10,500
£10,000
£ 7,000
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date: March 2014

Control Objective 1: To ensure all STARTERS since the last audit were entered onto the payroll correctly
Ref

Expected Control

Actual Control

1.1

There is a procedure for
appointing new
employees

In the Council’s Policy &
Procedure document, there is
a section for
Recruitment/promotion &
appointments.

1.2

This procedure includes
authority to recruit.

No.

1.3

The procedure includes
advertising, vetting and
interviewing applicants.
References are taken for
all new employees

1.4

1.5

All new employees are
allocated a grade and
corresponding salary
scale.

1.6

New employees are not
paid prior to their
starting date.

1.7

New starters are subject
to a 6 months
probationary period

Test Findings & Recommendations
A paper covering recruitment etc is in the Policy
Documents file.

All recruitment is done after approval by the
Members. The post of apprentice was approved by
the P&R Committee in February 2013.
Yes, it mentions advertising
Mr G was engaged as a Grounds Maintenance
both externally and internally. Apprentice after advertising with agencies on online.
The contract with new
First employment. Was engaged following a halfstarters states that recruitment day test in the Cemetery against one other applicant.
is subject to 2 sound
references
All new staff are offered
Started on the National Apprenticeship Rate.
posts at specific grades and
Commencing 30th September 2013 and subject to a
salaries.
6 months probationary period.

Starters are paid in the month
they start employment unless
their start date is after the
payroll run for that month.
All contracts to starters state
that their recruitment are
subject to 6 months’
probation.

Council’s Response
None required

None required

None required

None required

None required

Mr G was paid in the October 2013 payroll run.

None required

Mr G was given a probationary interview mid-way
through his apprenticeship by his line manager.

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date March 2014

Control Objective 2: To ensure all payroll processing since the last audit has been carried out correctly
Ref
2.1

Expected Control
Payroll operations are
carried out by 2 officers.

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

Test Findings & Recommendations
One Finance Assistant prepares the payroll and it is then
checked by a second Finance Assistant. Both Assistants
signed the sheet as evidence of their involvement.

Council’s Response
None required

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

The salaries listing was agreed to the official revised
scales issued by the Society of Local Government Clerks
in July 2013.

None required

2.3

All promotions and
salary increases are
approved by the Council

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

The only re-grading was in respect of Mr B who
transferred from being an apprentice to be appointed as a
Green Spaces Operative/Grave Digger on 1st May 2013.

None required

2.4

All overtime claims are
properly authorised.

All timesheets signed by
manager.

None required

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.
The payment of the
payroll is authorised by
a senior officer before
finalisation

The final Payroll reports are
approved by a Senior Officer

All timesheets including overtime claims for the
December 2013 payroll run were signed by the person’s
line manager.
The Payment Instructions sheet was signed by the Town
Clerk.

2.6

2.7

None required

BACS transfer report is
matched to the final net
figures on the Payroll run.

As above

None required

By the Town Clerk and 2
Members

The Bankline report which releases the credit transfer
None required
details for the December Payroll was signed by 2
Members – Cllr Mrs I Brown and Cllr P Baggaley as well
as the Town Clerk.
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Ref
2.8

Expected Control
Actual Control
The Internal Auditor re- This was carried out during
calculates the payroll run the audit
including any pay rise.

2.9

Monthly HMRC
processes are carried out
as per regulations

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.

Test Findings & Recommendations
All salaries included in the December 2013 payroll
agreed with the amended pay rates operative from 1st
November 2013. Calculations were reviewed and found
to have been calculated correctly. Net pay for each
employee was checked against the NatWest Autopay
Service sheet and found to be correct, and this was
checked against the Bankline report and again all net
figures agreed. The total net pay for the December 2014
payroll agreed with the total amount being paid by BACS
transfer to the individual staff bank accounts.
Evidence was found in the payroll file for December
2013 of the e-mail sent to HMRC together with their
acknowledgement of receipt.

Council’s Response
None required

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Objective 3:

To ensure that all statutory and voluntary deductions are correctly deducted and paid away.

Ref

Expected Control

3.1

All Income Tax and NI
contributions are
deducted from gross
salary

3.2

3.3

3.4

3.5

3.6

Auditor:

Actual Control
Statutory deductions are
made from gross or taxable
pay.

Ken Goddard

Date: March Control

Test Findings & Recommendations

Council’s Response

All tax and NI deductions were checked and totals
agreed during the audit.

None required

Income Tax is calculated Statutory deductions are
using the latest advice
made according to advice
from the Inland Revenue received from Central
Government

Yes – statutory notifications are placed in the staff
files.

None required

Income Tax, employee
NI and employer NI
contributions are
forwarded to the Inland
Revenue by the deadline
dates.

Forwarded to Inland Revenue
each month.

Payment for December 2013 payroll was paid to A O
Cumbernauld on 17th January 2014 and was seen on
the bank statement for that day.

None required

All occupational pension
contributions by the
employee are matched
with an agreed amount
from the employer.
All occupational pension
scheme deductions were
made at the correct rate.
All pension deductions
are forwarded to the
pension provider

Employer contributes 18.2%

Add superannuation deductions were made and at the
correct rate.

None required

Employees’ contributions
based on a sliding scale.

The official sliding rates were used for the deduction
of superannuation.

None required

All deductions for pension
are made to Notts County
Council.

Superannuation deductions for December 2013 were
paid to Notts CC on 17 January 2014 for employee
and employer contributions (18.2%) – payment seen

None required
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3.7

All voluntary deductions
are authorised by the
employee.

3.8

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

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

on bank statement for that date. All pension
contributions were re-calculated during the audit and
found to be correct.
All superannuation contributions are authorised by
the employee and the signed form is kept on staff
files.
The deductions for union dues for October-December
2013 were paid to Unison and GBM on 31 January
2014 and was evidenced on the bank statement.

None required

None required
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INTERNAL AUDIT REPORT
System:

Payroll

Auditor:

Ken Goddard

Date: March 2014

Control Objective 4: To ensure all LEAVERS since the last audit have been removed from the payroll correctly
Ref
4.1

Expected Control
All employees resign by
submitting a letter of
resignation.
All resigning employees
give/work an appropriate
period of notice.
All leavers are given an exit
interview.

Actual Control
Yes, a letter of
resignation is required.

4.4

Leavers are paid all entitled
holidays in their final salary.

4.5

Final salary is calculated to
final day of employment.

4.6

All passwords, keys etc are
changed/obtained from the
leaver.
Leavers are dormant on the
payroll following their final
salary payment.

Leavers are paid to
their leaving date plus
any outstanding
holiday entitlements
and TOIL etc.
Final salary is
calculated to leaving
date
All keys etc are handed
in to the line manager
on last working day.
Leavers are not paid
after their leaving date.

4.2

4.3

4.7

Yes, in most cases one
month’s notice is
required to be given.
This is the policy.

Test Findings & Recommendations
Mr B, a Cemetery/Green Spaces Operative, left
the employ of the Council under a Settlement
Agreement 4th March 2014.
This was negotiated over a period of time.

Council’s Response
None required

Mr B had not been well enough to work
consistently over an extended period so no exit
was thought appropriate.
An amount, agreed with the Council’s solicitors
and Unison was paid on termination of
employment on Friday 7 March 2014.

None required

None required

None required

See above.

None required

N/A

None required

April 2014’s payroll run will be reviewed at a
later date to ensure Mr B was not paid in that
month.

None required
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INTERNAL CONTROL QUESTIONNAIRE
System: Risk Management

Auditor:

Ken Goddard

Date: March 2014

Control Objective 5: To ensure that the Council has identified and assessed the impact of all risks that might prevent the achievements of its
objectives
Expected Control

Actual Control

Test Findings & Recommendations

5.1

The Council has
established the objectives
it wishes to achieve this
financial year

The Council has produced a mediumterm financial plan to bring the
General Fund balance (£27,414) to an
acceptable level within 3 years and to
secure sound financial health.

5.2

The objectives include
realistic and achievable
milestones and deadlines
The Council has a formal
written risk management
strategy document

See above

The initial medium-term financial plan
covering 2010/11 – 2015/16 was approved
by the SQAP at its meetings 19 July 2010
and agreed by the F&P Committee on 28
July 2010. This plan was extended to 2020
and agreed by the Town Council on 22
February 2013 Ref No TC63/12/13.
Judging by the Out-turns for the
2013/2014 year, targets are being achieved
without a reduction in services.
An up-dated version of the Risk
Management Strategy was approved by
the F&P Committee at its meeting on 12
June 2013.

No

5.3

The Council has been carrying out an
internal risk assessment for the past 3
years, to identify inherent risks within
the Council and to put in place
procedures etc to prevent a risk
occurring or overcome a risk should it
occur.

Council’s Comments
and Target Date
None required

None required

None required

In May 2010 a Risk Management Strategy
was developed with a Risk Management
Policy plus Risk Registers
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Expected Control

Actual Control

Test Findings & Recommendations

No

5.4

This document makes it
clear that risks can be a
threat or an opportunity
to the Council

5.5

This document spells out
clearly who is
responsible for ensuring
it is implemented
properly.

5.6

This document explains
the Council’s attitude
towards risk, the risk
criteria used to assess
risk and the use of risk
indicators.

The Policy states: The purpose of the
Council’s Corporate Risk Management
Strategy is to effectively manage
potential opportunities and threats to
the Council achieving its objectives.

The Policy contains the following
sections:
Introduction
Purpose, Aims & Objectives
Methodology
Roles & Responsibilities
Skills and Expertise
Embedding Risk Management
Risk Evaluation
Risk Assessment Matrix
Strategic Risk Register
The document contains a section
The policy lists those accountable for risk
entitled:
as follows:
Accountabilities, Roles and Reporting Service Quality and Performance SubLines
Committee (SQAP);
Town Clerk
Management Team
The document has a section covering:
The document states further that: Risk
Risks and the Decision Making
Management will be incorporated into the
Process.
business planning process for the Council
with a risk assessment of all business aims
being undertaken as part of the annual
Estimates process.
RECOMMENDATION:
It is noted that several papers submitted to
Committee contain a clause “Financial,
Legal and Equality Issues”. It is
recommended that consideration be given
to requiring each or selected papers
submitted to Committee also to contain a
clause entitled “Risk”. This would provide
evidence that Members are considering
risk factors when assessing and deciding
on proposals.

Council’s Comments
and Target Date
None required

None required

Agreed. I would
suggest that every
Agenda item should in
future include a
section titled
‘Financial, Legal,
Equality and Risk
Issues’
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Expected Control

Actual Control

5.7

The policy statement is
subject to regular review
and update

As with all policy statements, this will
be subject to a regular review and
update.

5.8

Risk management is
considered in the annual
business planning
process

The document includes a section
called: Embedding Risk Management

No

5.9

The Council uses a range of specialists
The Council uses
from whom it obtains professional
specialists, ie H&S
services in personnel, accountancy,
Officers, Internal and
External Audit, to provide health and safety, internal audit, legal
input to risk analysis.
etc.

Test Findings & Recommendations

Council’s Comments
and Target Date
Agreed.

One of the suggestions within the
document is for this as well as all other
documents to be reviewed, brought up to
date and where necessary, be approved by
Members.
RECOMMENDATION:
Because of the large number of policy
documents that would require review, it is
recommended that a schedule is drawn up
whereby all documents are reviewed on a
rolling basis say every 3-5 years,
according to their relevance.
The document says Risk management is an None required
important part of the service planning
process. This will enable both strategic
and operational risk, as well as the
accumulation of risks from a number of
areas to be properly considered
Specialists are used for input on insurance, None required.
legal matters, health & safety etc.
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No

Expected Control

Actual Control

Test Findings & Recommendations

5.10

A register is maintained
of all identified risks

5.11

All risks recorded are
linked to the Council’s
objectives

5.12

5.13

Council’s Comments
and Target Date
A Risk Register is contained within the The Risk Register was reviewed during the None required
document showing for each identified
audit and was found to be adequate
risk:
Risk level; Toleration, How to
Manage, Review date, Ownership, Etc
The identified risks are all related to
List of risks has been reviewed and all
None required
the services the Council is presently
significant services have been included.
providing to residents and visitors to
Newark.

The Council’s insurance
policy is based on its
attitude towards risk

The current year’s insurance policy has
been culled as a result of a risk
analysis of IT equipment and the
reduction in staff numbers.

The Council’s current Insurance policy
effective 1st April 2013 was reviewed
during the audit. Zurich is contacted
regarding all special events in the
forthcoming year to ensure the Council’s
normal Public Liability cover is sufficient
for the event.

None required

All relevant managers
and staff have received
adequate training in risk
management

No training in risk management has
been given.

The Policy explains that it will achieve
this by providing Risk Management
Training for Executive Officers and where
appropriate providing awareness courses
that address the individual needs of both
the manual workforce and office staff.
Steps are being taken to arrange the
required training.

None required

78

INTERNAL AUDIT REPORT
System:

Bank Reconciliations

Auditor:

Ken Goddard

Date: March 2014

Control Objective 6: To ensure regular control over bank accounts is achieved through bank reconciliations
Ref

Expected Control

Actual Control

Test Findings & Recommendations

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

The Council operates five
Accounts all with NatWest Bank - a current
account, a Business Reserve A/c, a Direct
Reserve A/c, a Bonus Saver A/c and a
Liquidity Manager 95 Day A/c (Doris
Bainbridge 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.

Statements for all the bank accounts
were reviewed during the audit and
were:
Current A/C No 05918898
Business Reserve A/C No 36415383
Bonus Saver A/c No 12261904
Business Direct Reserve A/c No
12162183
Liquidity A/c (Doris Bainbridge) No
12264326

6.2

The Finance & Policy Committee agreed the
signatories at their meeting on16th June 2010.

The last minute regarding authorised
signatories was Minute FP07/11/12

Authorised signatories
have been established
to approve transactions
over these accounts

from the F&P meeting held on 15 June
2011.

Discussions have been held with
NatWest to agree the current list of
signatories for each of the accounts.
RECOMMENDATION: It would be
advisable to prepare a list of current
signatories to be sent to NatWest
Bank.

Council’s Response
& Target date
None required

Changes to the list of
authorised signatories can
only be changed through the
Banks’s pro forma documents.
The list of signatories is kept
up to date as and when
required. For the avoidance of
doubt
and
to
reduce
administration in the future, I
would propose that the list of
authorised
signatories
be
agreed by position rather than
by
individual
Councillors
names.
Previous practice has been to
nominate the three Committee
Chairmen and Vice Chairmen
plus the Town Mayor.
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Ref Expected Control

Actual Control

Test Findings & Recommendations

6.3

Specimen signatures
are held by the bank.

Specimen signatures sent to the bank

Sent to NatWest on 16th June 2011 – copy None required
held in previous audit working papers.

6.4

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 Assistant who is also responsible for
posting all the transactions over the accounts
on Omega.

Bank reconciliations are carried out
None required
monthly after the Trial Balance has been
run to ensure all the totals balance. The
last 2 reconciliations for 28 February 2014
and 31st December 2013 were re-done and
found to be correct.

All unreconciled items
from previous months
are investigated.

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

6.5

Council’s Response
& Target Date

All bank reconciliations were reviewed
and signed off by the Town Clerk.
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.

None required
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INTERNAL AUDIT REPORT
System: Cemetery Income

Auditor: Ken Goddard

Date: March 2014

Control Objective 7: All payments for Cemetery facilities and Allotments are correctly invoiced, received, recorded and banked.
Ref Expected Control

Actual Control

Test Findings & Recommendations

Council’s Response
& Target Date

7.1

All bookings for
Interments or Cremations
are logged in a diary.

For interments/Cremations, a phone
call from the Funeral Director is
recorded in the diary. The Notice of
Interment from the Funeral Director
arrives together with the Certificate of
Burial from the Registrar and is filed.
Instructions for Interment form is
faxed to the grave diggers and to the
Cemetery Operatives stating date and
plot No. Both parties confirm receipt.

A random sample of 12 transactions from
November & December 2013 was
selected for testing, starting with the
notice from the funeral directors to the
bank statement. All documents were
present and in good order, all invoices
were correctly prepared, payments were
receipted and banked in a timely fashion.

None required

7.2

An invoice is raised to
cover the cost of the
cemetery services.

Information from the Funeral Director
is entered onto the Epilog system
which after the burial will produce an
invoice based on the official fees.

Copies of 8 weeks records from Epilog
for Nov-Dec 2013 were used in the
sampling exercise.

None required

7.3

A Grant of Exclusive
Right is granted for new
graves.

If it is a new plot, a Grant of Exclusive
Right of Burial is raised and sent to
the grave owner together with a letter,
the bottom part of which the owner
signs as receipt and returns to the
Council.

A random selection of 5 transactions for
right of burial was tested from start to
finish without any exceptions being
found.

None required
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Ref Expected Control

Actual Control

Test Findings & Recommendations

Council’s Response
& Target Date

7.4

Applications are received
for all memorials for
placement on graves etc.

An application form is
submitted from private
individuals for tablets to be
placed in the Garden of
Remembrance.

A random sample of 6 transactions for
memorials or additional inscriptions
during November-December 2-13 period
was selected for testing from initiation to
posting to the bank statement. No
exceptions were found.
A sample of 9 requests for tablets was
tested for November & December 2013
and no exceptions were found. Fees were
correctly applied and all payments were
banked speedily.

None required

7.5

The Memorial Mason will submit his
application form showing the design
and size of the memorial and the
wording. The application will be
approved and a permit is sent to the
mason together with an invoice.
Once the application has been
approved and money received, the
tablet is ordered from Lidsters.

7.6

The correct fees are used
when raising the invoice

A list of current fees agreed by the
Environment Committee is used when
calculating the fees etc.

A copy of the latest fees from 1st April
2013 was used to check the invoice
figures. No exceptions were found.

None required

7.7

All fees are approved by
the Environment & Leisure
Committee

Rates charged for cemetery use are
approved by Members.

None required
It was agreed by the E & L and F & P
Committees in February and March 2012,
to increase fees by 5% over the previous
year’s fees. These were re-calculated
during the audit and found that the correct
increased figures are being used.

None required
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Ref Expected Control

Actual Control

7.8

Payments are recorded and
banked correctly.

Cheques and cash are banked the same Tests found that banking was carried out
day and follow the same procedure as correctly and in a timely fashion.
for income from lettings.

7.9

All customers are provided
with receipts for payments
made.

Customers are provided with a signed
receipt when payment received by the
Council.

For all sampled transactions, a receipt had None required
been given to the payer.

7.10 Rates for allotment rentals
are approved by the E & L
Committee.

The rates for the year commencing
October 2013 were approved by the E
& L Committee at their meeting on 12
September 2012

The E & L Committee recommended that None required
the current rates be increased by 3%.
Minutes of meeting seen during the audit
and a copy of the relevant minute is in the
working papers at 1.10.

7.11 Allotment holders are
advised of new rates
approved by the E & L
Committee, 12 months in
advance
7.12 The Omega system
produces an agreement and
invoice annually to
allotment holders to renew
their licence

Letters were sent out in September
2012 advising all allotment holders
that there would be a price increase of
3% from October 2013.

Copy of letter seen and filed with WP
1.11. The letter sent out in September
2013 for the year commencing October
2014 was also seen.

None required

Agreements and invoices were sent
out in September requesting renewals
for the year starting October2013September 2014.

Copies of notices etc seen during the
audit.

None required

Test Findings & Recommendations

Council’s Response
& Target Date

None required

ALLOTMENTS
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Ref Expected Control

Actual Control

7.13 A receipt is issued for all
payments received

Receipts are issued when payment is
received.

7.14 Receipts are accounted for
and banked as soon as
possible
7.15 New allotment holders pay
a bond to the Council.

Test Findings & Recommendations

20 transactions for 5 allotment areas were
selected randomly for testing from notice
being sent to payment into the bank - and
no exceptions were found. Receipts were
issued for each payment received. All
allotments charges were increased
correctly by the authorised 3%.
Banking is carried out on a regular and All monies received for allotment rents
timely basis.
covered in the testing were banked in a
timely manner.
All new allotment holders for the
Bond money is receipted and banked
2013-2014 year were asked to submit along with other payments for allotments.
the £20 bond.

Council’s Response
& Target Date

None required

None requir4ed

None required
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INTERNAL AUDIT REPORT
System:

VAT Returns

Control Objective 8
Ref
8.1

8.1

Auditor:

Ken Goddard

Date: March 2013

To ensure that VAT is accounted for correctly on sales and purchases and a VAT Return Submitted promptly to HMRC.

Expected Control
The Omega
Accounting System
holds all the current
VAT rates.
VAT is correctly
identified on all sales
transactions

Actual Control

Test Findings & Recommendations

Council’s Response
and Target Date
None required

When there is VAT rate change, the file
in the Omega system is up-dated.

The current VAT rates used by the accounting
system were seen during the course of the
audit.

On all sales transactions the gross
amount is entered for each good/service
and the computer automatically
calculates the VAT using the appropriate
rate indicated by the operator. The
invoice will show the split between the
net and VAT amounts.
The gross cost of all purchases is keyed
into the system from the information
shown on the incoming invoice. The
Omega system will calculate the VAT to
show net and Vat amount. This can then
be checked back to the purchase invoice.

All the invoices selected during the audits for
this financial year showed the correct rate of
VAT and calculation. (see WP 8.1)

None required.

All purchase invoices used for testing during
this current audit showed the VAT amount and
were correctly entered into the system.

None required.

A sample of sales and purchase transactions
was used to trace back to the VAT returns
produced for April-June 2013. All transactions
were recorded, and the VAT figures recalculated and were found to be correct.
The VAT return examined during nthe3 audit
for the first quarter of the current financial year
bore the signature of the Town Clerk.

None required

8.2

VAT is correctly
posted to the purchase
ledger from the
supplier’s invoice.

8.3

VAT is correctly
accounted for when
making the VAT
returns to HMRC.

The Omega system includes all VAT
elements from the sales and purchase
ledgers when producing the VAT
returns.

8.4

The Quarterly VAT
return to HMRC is
approved by the Town
Clerk before despatch.

The Town Clerk signs the VAT return.

None required
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INTERNAL CONTROL QUESTIONNAIRE
System:

Budgets

Control Objective 9

Auditor:

Ken Goddard

Date: March 2014

To ensure that the Council has adequate Management over its Budget

Expected Control

Actual Control

Test Findings & Recommendations

Council’s Response

No

9.1

A detailed budget is
produced each year

Yes

Budget report as part of the Medium term
Financial Strategy, approved by the Town
Council at their meeting on 13 February
2013, was seen during the audit.

None required

9.2

The budget is approved by
the Finance & Policy
Committee/Council

The Budget for 2012-2020 was
referred to the Town Council and
discussed and agreed at their
meeting on 20 February 2013. ref
No: TC63/12/13

The Medium Term Financial Strategy 2012- None required
2020 was reviewed by the F&P Committee
on 13 February 2013 and agreed to submit it
to the full Town Council. The budget
covered the following key areas:
*Moving Resources to Meet Priorities and
New Pressures;
*Setting a Minimum Level of Reserve
Balances,
*Maintaining a Sound and Sustainable
Financial Position;
*Earmarked Reserves & Provisions;
*External Funding;
*Local Taxes;
*Maintaining and Developing Sound
Financial Management
The Council faces uncertainty over the next
few years owing to the fact that the
Government has introduced significant changes
to the arrangements for meeting the cost of
Council Tax Benefit. Control over its allocation
is to be determined at District level and so the
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Town Council will not be able to determine in
advance what income it will receive in the
coming years. The Medium Term Financial
Strategy was prepared on the presumption that
NSDC grant is reduced by 25% year on year
throughout the plan period.

9.3

Proposed expenditure is
equal to or less than the
expected income

The projected aggregate net
expenditure on Town Council
services for the financial year
2013-14 will be met by way of the
levying of a Precept of £776k plus
an additional grant of £119k from
the Newark and Sherwood
District Council, allowing an
additional £112k to be added to
the Revenue Balances

The Strategy was designed to achieve a
None required
stable financial position over a number years
without the need for ongoing increases in
Council Tax and showed that Surpluses
would be achieved until m2015/2016 after
which there will be a deficit ranging from
-£7k in 2016/2017 to -£99k in 2019/2020.

9.4

The budget is split under
various operating headings

Operating headings are split
among the various Council cost
centres.

The budget heads were spread over the
following cost centres:
Payroll costs
Central Establishment
Town Hall
Environment
Public Conveniences
Leisure & Economic Development.

None required
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Expected Control

Actual Control

9.5

The precept is established
once all budgets and
expected income from other
sources are identified.

Yes, so that the precept can cover
all proposed expenditure with any
shortfall coming from reserves.

Reviewed during the audit. The increase in
precept has been budgeted for 1.5% per
year.

9.6

Spending against the
budgets under the various
heads are monitored each
month for monthly and
year-to-date totals, and all
variances reported and
appropriate action taken

Regular reviews and reports are
prepared for the Finance
Committee.

9.7

Reserves are estimated for
each financial year

The Council aims to maintain a
minimum General Revenue
Balance of 10% of net revenue
expenditure or £100,000,
whichever is the higher, at the end
of any 6-year planning period, as
a contingency measure.

Monthly outturn reports are submitted to and None required
reviewed by the F & P Committee. The
report presented to the F & P Committee on
4th December 2013 covering the period 1st
April-31st October 2013was reviewed during
the audit and appeared to provide all the
information needed to enable the Members
to monitor the financial situation.
The general fund balance as at 30 October
None required
was £449,736 in line with the estimated
balance for April 2014.

Test Findings & Recommendations

No

Council’s Response
& Target Date
None required
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INTERNAL CONTROL QUESTIONNAIRE
System:

Security

Auditor:

Ken Goddard

Date: March 2014

Control Objective 10: To ensure that the Council has effective management controls over its security arrangements
Expected Control

Actual Control

Test Findings & Recommendations

A proposed Security Policy was reviewed
in January 2013 by the Management
Team and amendments identified. These
changes need to be finalised and the
agreed version submitted for approval by
the F&PC.
RECOMMENATION:
The amendments to the proposed Security
Policy statement should be agreed by the
Management Team and the FPC and
implemented.
The Deputy Town Clerk is responsible for
security matters in the Town Hall.

No

10.1

The Council has a policy
statement regarding
security

The Council has a proposed Security
Policy which needs to be ratified by the
Management Team and then approved by
the F&P Committee.

10.2

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

The Deputy Town Clerk is responsible
for the security of the Town Hall,
Cemetery and Allotments.
The Curator is responsible for security
matters relating to the Museum Displays
(Treasures)

10.3

As part of Registration of the Museum
with the Museum Libraries and Archives
Council, security of the museum treasures
has to be adequate and is subject to
regular inspection by the Arts Council
England (ACE).
Key paintings and busts etc are alarmed –
tested during the audit.

Council’s
Response and
Target Date
Agreed, target to
report to F&P
Cttee. in June
2014.

None required

None required
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Expected Control

Actual Control

Test Findings & Recommendations

No

10.4

The Council has a cleardesk policy to protect
sensitive information

10.5

All Council buildings and
contents are adequately
insured

The proposed Security Policy referred to
in 10.1 above, includes the suggestion
that desks could be kept clear after
working hours.
The current policy with Zurich Municipal
runs from 1st April 2013 and all buildings
arte suitably insured as well as contents.

This requirement is included in the
proposed policy referred to in 7.1

Council’s
Response and
Target Date
See 7.1 above

The policy No YLL-272003-5273
(applicable from 1st April 2013 until 31st
March 2014) 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 value of assets included
in the current policy was based on last
year’s valuation + 3%.

None required

Part of the system has been upgraded
recently to bring 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.

None required

TOWN HALL PROPERTY
10.6

The Town Hall building
has an alarm system

Yes. A contract was struck with ADT in
August 1990. The original system was
recently upgraded.
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Expected Control

Actual Control

Test Findings & Recommendations

No

10.7

10.8

The alarm system is
connected to a monitoring
station.
Access to Council Town
Hall property is restricted.

Council’s
Response and
Target Date
None required

Yes, the system is connected to the
ADT’s Monitoring station.

Contract seen during the course of the
audit.

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.
Access to the 2nd floor offices is via the
keypad outside all doors.
Yes. A caged-off lockable area in
archives is now used to store museum
pieces that are not being displayed in the
Museum.

Interviews and personal knowledge

None required

Personal experience. A copy of signatures
for the key pads by Members and staff is
in the working papers.

None required

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.
Checked during the audit on the tour of
the building with the caretaker.
Interview with caretakers and deputy
Town Clerk.

None required

10.9

Access is by keypad or fob
or similar

10.10

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

10.11

All windows are lockable

Yes, all windows can be locked

10.12

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

At the end of each working day, the onduty Caretaker checks all windows and
doors.

None required
None required
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Expected Control

Actual Control

Test Findings & Recommendations

No

Council’s
Response and
Target Date
None required

10.13

Any numbered key pads
are changed on a regular
basis.

Yes – at least annually.

The keypad combination was last changed
in May 2013 and is scheduled to be
changed each May. The combination is
also changed after significant staff
changes.

10.14

Fire/smoke detectors are
placed at strategic points
within 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

None required

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

None required

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.

10.18

Evacuation procedures are
tested at least annually

Yes – in conjunction with the
Buttermarket Shopping Centre

The contract includes 4 servicing and 1
annual maintenance inspections. Copies of
the latest certificates for such were seen
and placed in the WP paper file.
Personal experience. Individual alarm test
record seen during the audit.
The servicing records of fire extinguishers
were checked during the audit. Last
service was January 2014 and all fire
equipment was inspected during the audit
and all showed that.
Personal experience. 2 evacuations are
held each year.

10.19

Fire marshals have been
appointed and trained

All caretakers have been trained as fire
marshals. In addition the 4 senior
managers act as wardens for their areas.

All caretakers have received training but
might be required a fresher course. The
PA to the Town Clerk has also been
trained as a fire marshal.

None required

10.15

10.16
10.17

None required
None required

None required
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Expected Control

Actual Control

Test Findings & Recommendations

No

Council’s
Response and
Target Date
None required

10.20

Fire doors are kept closed
at all times

Yes – except those that are wired to the
fire alarm, in which case they close
automatically when the alarm is
activated.

Inspected during walk-round the building.

10.21

Visitors are signed in and
supervised whilst on the
premises

Yes. The proposed Security Policy
includes a section regarding visitors.

All visitors sign in at Reception when
arriving in the building. Visitors’ book
seen during the audit.

As 7.1 above

CEMETERY GROUNDS
10.22

The Cemetery Lodge
building has an alarm
system

Yes, 2 alarms, at the front and back
doors. Installed and maintained by
Newark Alarm Systems with BT
RedCare Line.

Interview with Deputy Town Clerk and
seen during inspection of the building.

None required

10.23

The alarm system is
connected to an alarm
monitoring service.

Site inspected during the audit and was
found to be adequately secured.

None required

10.24

Access to the Cemetery
Lodge property is
restricted.

When 2 sensors are activated, the 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.

Seen during visit to the Cemetery Lodge.
Access is by key and then the fobs are
used to activate and de-activate the alarm
system.

None required
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Expected Control

Actual Control

Test Findings & Recommendations

No

Council’s
Response and
Target Date
None required

10.25

Access is by key or fob or
similar

Yes Keys and fob to de-activate alarm
system

Access by key seen during visit to the
Cemetery Lodge. Fob used to set and unset the alarm.

10.26

All windows are lockable

Yes, and ground floor windows are fitted
with shutters

Interview with Deputy Town Clerk and
seen during site inspection.

None required

10.27

All windows and outside
doors are checked at the
end of each working day.
The Cemetery is checked
during night-time hours by
a security firm.

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

None required

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

None required

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

Detectors are placed in the Lodge and the
Chapel

Seen during visit to the Lodge and Chapel

None required

They are tested regularly by pressing the
test-button

Interview with Deputy Town Clerk

None required

The Chapel is adequately
protected

Same alarm system as the lodge

Seen during visit to the Interpretation
Centre.

None required

10.28

10.29

10.30

10.31
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ALLOTMENTS
Expected Control

Actual Control

Test Findings & Recommendations

No
10.32

The Council is responsible
for the security of the
Allotments

Yes it is

10.33

A record is maintained of
owners of keys to the
allotments
All break-ins and damage
to the allotments are
recorded and reported to
the Police.

Holders of the various allotments are
given a key to their specific allotment,
and pay a £6 deposit.
All reported thefts and damage are
recorded at the Lodge and the victim is
encouraged to report the fact to the
Police.

10.34

Interview with Deputy Town Clerk. A
solar-powered electronic gate is being
installed at Bowbridge with a view of
increasing the security of that allotment
site. If successful it will be extended to
other allotments.
Clerical Officer (KH) keeps the list of
Allotment holders all of whom hold keys
subject to a £6 deposit.
Policy is to report all such incidents to the
Police

Council’s
Response and
Target Date
None required

None required

None required

PUBLIC CONVENIENCES
10.35

Staff at the PCs are
adequately protected

10.36

The Public Conveniences
are secure outside opening
hours

All PC staff have a landline phone and
are connected to the CCTV system via 2way 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 in the
evenings.

Interview with Deputy Town Clerk and
visit to PC.

None required

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

None required
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Agenda Item No:

9

Committee Date:

Wednesday, 9th April 2014

FINANCE & POLICY COMMITTEE

SUBJECT:

APPOINTMENTS TO OUTSIDE BODIES

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members are asked to :
(i) Re-consider the Town Council’s previous decision to appoint Town Council
representatives to the outside bodies listed in the report for an annual term of
office and revert to the approved three and four year terms as contained in the
approved Charity Schemes.

2.

Background

2.1

Over the last few months the Town Council has considered a number of reports on
appointments to outside bodies. These arose from a discussion on the position of the Town
Mayor, who is appointed to a number of Charities on an ‘ex officio’ basis, whilst also serving
on the Charity by virtue of a previous term appointment.
These Charities are registered with the Charity Commission and their constitutions provide for
a four year term of office for the Town Council representatives who are appointed in addition
to the Town Mayor.
The Charities concerned are:
Hospital of St. Leonard of Newark
Lilley and Stone School Charities
Magnus Educational Foundation
Newark Municipal Charities
W E Knight Education Trust ( 3 year term )

2.2

This Committee agreed at its meeting held on 2nd October 2013 to move to an annual
appointment of Town Council representatives instead of the four or three years as required by
the Charity constitutions. This was accompanied by the understanding that Town Councillors
would normally be re-appointed each year for a four year term whilst they remained a
Councillor.
Since then I have received further correspondence from the Municipal General Charity who
have considered the issue of the term of appointments and reached the conclusion that they
did not consider it appropriate or cost effective to make an application to the Charity
Commissioners to seek a change in their Charity Scheme at this time.
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2.3

Given this correspondence I would suggest that the Town Council may wish to re-consider its
previous decision as it is not able to enforce an annual term of office given the Charity
schemes which have been approved by the Charity Commission.

3.

Financial, Legal and Equality Issues

3.1

None.

Background Papers:

Outside Bodies working papers.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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Agenda Item No:

Committee Date: Wednesday, 9th April 2014

10

FINANCE & POLICY COMMITTEE
SUBJECT:

RISK REGISTER

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members are asked to:
(i) Consider the strategic risks as discussed in this report and approve as appropriate

the revised Risk Management Strategy
2.

Background

2.1

The Town Council’s Risk Strategy was first approved in July 2010 and has been
monitored and updated by this Committee since then, it also monitored by my
Management Team to ensure that it remains up to date and relevant.
It has recently been reviewed and I submit this report for consideration of some proposed
changes to the Risk Register.

3.

Risk Register

3.1

The Council’s Strategic Risk Register is made up by the following risks which are
discussed in detail below:-

3.2

Risk No. 1 – Town Hall, Building
Description – The Town Hall is possibly one of the Council’s main assets but, given its
age, could also be a significant liability above and beyond that which would be associated
with the operational base for any organisation.
Risk – the loss of the building as an operational centre, this could arise from a number of
events such as; fire, structural safety, flood etc.
What are we already doing about it –
(i)

Fire safety procedures are in place and approved by the Fire Authority

(ii)

Fire evacuation procedures are in place

(iii)

Contingency Fund established to meet the cost of ongoing and future
structural works

(iv)

I.T. Contingency Plan in place

(v)

The Lift, Intruder and Fire alarms have been replaced in 2012.

What more can we do – Prepare a Business Continuity Plan to minimise the disruption to
the Council and the delivery of services arising from the loss of the building for a period of
time.
3.3

Risk No. 2 – Town Hall, Events
Description – The Town Hall Ballroom is rented out for a range of private functions which
can involve a significant number of members of the public and which could introduce a
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wide range of risks associated with the event.
Risk – potential damage to the building and or the pictures and other items on display
within the areas accessible to the public.
What are we already doing about it –
(i) Public Liability and Property insurance cover is in place
(ii) Caretaking and/or Security staff are present on site for the duration of an event
(iii) Lettings include a Damage Waiver deposit of £200
(iv) Events staff have been given training on their responsibility and expectations when
on duty at an event.
It is proposed that this risk is downgraded to low probability and low impact.
3.4

Risk No. 4 – Staffing
Description – the Council made reductions on staffing levels as part of the consideration
of the revenue budget for 2010/11. There are a number of instances where there is only
one person undertaking a particular job.
Risk – there is a lack of cover in the event of an unplanned absence from work which
could result in a disruption to service delivery and could have an adverse impact on
systems of internal control.
What are we already doing about it – the Council uses a number of consultancy staff to
bridge some the gaps in existing staff structure and where it is uneconomic to employ an
individual. The staff structure has been reviewed and some small changes have been
agreed. Having had more experience working for the Town Council I now have a greater
knowledge of the staff and their strengths and weaknesses; they are all very flexible and
willing to provide cover as and when required.

3.5

Risk No. 5 - Health & Safety
Description – the current policy statement was adopted in 2010 and remains in place. In
addition Risk Assessments have been carried across all operational areas and activities.
Risk – the Policy does not reflect best practice and could lead to liability claims arising
from any shortcomings.
What are we already doing about it – maintaining it on an ad hoc basis.
What more can we do – continue to monitor it on a regular basis.

3.6

Risk No. 6 – Other Policies & Procedures
Description – the Council is required to have in place a range of policies to reflect its legal
responsibilities and best practice.
Risk – the Council could leave itself open to challenge, legal action or bad publicity if it is
unable to demonstrate that it has appropriate and necessary policies in place.
What are we already doing about it – maintaining them on an ad hoc basis, a draft
Complaints/Comments procedure is to be considered elsewhere on this agenda
What more can we do – review all policies and bring up to date and, where necessary,
have them approved by Members.

3.7

Risk. No. 7 – Training
Description – following the recent staff review some individuals are undertaking slightly
new roles. There is no formal Member training scheme in place.
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Risk – employees and Members do not have the necessary skills to undertake their role.
What are we already doing about it – the Council has an approved training budget,
training a sessions have been held for all staff to improve customer care. All Members
received an induction pack following the elections in May 2011.
What more can we do – undertake a review of individual staff training needs.

3.8

Risk. No. 8 – Newark Festival
Description – the Town Council has approved a third Newark Music Festival over the
weekend of 20-22 June. An expenditure budget of £60,000 has been approved. The
financial arrangements for this years’ event have changed with the Town Council no
longer having a risk from the sale of tickets.
Risk – whilst the Town Council has now mitigated the financial risk that was associated
with the first two Newark Festivals, there remains a reputational risk if the Festival does
not attract reasonable audiences for the two ticketed concerts on Friday & Saturday night.
What are we already doing about it – the Town Council is selling tickets from the Town
Hall, the Festival is being marketed and promoted both locally and regionally.
What more can we do – monitor ticket sales and enhance marketing & promotion activities
if necessary. It is proposed that this risk is scored as low probability and medium impact.

3.9

Risk. No. 9 – New Housing Developments
Description – the District Council’s long term Core Planning Strategy includes significant
allocations of land in and around Newark for new housing developments. This will in the
future lead to a significant increase in the population and a subsequent demand for
services.
Risk – the Town Council is faced with an increase in demand for services without any
corresponding increase in income from Council Tax to meet it.
What are we already doing about it – a request has been submitted to Newark &
Sherwood District Council to undertake a review of the existing Town Council boundary to
reflect the new housing developments. The District Council have indicated that they are
willing to undertake a review.
What more can we do – monitor the decision of the District Council.
It is proposed that this risk is scored as low probability and high impact

3.10

Risk. No. 10 – Localising Support for Council Tax
Description – reports were submitted to the Town Council throughout 2012 about the
Government’s proposals to change the way in which it provides financial support to local
authorities to meet the cost of Council Tax Benefit which is paid to qualifying residents.
These changes are very significant; the overall level of support will be reduced by 10%
and the accounting arrangements will mean that the Council Tax Base will, in the future,
reduce as the cost of the benefits paid will in effect be charged against it. The
Government will pay the reduced grant to the District Council; a proportion of which will
relate to the precept which is levied by the Town Council.
Risk – The Town Councils income from Council Tax has reduced as a result of these new
arrangements. The District Council have notified the Town Council that the grant which
was received in 2013/14 will be reduced by 255 per annum over the next three years.
What more can we do – the Medium Term Financial Strategy has been agreed taking
account of this reducing grant income; this shows that the Town Council can
accommodate this loss of income without significantly harming its financial strength and
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stability.
It is proposed that this risk is now removed from the Risk Register.

3.11

Risk. No. 11 – Devolved Services
Description – The Town Council has approved work to be carried out on a project that
could result in a transfer of a significant package of services from the District Council. The
transfer has been agreed in principle subject to a satisfactory financial arrangement being
achieved.
Risk – it is imperative that an accurate financial assessment of the costs associated with
the package of services is given to the Town Council. If this is not achieved the Town
Council could make a decision only to see the true costs rise in the future above an
affordable level. In addition the package of services will pose a challenge on the current
organisational structure which will need to be enhanced to ensure that the new services
can be operated in an efficient and effective manner.
What are we already doing about it – a project team has been established to look at the
package of services in detail. A Working Party of Members has also been established to
oversee the process. The Town Council has approved a budget for any professional
consultancy support that may be required.
What more can we do – continue to monitor the project and report back information to the
Town Council.
It is proposed that this risk is scored as medium probability and high impact.

4.

Summary

4.1

I invite Members to consider the risks described; I have included both the proposed
changes and the two new risks in the Town Councils Risk Management Strategy
document which is attached at Appendix A. If Members accept the risks then I would ask
that the revised Strategy is then approved.

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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Appendix A

Newark Town Council

Risk Management Strategy

June 2013
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1. Introduction
Risk management is a key in every organisation. Failure to pay proper attention to the likelihood and
consequences of risks can cause the Council serious problems, financial cost, service disruption, bad
publicity or claims for compensation are among the most obvious. The effective management of risk is
therefore a critical part of the Council’s approach to the way in which it works and delivers services to its
community.
A systematic assessment of risk needs to be undertaken when judging all policy and service delivery options
available to the Council.
This strategy is drawn up in order to ensure that all areas of high risk are identified, assessed and suitable
remedial action is considered and where appropriate, financial provision is made to implement risk reduction
measures.
2. Purpose, Aims and Objectives
The purpose of the Council’s Corporate Risk Management Strategy is to effectively manage potential threats
to the Council achieving its objectives.
Newark Town Council has adopted the Audit Commission definition of Risk:
‘Risk is the threat that an event or action will adversely affect the organisation’s ability to achieve its
objectives and to successfully execute its strategies’.
The Council’s Corporate Risk Management Strategy has the following objectives:
•
•
•
•
•
•

Integration of Risk Management into the culture of the Council
Raising awareness of the need for Risk Management by all those connected with the delivery of
services
Enabling the Council to anticipate and respond to changing social, environmental and legislative
conditions
Minimisation of injury, damage, loss and inconvenience to staff, members of the public, service
users, assets etc. arising from or connected with the delivery of the Council’s services
Introduction of a robust framework and procedures for identification, analysis, assessment and
management of risk, and the reporting and recording of events, based on best practice
Minimisation of the cost of risk

These objectives will be achieved by:
•

Establishing clear roles, responsibilities and reporting lines within the Council for risk management

•
•
•

Incorporating risk management in the Council’s decision making operational management processes
Reinforcing the importance of effective risk management through training
Incorporating risk management considerations into Service/Business Planning, Project Management,
Partnerships and Procurement processes
Monitoring risk management arrangements on a regular basis

•

The benefits of risk management include:
•
•

A safer environment for all
Improved reputation of the Council
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•
•
•
•
•

Improved efficiency and effectiveness
Protect employees and others from harm
Reduction in the probability and size of insured and uninsured losses
Reduced insurance premiums
Maximise the efficient use of available resources

3. Methodology
Risk management is the process of identifying risks, evaluating their potential consequences and determining
the most effective methods of controlling them and/or responding to them. It is not an end in itself. Rather,
risk management is a means of minimising the costs and disruption to the Council caused by undesirable
events. The aim is to reduce the frequency of risk events occurring (wherever this is possible) and minimise
the severity of their consequences if they do occur. Even when the likelihood of an event occurring cannot be
controlled, steps can be taken to minimise the consequences ie by having an effective and robust Business
Continuity Plan in place.
Risk Management involves the following 4 processes:
3.1

Identification of risk
A systematic approach needs to be applied if all strategic and operational risks are to be
identified and managed. By identifying areas of risk before an event or loss occurs, steps can
be taken to prevent the event occurring and/or minimising the cost to the authority. Reacting to
events only after they have occurred can be a costly method of risk identification.

3.2

Analysis of risk
Having identified areas of potential risk they need to be systematically and accurately
assessed. The process requires managers to make:
An assessment of the probability of a risk event occurring
An assessment of the potential severity of the consequences should such an event
occur
An estimate of the likely cost of future incidents

3.3

Control of risk
Risk cannot be eliminated completely. Risk control is the process of taking action to minimise
the likelihood of the risk event occurring and/or reducing the severity of the consequences
should it occur. There are three options for controlling risk:
Avoidance
Risk avoidance involves the authority opting not to take a current or proposed activity
because it believes it is too risky.
Reduction
Risk reduction is dependent on implementing projects or procedures that will minimise
the likelihood of an event occurring or limit the severity of the consequences should it
occur.
Transfer
Risk transfer involves transferring liability for the consequences of an event to another
body. This can occur in two forms. Firstly, legal liability may be transferred to an
alternative provider under contractual arrangements for service delivery. Secondly,
transferring some or all of the financial risk to external insurance companies may
reduce the costs associated with a damaging event.
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3.4

Monitoring and review of risk
The risk management process does not finish when the risk control actions have been
identified. There must be monitoring and review of:
•
•
•

3.5

The implementation of the agreed control action
The effectiveness of the action in controlling the risk
How the risk has changed over time

Funding
A risk management fund provides service managers with the encouragement to raise the level
of risk awareness within their areas of responsibility by formally identifying risks and proposals
for action. The reserve provides the opportunity to apply for financial support and creates an
incentive for loss control, without adversely affecting service area budgets. This investment in
risk management measures should lead to a reduction in insured and uninsured losses and
eventually to lower costs, including premiums, giving service managers a vested interest.

4. Roles & Responsibility
A framework has been implemented that has addressed the following issues:
•
•

The different types of risk – Strategic and Operational
Where it should be managed

Responsibilities for various elements of the Risk Strategy are set out below:
Elected Members:
•
•
•

To oversee and scrutinise the effective management of risk by officers
Service Quality & Performance Sub-committee (SQAP) has responsibility to approve and
maintain the Council’s Risk Strategy
SQAP has responsibility to monitor the Council’s Strategic Risk Register

The Town Clerk:
•
•
•
•
•
•
•

To ensure the Risk Management Strategy is fully implemented
To ensure proper training is provided
To ensure that an effective Business Continuity Plan is in place
To ensure a proper system of internal audit is carried out for the authority
To monitor and control the risk management reserve, in consultation with Chairman of
SQAP
To ensure that appropriate insurance cover is in place and that a register of claims is
maintained
To effectively develop, implement and review the risk management strategy on a corporate
basis
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The Management Team:
•
•
•

•
•
•

To monitor the Council’s Strategic Risk Register and make recommendations to SQAP as
appropriate
To maintain the Council’s Operational Risk Register
To identify those areas of strategic and operational practices that present the greatest risk
to the authority and to make proposals for reducing the potential probability or scale of
such loss.
Improve co-ordination of risk management activity throughout the authority
To review the Business Continuity Plan on a regular basis to ensure its currency,
accuracy and overall effectiveness
To advise on the use of the risk management reserve to support funding necessary for
projects, activities and initiatives that will reduce vandalism, arson, theft, damage to
council property and personal injury to employees, visitors and persons under the care of
the authority.

5. Skills and Expertise
Having established roles and responsibilities for risk management, the Council must also ensure that it has
the skills and expertise necessary. It will achieve this by providing Risk Management Training for Members
and Officers and, where appropriate, providing awareness courses that address the individual needs of all
employees.
6. Embedding Risk Management
Risk management is an important part of the service planning process. This will enable both strategic and
operational risk, as well as the accumulation of risks from a number of areas to be properly considered.
This strategy and the information contained within the appendices provides a framework to be used by all
levels of staff and Members in the implementation of risk management as an integral part of good
management.
7. Risk Evaluation
Having identified areas of potential risk they need to be assessed to be ranked against the following two
criteria:
An assessment of their Impact
An assessment of their Likelihood of occurring
They can then be placed in a Risk Assessment Matrix, as shown at Appendix A. This will enable Members
and officers to be aware of the risks which may affect the Council and prepare action plans to mitigate the
effects of them.
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A

Risk Assessment Matrix

Probability

Very High

High

Risk tolerance line

6/7

9/11

2

4

5/8

Low

Medium

High

Medium

Low

1

Very Low

Very Low

Very High

Impact
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B

Strategic Risk Register
Risk No. 1 – Town Hall, Building
Description – The Town Hall is possibly one of the
Council’s main assets but, given its age, could also be a
significant liability above and beyond that which would be
associated with the operational base for any organisation.
Risk – the loss of the building as an operational centre,
this could arise from a number of events such as; fire,
structural safety, flood etc.
What are we already doing about it –
(vi)

Fire safety procedures are in place and
approved by the Fire Authority

(vii)

Fire evacuation procedures are in place

(viii)

Contingency Fund established to meet the
cost of ongoing and future structural works

(ix)

I.T. Contingency Plan in place

(x)

The Lift, Intruder and Fire alarms have
been replaced in 2012.

What more can we do – Prepare a Business Continuity
Plan to minimise the disruption to the Council and the
delivery of services arising from the loss of the building for
a period of time.
Risk No. 2 – Town Hall, Events
Description – The Town Hall Ballroom is rented out for a
range of private functions which can involve a significant
number of members of the public and which could
introduce a wide range of risks associated with the event.
Risk – potential damage to the building and or the pictures
and other items on display within the areas accessible to
the public.
What are we already doing about it –
(v) Public Liability and Property insurance cover is in
place
(vi) Caretaking and/or Security staff are present on
site for the duration of an event
(vii)Lettings include a Damage Waiver deposit of £200
(viii)

Events staff have been given training on their
responsibility and expectations when on duty
at an event.
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Risk No. 3 – Cemetery Spaces
Deleted.
Risk No. 4 – Staffing
Description – the Council made reductions on staffing
levels as part of the consideration of the revenue budget
for 2010/11. There are a number of instances where there
is only one person undertaking a particular job.
Risk – there is a lack of cover in the event of an
unplanned absence from work which could result in a
disruption to service delivery and could have an adverse
impact on systems of internal control.
What are we already doing about it – the Council uses a
number of consultancy staff to bridge some the gaps in
existing staff structure and where it is uneconomic to
employ an individual. The staff structure has been
reviewed and some small changes have been agreed.
Having had more experience working for the Town
Council I now have a greater knowledge of the staff and
their strengths and weaknesses; they are all very flexible
and willing to provide cover as and when required.
Risk No. 5 - Health & Safety
Description – the current policy statement was adopted in
2010 and remains in place. In addition Risk Assessments
have been carried across all operational areas and
activities.
Risk – the Policy does not reflect best practice and could
lead to liability claims arising from any shortcomings.
What are we already doing about it – maintaining it on an
ad hoc basis.
What more can we do – continue to monitor it on a regular
basis
Risk No. 6 – Other Policies & Procedures
Description – the Council is required to have in place a
range of policies to reflect its legal responsibilities and
best practice.
Risk – the Council could leave itself open to challenge,
legal action or bad publicity if it is unable to demonstrate
that it has appropriate and necessary policies in place.
What are we already doing about it – maintaining them on
an ad hoc basis, a draft Complaints/Comments procedure
is to be considered elsewhere on this agenda.
What more can we do – review all policies and bring up to
date and, where necessary, have them approved by
Members.
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Risk. No. 7 – Training
Description – following the recent staff review some
individuals are undertaking slightly new roles. There is no
formal Member training scheme in place.
Risk – employees and Members do not have the
necessary skills to undertake their role.
What are we already doing about it – the Council has an
approved training budget, training a sessions have been
held for all staff to improve customer care. All Members
received an induction pack following the elections in May
2011.
What more can we do – undertake a review of individual
staff training needs.
Risk. No. 8 – Newark Festival
Description – the Town Council has approved a third
Newark Music Festival over the weekend of 20-22 June.
An expenditure budget of £60,000 has been approved.
The financial arrangements for this years’ event have
changed with the Town Council no longer having a risk
from the sale of tickets.
Risk – whilst the Town Council has now mitigated the
financial risk that was associated with the first two Newark
Festivals, there remains a reputational risk if the Festival
does not attract reasonable audiences for the two ticketed
concerts on Friday & Saturday night.
What are we already doing about it – the Town Council is
selling tickets from the Town Hall, the Festival is being
marketed and promoted both locally and regionally.
What more can we do – monitor ticket sales and enhance
marketing & promotion activities if necessary. It is
proposed that this risk is scored as low probability and
medium impact.
Risk. No. 9 – New Housing Developments
Description – the District Council’s long term Core
Planning Strategy includes significant allocations of land
in and around Newark for new housing developments.
This will in the future lead to a significant increase in the
population and a subsequent demand for services.
Risk – the Town Council is faced with an increase in
demand for services without any corresponding increase
in income from Council Tax to meet it.
What are we already doing about it – a request has been
submitted to Newark & Sherwood District Council to
undertake a review of the existing Town Council boundary
to reflect the new housing developments.
What more can we do – monitor the decision of the
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District Council.

Risk. No. 10 – Localising Support for Council Tax
Description – reports were submitted to the Town Council
throughout 2012 about the Government’s proposals to
change the way in which it provides financial support to
local authorities to meet the cost of Council Tax Benefit
which is paid to qualifying residents. These changes are
very significant; the overall level of support will be reduced
by 10% and the accounting arrangements will mean that
the Council Tax Base will, in the future, reduce as the cost
of the benefits paid will in effect be charged against it. The
Government will pay the reduced grant to the District
Council; a proportion of which will relate to the precept
which is levied by the Town Council.
Risk – The Town Councils income from Council Tax has
reduced as a result of these new arrangements. The
District Council have notified the Town Council that the
grant which was received in 2013/14 will be reduced by
255 per annum over the next three years.
What more can we do – the Medium Term Financial
Strategy has been agreed taking account of this reducing
grant income; this shows that the Town Council can
accommodate this loss of income without significantly
harming its financial strength and stability.
It is proposed that this risk is now removed from the Risk
Register.
Risk. No. 11 – Devolved Services
Description – The Town Council has approved work to be
carried out on a project that could result in a transfer of a
significant package of services from the District Council.
The transfer has been agreed in principle subject to a
satisfactory financial arrangement being achieved.
Risk – it is imperative that an accurate financial
assessment of the costs associated with the package of
services is given to the Town Council. If this is not
achieved the Town Council could make a decision only to
see the true costs rise in the future above an affordable
level. In addition the package of services will pose a
challenge on the current organisational structure which
will need to be enhanced to ensure that the new services
can be operated in an efficient and effective manner.
What are we already doing about it – a project team has
been established to look at the package of services in
detail. A Working Party of Members has also been
established to oversee the process. The Town Council
has approved a budget for any professional consultancy
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support that may be required.
What more can we do – continue to monitor the project
and report back information to the Town Council.
It is proposed that this risk is scored as medium
probability and high impact.
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Agenda Item No:
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Committee Date: Wednesday 9th April 2014

FINANCE & POLICY COMMITTEE
SUBJECT:

TOWN TWINNING

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members are asked to consider the recommendation from the Environment & Leisure
Committee for the approved delegations to attend the two planned anniversary events in
Emmendingen to be ma de up the Town Mayor and Mayoress/Escort, Leader of the Council
(or nominated substitute) and the Town Clerk and approve the accompanying expenditure
for the delegation.

2.

Background

2.1

Attached as Appendix 1 is the original report that was put before the Environment & Leisure
Committee on Wednesday 26th March 2014.

2.2

That Committee agreed that the Town Council should attend the two anniversary
celebrations in Emmendingen and the official delegation should comprise:
•

The Town Mayor and Mayoress/Escort

•

The Leader of the Council (or nominated substitute)

•

The Town Clerk

This was agreed with the proviso that it be submitted to this Committee for final approval.
The proposal to expand the delegation to include the Leader of the Council was based on
the aim of ensuring that the Town Council was also represented by a senior Councillor who
is able to represent it from an organisational perspective as well as a civic one.
2.3

The increased number of people in the proposed delegations will result in a relatively small
increase in cost but I would still expect that it will be contained within the approved budget
for Twinning.

3.

Financial, Legal & Equality Issues

Contained in the report.

Background Papers:

Letters of Invitation.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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APPENDIX 1
Agenda Item No:

Committee Date: Wednesday 26th March 2014

6

ENVOIRONMENT & LEISURE COMMITTEE

1.

SUBJECT:

TOWN TWINNING

REPORT BY:

TOWN CLERK

Recommendations
Members are asked to consider the two invitations received for the Town Mayor to attend
twinning celebrations in Emmendingen and the planned ‘Peace Football Match’ in Belgium
and, if approved, decide upon the official delegation for these visits and approve the
estimated expenditure as set out in the report.

2.

Background

2.1

Newark Town Council has recently been invited by the Oberburgermeister of Emmendingen
to join the celebration of the 35th anniversary of their Twinning Charter with Six-Fours-LesPlage, along with representatives from Sandomierz, in Emmendingen over the weekend of
29th May to 1st June.
At this stage I have no details of the proposed programme of events, although I presume
there will be a formal aspect to the weekend with an official ceremony to celebrate the
anniversary. Whilst Newark is not twinned itself with Six-Fours-Les-Plage, it is customary for
Emmendingen to invite all of its twin towns to such events.
This event will not take place until after the Town Council’s Annual Meeting at which the new
Town Mayor and Deputy will be elected. I have spoken with the current Deputy Mayor who
has indicated that he is able and willing to attend if appointed to the position of Town Mayor.
If the Town Council wishes to be represented at the event; the official delegation is usually
made up of the Town Mayor, his Escort and the Town Clerk. I anticipate that the travel costs
would be around £250 for such a delegation, it is usual for the accommodation costs to be
met by our hosts.

2.2

In addition Emmendingen are planning a further event from 19th to 21st September to
celebrate the 30th anniversary of twinning with Newark.
This mirrors the event that was held in Newark last year celebrating the 30th anniversary of
the signing of the twinning charter in Newark.
Clearly there is a lot more time available to plan for this event, however I would suggest that
it is appropriate to consider the make-up of the official delegation in order that travel plans
can be put into place. I would anticipate that the travel costs would again be in the region of
£250, with the accommodation costs being met by our hosts.
Given the direct significance of this anniversary I would suggest that it would be appropriate
to purchase a gift to present to Emmendingen to mark this anniversary. Previous gifts of this
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nature have cost around £150 and I would ask the Committee to approve a similar level of
expenditure on this occasion.
2.3

I have also received an invitation from Newark Football Club who are organising a football
match to be played against a team from Emmendingen. It is called the ‘Peace Game’ and is
being held at Ypres in Belgium, as part of the anniversary events marking the start of the
First World War. The concept of the event is to commemorate the ‘Christmas Football Match’
held in no man’s land during the First World War.
I understand that it is scheduled to take place between 22nd and 24th August. The precise
arrangements have not yet been finalized, however the Town Mayor has been invited to join
the party and transport on the hired coach will be free. It is hoped that accommodation will
be available in the ‘Peace Village’ during the stay, I am not aware of the potential costs of
this trip which will be for accommodation and food expenses.
I would ask Members to consider if they wish to be represented at this event and, if so,
approve the make-up of the official delegation. I understand that civic leaders from
Emmendingen are also being invited to attend through the German football club.

3.

Financial, Legal & Equality Issues
The cost of the two proposed twinning visits are estimated to be around £650 and can be
met from the approved Twinning budget of £1,000.
The cost of the proposed First World War football match can be met from the approved
Commemoration budget of £1,000.

Background Papers:

Letters of invitation.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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APPENDIX 2

Minute from the Environment & Leisure Committee Meeting held on
Wednesday 26th March 2014.

EL45/13/14

Town Twinning
At the beginning of the discussion of this Agenda Item, the Chairman informed
Members that he wished to propose a slightly different make-up to the delegation
as outlined in the report.
The Chairman was of the opinion that in order to further the relationship with our
Twin Towns on occasions such as these, there would be merit in sending other
Members of the Council who were able to make decisions if necessary. These
could be, for instance, the Leader of the Council, (or nominated representative),
and the Chairman of this Committee, as well as those named in the report.
After further discussion it was proposed by the Chairman and Seconded by Cllr
Mrs Mr Tribe that a recommendation be made to the Finance & Policy
Committee that the official delegation to go on the two visits to Emmendingen
should be:
•

The Town Mayor and Mayoress/Escort

•

The Leader of the Council (or nominated substitute)

•

The Town Clerk

After further discussion this was AGREED.
It was also AGREED to send a delegation to attend the ‘Peace Game’ in
Ypres in Belgium between 22nd and 24th August, the delegation would
comprise the Town Mayor and Mayoress/Escort and the Town Clerk.
It was AGREED that the costs for the delegations would be met as
follows:
(i)

Emmendingen visit (approximately £650) would be met from the
approved Twinning budget of £1,000.

(ii) Ypres visit would be met from the approved World War 1
Commemoration budget of £1,000.

120

Agenda Item No:

12

Committee Date: Wednesday 9th April 2014

FINANCE & POLICY COMMITTEE
SUBJECT:

TOWN HALL LEASE

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members are asked to Note the assignment of the lease of the Town hall to Lunar Retail
S.a.r.l.

2.

Background

2.1

As Members will be aware the Town Council entered into a series of lease arrangements in
1990, which effectively provided funding for the repair and renovation of the Town Hall.
These are summarised below for Members information:
(i) Town Council owns the freehold of the building comprising the Town hall and
Buttermarket,
(ii) Town Council granted a 125 year lease to Lovells who were the company that
acquired the original lease,
(iii) Lovells granted an underlease for 125 years back to the Town Council for the part of
the building recognised as the Town Hall.

2.2

These lease arrangements provide for a range of repair obligations as follows:
(i)

Lessee (originally Lovells) to repair the structure, exterior and interior of the Town
Hall & Buttermarket,

(ii) Lessee to redecorate both externally and internally,
(iii) Town Council is required to meet 67.78% of the cost of any structural works and
external repairs,
(iv) Town Council is required to meet 100% of the cost of any internal repairs and
redecoration.
2.3

The Town Council has established a Reserve Fund to meet its share of the costs of any
repair works undertaken. The estimated balance available at 31st March 2014 is £117,000.
Over recent years the implementation of these repairing obligations has been difficult to
achieve due to the financial circumstances of the previous lessee. Whilst some work has
been undertaken it has not proved possible to put in place a properly planned and phased
repair schedule.

2.4

The Town Council was notified recently of a proposal for the lease of the Town Hall to be
assigned to new owners from the receivers of Blue Granite Ltd.
Whilst the new lease is formally in the name of a company called Lunar Retail S.a.r.l. the
company with the majority shareholding is Apollo Global Management.
Apollo is a Private Equity Company with over $50b assets under management at December
20113. Checks have not identified any concerns over the viability of the new lessee. I also
understand that Newark & Sherwood District Council have agreed to the assignment as they
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are an interested party due to their rental of the Car Parks & Markets offices.
The Town Council’s position under the lease is clear that it cannot unreasonably withhold
consent to an assignment.
Larken & Co Solicitors were engaged to act on the Town Council’s behalf; they were
selected as they had previously acted when the lease was last assigned in 2001.
All the Town Council’s fees associated with the assignment will be met by the lessee, in
accordance with the lease agreement.
2.5

The day to day management of the Buttermarket will be undertaken by a company called
M&M Retail Portfolio. They have experience of managing some major shopping centres
throughout the UK.
I have an initial meeting arranged with them for 9th April to discuss the Town Hall and the
repairing obligations which their client now has as a result from taking over the lease. I have
spoken with the new managing agents who are aware of their responsibilities and tell me
that they wish to agree a schedule of works that are required. This is welcome given the
recent difficulties in achieving such a repair schedule.
At this stage I am not able to advise Members on the funds that will be required from the
Town Council to undertake all necessary works; however given the current approve budgets
contain contributions of over £50,000 per annum I don’t anticipate that there will be a need
for any further major budgetary impact.

3.

Financial, Legal & Equality Issues
Contained in the report.

Background Papers:

Town Hall Lease working papers.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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13

FINANCE & POLICY COMMITTEE
SUBJECT:

EXEMPT

REPORT BY:

TOWN CLERK

1

Recommendation

1.1

That under the Public Bodies (Admission to Meetings) Act 1960 (as extended by Section 100 of the
Local Government Act 1972) the press and public be excluded from the remainder of the meeting on
the grounds that the Committee’s remaining business involves the likely disclosure of exempt
information as defined in the Local Government (Access to Information) (Variation) Order 2006, and
the public interest in maintaining the exemption outweighs the public interest in disclosing the
information.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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