
 

 

 

 

 

 

 

 

 

 

 

 

 

RESOURCES AND 
GENERAL SERVICES 

COMMITTEE 
 

Members of the Resources and General Services Committee  
are summoned to attend a Meeting 

 
 

which is to be held by ZOOM (digital meeting platform)  

on Wednesday, 7th April 2021 at 7.15pm  

 
 

in order to transact the business as shown in the agenda. 
Mark Squire 
Town Clerk 

 
31 March 2021 

 
Councillor J Jennings (Chairman) 

Councillor J Angold-Stephens (Vice Chairman) 
 
Councillors 
M Dalton J Jogia J Mahoney 
S Murray A Omer  

 
 

Note to Councillors: 
If you are unable to attend the meeting, 

please phone your apologies to the office on 020 8508 4200.  
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A G E N D A 

 
1 Apologies for absence 
 To RECEIVE any apologies for absence. 
 
2 Declarations of Interest 
 Councillors to declare any pecuniary or non-pecuniary interest in any items on the 

agenda. 
 
3 Confirmation of Minutes 
 To CONFIRM the minutes of the meeting held on 10 February 2021. 
 
4 Public Representations 

To hear any representations from members of the public who have registered a 
request to address the Committee in accordance with no 5, Appendix C, of the 
Standing Orders. 
 

5 Town Clerk’s / Chairman’s Report 
To report (for discussion only) on any further significant information / matters that 
may be of interest to Committee members 
 

6 Training and Conferences  

• On 8 January 2021 the Assistant Town Clerk, Finance passed the two day 
‘First Aid at Work’ requalification. The qualification remains valid for a further 
three years.   

 

• On 17 March 2021, the Assistant Town Clerk, Finance attended an Essex 
Pension Fund webinar on completing Annual Pension Fund returns. The 
Committee is asked to note that commencing April 2021 the Essex Pension 
Fund will require Monthly returns as opposed to the Annual Returns required 
previously.  

 

• On 18 March 2021 the Town Clerk, passed the two day ‘First Aid at Work’ 
requalification. The qualification remains valid for a further three years.   

 

• On 24 March 2021, the Assistant Clerk, Civic attended a National Association 
of Civic Officers (NACO) webinar.  Principal subject matter  

➢ Performance Management in the Civic Office 
➢ Event Planning for the future 
➢ Update on ‘Operation London Bridge’ and a look into the future for the 

Platinum and other anniversaries.    
From the training, it has been made clear that this year is still very tentative in 
organising events – for two reasons, the time planning needed and also it is 
still unaware if we should be running the risk of drawing big crowds due to the 
unknown of restrictions being lifted. 

 
NACO are promoting 2022 and the Queen’s Platinum Jubilee celebrations 
and encouraging events to be based around this.  Community Days, opening 
of new playgrounds, playing fields should all focus on the Platinum Jubilee – 
guidance will be available from NACO for a significant summer 2022 with 
many initiatives. 

 

• On 31 March 2021, Pippa Bryce, Assistant Town Clerk, Civic passed her 
Certificate in Local Council Administration (CiLCA) qualification. CiLCA is a 



Resources and General Services Committee 7 April 2021 
__________________________________________________________________________________________ 

2 

recognised qualification for Town/Parish Councils which tests a broad 
knowledge of all the aspects of a clerk’s work – roles and responsibilities, the 
law, procedures, finance planning and community involvement. 

 
To receive and note. 
 

7 Local Authority Meetings  
Existing emergency Government legislation has legalised the holding of remote 
council meetings until 7 May 2021 only. A letter has been received from the Ministry 
of Housing, Communities & Local Government dated 25 March 2021, which 
announces that the remote meeting powers are not being extended. The guidance is 
far from clear and does not set out any practical ways forward. (See attached pages 
5-7) 
 
To discuss and review. 
 

8 Meetings Schedule 
To CONFIRM the draft meetings schedule for the next Town Council year. Dates are 
chosen to avoid clashes with the provisional meeting dates of the Epping Forest 
District Council’s EFDC Area Planning Sub-Committee South and the District 
Development Control Committees. (See attached pages 8-9). 
 

9 Finance 
9.1 Current Financial Position 

* The current financial position is attached together with details of the funds 
available from earmarked reserves.  (See attached pages 10-11).  

* A note of the Council’s current bank balances and most recent reconciliations 
are attached (see pages 12-17) 

 
9.2 Accounts Paid  

Payments totalling £163,942.55 as detailed on payment schedules no. 324-
326 until 25 March 2021 have been made and entered on the accounts 
system, since the report to the meeting on 10 February 2021 (see pages 18-
20).  Schedules and accompanying invoices will be available at the council 
offices for inspection once the office is open to the public. Copies will have 
been sent to both the Chairman and Vice Chairman of this Committee. 
For information, details of all Council payments in excess of £500 are provided 
on the Council’s website on the strategic documents page. 

 
10 Insurance  

10.1 Insurance 2021-22  
The Committee is asked to NOTE the insurance premiums for 2021-21 are as 
follows:- 

• The General Council Guard insurance premium for the year will be:  
£6,021.68 

• The Engineering premium for the year will be: £422.70 

• The Motor Vehicle premium for the year will be: £529.00 

• This is the final year of our three-year contract with WPS Insurance 
Brokers and as per council procedures the council will review the 
cover and request three quotes before renewing our cover for 2022-23 
onwards.  
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10.2 Covid–19 Claim 
Further to the Council’s claim for business interruption due to Covid we have 
heard back from our brokers stating that they have reviewed their comments 
against the High Court and Supreme Court judgements in the Financial 
Conduct Authority (FCA) Test Case and regret to confirm that the rulings will 
not compel your insurer to pay your claim.  

  See attached report (pages 21-24) 
 
11 Internal Audit  

The Committee is asked to NOTE the internal auditor visited the offices on   
23 February 2021 and found our accounts to be in order. 

 (See attached report pages 25-30) 
 
12 Governance and Accountability 

 This agenda item is in preparation for the completion of the Annual Return, Section 1 
the Annual Governance Statement, for the year ended 2020/21 which is scheduled 
for the Council meeting on 19 May 2021. 
 Members are encouraged to refer to the following publication “Governance and 
Accountability, A Practitioners’ Guide”, which provides advice on the accounting 
practices to be followed and sets out the appropriate standard of financial reporting to 
be followed.   An electronic version may be downloaded at 
 http://www.nalc.gov.uk/library/publications/803-governance-and-accounability-with-
appendix/file    

 Alternatively, members may request a paper copy from the Council Office. 
 

12.1 Internal Audit 
  12.1.1 Review of the Effectiveness of the System of Internal Audit 
      *  See attached report (see pages 31-32).  
 
  12.1.2 Review of the Effectiveness of the System of Internal Control 
      *  See attached report (see pages 33-34).  
 

12.2 Risk Assessment and Management 
      *  See attached report (see page 35).  
 
13 Year End 2020/21 Accounts  

The Annual Governance and Accountability Return (AGAR) requirements were 
published by our external auditors PKF Littlejohn LLP (PKF) on 24 March 2021  for 
this financial year ending 31 March 2021. 
To enable the closure of 2020/21 year end accounts, the following dates have been 
diarised 

• Year- end accounts closedown with RBS Omega – 30 April 2021 

• Internal Audit visit from Heelis & Lodge – 7 May 2021 

• Submission of accounts to Town Council – 18 May 2021 

• Submission of AGAR to PKF – by 2 July 2021 
 
To receive and note. 

 
14 Laptop Policy – Working from Home  

Officers are increasingly required to work from home (especially during the ongoing 
Covid pandemic) using Town Council laptops. Members are requested to review and 
approve the attached draft policy. See attached Report (pages 36-38) 

  

http://www.nalc.gov.uk/library/publications/803-governance-and-accounability-with-appendix/file
http://www.nalc.gov.uk/library/publications/803-governance-and-accounability-with-appendix/file
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15 Staff Absence Policy 
Members are requested to review and approve the attached draft policy. 

 See attached report (pages 39-42) 
 
16 Exclusion of the Press and Public  

The Committee is asked to RESOLVE to exclude the press and public from the 
following item in accordance with the Public Bodies (Admission to Meetings) Act 1960, 
as they contain confidential information relating to contractual matters. 
 

17 Buckingham Court – Min no RGS 318 
An oral update will be provided. 
 

18 Council’s Water Supplier – Min no RGS 319 
An oral update will be provided. 
 

 
 
 
 
Mark Squire 
TOWN CLERK 
31 March 2021 
 
 

Please contact Town Clerk for zoom- access code / password   
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Agenda Item 7 
Local Authority Meetings 
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Agenda Item 7 
Local Authority Meetings continued 
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Agenda Item 7 
Local Authority Meetings continued 
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Agenda Item 8  
Meetings Schedule 

PROGRAMME OF MEETINGS for 2021/22 
All meetings will be held at 7.15pm remotely by ZOOM, until such time as Government ‘Covid-19’ 
directions are eased. Planning and Licensing meetings will continue under delegated authority until 
further notice. When Government restrictions are lifted, meetings will resume at 7.45pm (unless 
indicated otherwise*) in the Loughton Library & Town Hall, Traps Hill, Loughton, IG10 1HD. 
 

Month Date Day Meeting 

May 2021 6 Thursday  ELECTIONS 

 18 Tuesday Annual Council 

 24 Monday  Planning & Licensing 

    

June  2 Wednesday  Recreation  

 7 Monday  Planning & Licensing 

 23 Wednesday  Environment & Heritage  

 21 Monday Planning & Licensing 

 30 Wednesday  Resources & General Services 

    

July 5 Monday   Planning & Licensing 

 13 Tuesday  Council  

 19 Monday  Planning & Licensing 

    

August  2 Monday  Planning & Licensing  

 16 Monday Planning & Licensing 

September  6 Monday  Planning & Licensing 
 

7 Tuesday  Recreation  

  21 Tuesday  Planning & Licensing 
 

22 Wednesday   Environment & Heritage  

    

October  4 Monday  Planning & Licensing 
 

5 Tuesday Resources & General Services 

  18 Monday Planning & Licensing 

  20 Wednesday Council 

    

November  1 Monday  Planning & Licencing 

 10 Wednesday  Recreation  

 15 Monday  Planning & Licensing 

  23 Tuesday   Environment & Heritage 

  29         Monday  Planning & Licensing 

    

December 8 Wednesday Resources & General Services 

  13 Monday Planning & Licensing 

  15 Wednesday Council 
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2022 continued overleaf …/ 

  
 
 

January 2022 10 Monday Planning & Licensing 

  12 Wednesday RGS (Budgets) 7pm, Recreation 
7.45pm*  

  24 Monday Planning & Licensing 

  25 Tuesday    Council (Budgets) 7pm, Environment & 
Heritage 7.45pm* 

    

February 7 Monday Planning & Licensing 

  9 Wednesday Resources & General Services 

 21 Monday  Planning & Licensing  

 22 Tuesday Council 

     

March 7 Monday Planning & Licensing 

 9 Wednesday  Recreation  

 16 Wednesday Annual Town Meeting ** 

 21 Monday  Planning & Licensing  

 29 Tuesday  Environment & Heritage  

    

April 4 Monday  Planning & Licensing  

 13 Wednesday  Resources & General Services    

 25 Monday  Planning & Licensing  

 26 Tuesday  Town Council  

    

May 24 Tuesday Annual Council 

 
 

 
** 8pm at the Murray Hall, Borders Lane, Loughton IG10 3SB 
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Agenda item 9.1 
Loughton Town Council 

Summary Income & Expenditure by Budget Heading 28/02/2021 
Month No: 11  Resources and General Services Committee Report 
 

INCOME – EXPENDITURE TOTALS 

R & G S Expenditure 152,640 355,368 458,236 102,868 102,868 77.6% 

Income 35,553 378,440 791,960 413,520  47.8% 

Net Expenditure over Income  -117,087 23,072 333,724 310,652   

 
Notes: 

(1) Office Expenses is over budget this year as we have purchased new computers and a server. 
£10,000 earmarked reserves have been transferred in compensation. 

(2) Other Services includes, £1,000 for the Citizenship Awards and Civic Celebration plus £1,000 
for contingencies. 

(3) Buckingham Court Expenditure includes the Public Work Loan of £28,208 p.a. and insurances. 
(4) Income for Buckingham Court is low due to a rent break for the 1st Quarter due to Covid 19, The 

second 2nd   Quarters rent was received & the 3rd Quarters was received in March 2021. 
(5) The Service Recharge will be applied at the year-end but will currently be £254,833 i.e. 91.7%. 
(6) The Council awarded grants of £31,076, up to 31/03/2021 £22,476 has been claimed. 

  Actual 
Last Year 

Actual  
Year 
To Date 

Current 
Annual 
Budget 

Variance 
Annual 
Total 

Funds  
Available 

% of 
Budget 

Resources and General 
Services 

       

Communication Expenditure 18,132 11,119 19,187   8,068 8,068 58% 

Office Expenses             (1) Expenditure 12,053 21,231 12,643 -8,588 -8,588 167.9% 

 Income 8 0 0 0  0.0% 

Audit                          Expenditure 2,765 0 3,015 3,015 3,015 0.0% 

Central Personnel Expenditure 302,071 268,858 317,000 48,142 48,142 84.8% 

Council Expenses        Expenditure 15,689 10,693 15,950 5,257 5,257 67% 

                                     Income 450 378,240 756,445 378,205  50% 

Other Services (RGS)     (2) Expenditure 0 57 4,000 3,943 3,943 1.4% 

Members' Expenses Expenditure 2,223 90 2,660 2,570 2,570 3.4% 

Buckingham Court          (3) Expenditure 31,721 17,252 34,281 17,030 17,030 50.3% 

(4) Income 35,095 10,201 35,515 25,314         28.7% 

Service Re-charge          (5) Expenditure -278,000 0 0 0 0 0.0% 

Library Expenditure 11,826 14,963 14,000 -693 -693 104.9% 

Grants                            (6) Expenditure 34,161 11,376 35,500 24,124 24,124 32% 
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Agenda item 9.1 cont’d 
Earmarked Reserves for 2020/2021: 
 
A summary of the Committee’s reserves showing the amounts available from reserves in this 
current financial year is provided below: 

 

 

Resources and General Services Committee 24.03.21 

Elections 30,000 

Buckingham Court maintenance fund 2,000 

Buckingham Court Rent Deposit 8,125 

Total 40,125 
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Agenda item 9.1 cont’d 
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Agenda item 9.1 cont’d 
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Agenda item 9.1 cont’d 
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Agenda item 9.1 cont’d 
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Agenda item 9.1 cont’d 
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Agenda item 9.1 cont’d 
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Agenda item 9.2 
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Agenda item 9.2 cont’d
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Agenda item 9.2 cont’d 
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Agenda Item 10.2  
Covid – 19 Claim 
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Agenda item 11 
Internal Audit  
 
 

HEELIS&LODGE 
Local Council Services • Internal Audit 

 
Internal Audit Report for Loughton Town Council – 2020/2021 

 

The following Internal Audit was carried out on the adequacy of systems of control.  The 
following recommendations/comments have been made: 
 
 

Proper book-keeping Cash Book, regular reconciliation of books and bank statements.  

Supporting vouchers, invoices and receipts 

 

The Council hold the General Power of Competence and LGAs137 does not apply.  The 

cashbook is referenced providing a clear audit trail.   Supporting paperwork is in place and 

well referenced. The Council uses the RBS Omega accounting system.  Further detail of the 

processes and examinations undertaken are contained within this report.  

 
Financial regulations Standing Orders and Financial Regulations 
 Tenders 
 Appropriate payment controls including acting within the legal 

framework with reference to council minutes 
 Identifying VAT payments and reclamation 
 Cheque books, paying in books and other relevant documents 
 

 Standing Orders in place:  Yes   

 Reviewed:  8/7/2020 (Ref: 319.4) 

 Financial Regulations in place: Yes    

 Reviewed:  8/7/2020 (Ref: 319.4) 

   

 VAT reclaimed during the year: Yes Registered: Yes (Reg: 718 7217 23) 

 

 RBS Omega submits the claims online. For the 2020-2021 financial year the following 

VAT claims have been submitted: 

 

 1/4/2020 – 30/6/2020  £8,724.27 reclaimed 

 1/7/2020 – 30/9/2020  £1,540.10 reclaimed 

 1/10/2020 – 31/12/2020   £6,698.51 reclaimed 

 

 General Power of Competence:  Yes (Adopted May 2019)   

 

The Council have an effective committee system in place. It is noted that 

the Planning and Licensing Committee currently operate under delegated 

powers due to the Covid restrictions.  Councillors declare interests, which 

are duly minuted as pecuniary or non-pecuniary. 

 

 The Council operate using a comprehensive suite of policies. 
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Tenders exceeding the £25,000 threshold have been advertised on the 

Contract Finders website.   

 

Terms of Reference are in place for the following committees: 

 

• Resources and General Services Committee 

• Planning and Licensing Committee 

• Recreation Committee 

• Environment and Heritage Committee 

 

Delegated powers are clearly identified within the Terms of Reference.   

 

Risk Assessment Appropriate procedures in place for the activities of the council 
 Compliance with Data Protection regulations 
 

 Risk Assessment document in place:   Yes  

 Data Protection registration:  Yes (Ref: Z1870535)  

 

 Data Protection 

 The General Data Protection Regulations have changed and the new Regulations came 

into force on 25 May 2018.  It is likely that this will affect the way in which the Council handles 

its data.  Due to the financial risk associated with the General Data Protection Regulations, 

the Council have included this in their Risk Assessment. 

 

 Privacy Policy published: Yes 

 

 Insurance was in place for the year of audit.  The annual review of insurance took place 

at a meeting held on 10/2/2021 (Ref: RG314). Council vehicles are insured under separate 

cover.   

 

 The Risk Assessment was reviewed at a meeting of the Resource and General Services 

Committee held on 24/6/2020 (Ref: RG244.2).  Internal Controls were also reviewed at the 

meeting held on 24/6/2020 (Ref: 244.1.2). 

 

 The Council have effective internal financial controls in place.  The Clerk provides 

financial reports to council meetings.  Councillors are provided with information to enable 

them to make informed decisions. As an additional internal control the Council have an 

appointed councillor to carry out regular checks on transactions.  An inspection was carried 

out on 15/10/2020 (Ref: RG282). 

 

 The Council uses a purchase order system which provides an excellent audit trail from 

order to payment.  Purchase Orders are authorised by the Town Clerk. A random sample of 

payments were examined from April – December 2020 and all were found to be in order.   

 

 The annual play area inspection has been undertaken during the year (Ref: 28/8/2020 

– chq 10129). 

 

 Fidelity Cover: £1,200,000 
 

 The level of Fidelity cover is within the recommended guidelines of year end balances 

plus 50% of the precept.   

 



Resources and General Services Committee 7 April 2021 
__________________________________________________________________________________________ 

27 

Transparency  Under the Transparency code for smaller authorities, smaller 
councils with income/expenditure under £25,000 should publish 
on their website from 1 April 2015:  

 
 Smaller Council: No  
 Website: www.loughton-tc.gov.uk 
 

 The Council is not subject to the requirements of the 
Transparency Code for smaller Councils.  The Transparency Code 
for Councils with a turnover exceeding £200,000 is not covered as 
part of the Internal Audit.  

 
 Under The Local Audit (Smaller Authorities) Regulations 

2015 9(6 & 7) a smaller council having certified itself as an 
Exempt Authority must publish on their website: 

 
 Under The Accounts & Audit Regulations 2015 15(15) 

councils must publish on their website: 
 
 External audit report 
 2019 Annual Return, Section Three Published – Yes  
 

 Under The Accounts & Audit Regulations 2015 15(2b) 
councils must publish on their website: 

 
 Period of Exercise of Public Rights  
 
 Start Date  27/7/2020   End Date   7/9/2020 
 

It is a requirement of audit to publish the Notice of Exercise of 
Public Rights on the Council’s website.  This forms part of the 
Internal Audit checks for the IA section, Box L, of the AGAR for 
the following year eg the 2021 Box L relates to the 2020 financial 
year.  As the Internal Audit takes place prior to the Inspection 
period and most likely prior to the notice being published on the 
website, it is recommended that once the notice is published it is 
not removed until after the following year’s audit.  
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Budgetary controls Verifying the budgetary process with reference to council minutes 
and supporting documents 
 
 Precept: £782,675 (2021-2022) Date: 26/1/2021 (Ref: 

349) 
 Precept: £756,445 (2020-2021) Date: 22/1/2020 (Ref: 

293) 
  
 Effective budgetary procedures are in place. The budget is 

considered by the Resources and General Services Committee 
who submit a recommendation to full Council. The precept for 
2020-2021 was agreed in full council and the precept decision and 
amount has been clearly minuted. The Clerk ensures the council 
are aware of responsibilities, commitments, forward planning and 
the need for adequate reserves. Budget papers are prepared to 
ensure councillors have sufficient information to make informed 
decisions. Budgets are monitored during the year. 

 
Income controls Precept and other income, including credit control mechanisms 
 

 All were found to be in order. Income controls were checked and a sample of income 

received and banked from April 2020 – December 2020 cross referenced with the Cash Book 

and bank statements. A clear audit trail is in place.  

 

 Fees were reviewed by the Recreation Committee at a meeting held on 17/11/2020 

(Ref: RC205).  It was resolved to implement an increase of 1.1%. 

 

Petty Cash Associated books and established system in place 
  

 A satisfactory petty cash system is in place with supporting paperwork. A sample of 

receipts were examined from April to December 2020 and cross referenced with vouchers and 

the cash book.  The limit for petty cash is £150 (Ref: FR.7.1). 

 
Payroll controls PAYE and NIC in place where necessary. 
 Compliance with Inland Revenue procedures 
 Records relating to contracts of employment 
 
 PAYE System in place:  Yes   
 

 The Council continue to operate RTI in accordance with HMRC regulations. 

Payroll is outsourced. All supporting paperwork is in place. The Council have joined 

the LGPS pension scheme. An examination of payroll from April 2020 – December 

2020 was undertaken, cross referencing payslips, timesheets (where applicable) 

against supporting paperwork. All were found in order.  

 

Asset control Inspection of asset register and checks on existence of assets 
 Cross checking on insurance cover  
 
 A separate asset register is in place and was reviewed at a 

meeting held on 10/2/2021 (Ref: RG315).   
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 Having inspected the Assets and Properties Register dated 
31/1/2021 I can see that the Council has received a number of 
open spaces and allotment land via transfer from Epping Forest 
District Council.  These land assets currently have a ‘nil’ value in 
the register. The guidance for gifts of assets is to value them at a 
community value of £1.   

 
 Recommendation: To give transferred assets a community 

value of £1 in the Assets and Properties Register.  
 
 An inspection of the Asset Register will be undertaken at the year 

end audit when the figure in the asset register can be verified 
against the figure in Section 2, Box 9 of the AGAR. 

 
Bank Reconciliation Regularly completed and cash books reconcile with bank 

statements 
 
 All were in order. Bank Reconciliations are carried out regularly. 

The bank statements reconciled with the end of year accounts 
and bank reconciliations for all accounts.  

 
 Bank Balances at 31 December 2020 were confirmed as: 
 
 NatWest Current #1  xxxx3922 £35,744.19

 (Reconciled) 
 NatWest Current #2  xxxx9955 £20,590.10

 (Reconciled) 
 NatWest Bus Reserve   xxxx5249 £100,486.25

 (Reconciled) 
 Santander Bus Savings  xxxx5910 £796,677.94

 (Reconciled) 
 NatWest Bus Current  xxxx7124 £1,800.00

 (Reconciled) 
 Nationwide Bus Inst Saver xxxx6269 £103,492.90

 (Reconciled) 
 
 Bank reconciliations were examined from April – December 2020.  

All were found to be in order.  
 
Reserves General Reserves are reasonable for the activities of the Council  
 Earmarked Reserves are identified 
 
 The Council reviewed their Reserves Policy at a meeting held on 

8/1/2020 (Ref: RG219 prior to approval by the full Council at a 
meeting held on 20/1/2020 (Ref: 295. The review took into 
account: 

 
• The need for a less complex methodology 
• Compatibility with the RBS Omega accounting system 
• The need to maintain a satisfactory level of general reserves 
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 The Reserves Policy states that the Council will aim to maintain a 
general reserve of 60%-70% of net budgeted income.  Earmarked 
and general reserves are reviewed at the end of the financial 
year. 

 
Year-end procedures Appropriate accounting procedures are used and can be followed 

through from working papers to final documents 
 Verifying sample payments and income 
 Checking creditors and debtors where appropriate. 
 
 To be carried out at the year end. 
 

Sole Trustee The Council has met its responsibilities as a trustee 

 
 The Council is not a sole trustee. 
  

Internal Audit  

Procedures A review of the effectiveness of the Internal Audit was carried out 
on 24/6/2020 (Ref: RG244.1.1) 

 
 External Audit The Council formally approved the 2020 AGAR at a meeting of the 

full Council held on 8/7/2020 (Ref: 314).   
 
 The External Auditor’s report was considered at a meeting held on 

2/12/2020 (Ref: 283). 
 
 There were no matters arising from the External Audit. 

  
Additional Comments/Recommendations 

 
➢ Due to the Coronavirus pandemic the requirement to hold the Annual Town Council 

meeting was removed until May 2021.    
➢ It is noted that, due to the Covid pandemic meetings were postponed between 

March – May 2020.   
➢ Loose-leaf minutes are consecutively numbered in accordance with legislation. Pages 

are initialled by the presiding Chair and signed and dated. 
➢ There are no additional comments/recommendations to make in relation to this audit. 
➢ I would like to record my appreciation to the Clerk to the Council for his assistance 

during the course of the audit work 

 
 

 
Heather Heelis 

Heelis & Lodge 
23 February 2021 
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Agenda Item 12 
Governance and Accountability  
 
12.1 Internal Audit 

This report forms part of the preparation work for the completion of Section 1 of the 
Annual Return, the Annual Governance Statement, (which will be considered at the 
meeting of the Council in May 2021) with cross reference to the appropriate wording 
from the ’Governance and Accountability for Local Councils - A Practitioners Guide 
(England March 2104)’. 
 

12.1.1 THE EFFECTIVENESS OF THE SYSTEM OF INTERNAL AUDIT 
 The Council is required to carry out, at least annually, a review of the effectiveness of 

its system of internal audit and consider the findings.  This review is an integral part 
of continually improving governance and accountability.  The result of the review will 
form part of the review of the effectiveness of the system of internal control (see 
12.1.2).  

 
The system of internal audit at Loughton Town Council (LTC) currently consists of: 
 
1. the appointment of internal auditors; 
2. a five-year strategic plan for Internal Audit for the period up to and including the 

financial year 2020/21 with the proviso that the Council may request specific 
work by the auditor should service levels change or issues arise; 

3. one visit from the internal auditors during the year, during which the auditors may 
have access to whatever records, documents etc they require; 

4. one visit after the end of the financial year when the year-end accounts have 
been completed, access as above; 

5. ensuring work covered during the visits is wide-ranging and includes checking 
the proper treatment of receipts and payments, bank reconciliations, payroll, 
petty cash, adherence to statutory requirements, financial procedures, systems 
and regulations, insurance, assets, risk management, budget setting and 
monitoring, and VAT; 

6. receipt of a report from the internal auditor after each visit, stating the areas 
covered and the findings, and making any necessary recommendations for 
change; 

7. sending a copy of the full report to all members of the Council; 
8. reporting any recommendations to the Resources and General Services 

Committee for consideration; and 
9. acting upon any decisions made by the Committee in respect of the 

recommendations. 
 
As detailed in the internal auditor’s reports, the work carried out by them in the last 
twelve months has included detailed reviews and inspections of: 
 
i. Accounting arrangements and bank reconciliations 
ii. Corporate governance 
iii. Review of expenditure 
iv. Assessment and management of risk  
v. Precept determination and budgetary control 
vi. Income controls 
vii. Petty cash account 
viii. Salaries and wages 
ix. Asset control, investments and loans 
x. Year-end procedures 
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The Committee is asked to review the effectiveness of the system of internal audit as 
detailed above.  

 
Notes: The Committee should base its review around the following areas and consider the 
extent to which the internal audit adds value and how well it helps with the delivery of the 
Council’s objectives: 

▪ Scope of the internal audit (as listed in items 1 – 9 and i – x above). 
▪ Independence of the internal auditors – currently, the Council employs 

Heelis & Lodge who are completely independent of the Town Council.  
Reports are made in their own name and they play no part in the Council’s 
management, control or decision making. 

▪ Competence of the internal auditors – Heelis & Lodge are a professional 
audit company with qualified auditors, long experience of local government 
and a good understanding of local councils. 

▪ Relationships – Heelis & Lodge have no input into other financial matters in 
the Council, e.g. accounting, financial statements, annual return (other than 
signing Section 4, Annual Internal Audit Report).  The roles of members, 
officers and internal auditors are clearly understood. 

▪ Audit planning and reporting – see point 2 above.  Detailed reports are 
submitted following each inspection. 
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12.1.2 REVIEW OF THE EFFECTIVENESS OF THE SYSTEM OF INTERNAL CONTROL 
Under the Regulations currently in force the Council is required to carry out, at least 
annually, a review of the effectiveness of the Council’s system of internal control and 
publicly report its findings.  The Town Council’s Annual Governance statement on the 
Annual Return has previously included the following statement: 

 
We have maintained an adequate system of internal control including measures 
designed to prevent and detect fraud and corruption and reviewed its effectiveness. 

 
This system of internal control is designed to manage risk to a reasonable level 
rather than to eliminate all risk of failure.  The system of internal control is based on 
an on-going process designed to identify and prioritise the risks to the achievement of 
the Town Council's policies, aims and objectives, to evaluate the likelihood of those 
risks being realised and the impact should they be realised, and to manage them 
efficiently, effectively and economically.  

 
The system of internal controls currently in place includes: 
Appointment of a Clerk and Responsible Financial Officer  
Code of Conduct 
Standing Orders and Financial Regulations 
Review of internal audit arrangements and reporting 
Accounting systems and records 
Internal procedures 
Regular reporting to the Council and its committees on financial matters (including a 
councillor appointed annually to carry out informal financial checks) 
Budget setting, monitoring, control and reporting 
Risk management 
Asset management 
Insurance 
Review of financial limits in financial regulations and elsewhere 
Setting Council objectives and priorities 
External audit 
 

The Committee is asked to  
i. review the effectiveness of the system of internal control as detailed above; 

and then  
ii. to agree the following statement of internal control.   

 
STATEMENT OF INTERNAL CONTROL 

 
1 Scope and Responsibility 

 LTC is responsible for ensuring that its business is conducted in accordance with the 
law and proper standards, and that public money is safeguarded and properly 
accounted for, and used economically, efficiently and effectively. 

 
 In discharging this overall responsibility, the Council is also responsible for ensuring 

that there is a sound system of internal control which facilitates the effective exercise 
of the Council's functions and which includes arrangements for the management of 
risk. 

 
2 Purpose of the System of Internal Control 

 The system of internal control is designed to manage risk at a reasonable level rather 
than to eliminate all risks of failure to achieve policies, aims and objectives; it can 
therefore only provide reasonable and not absolute assurance of effectiveness.  The 
system of internal control is based on an on-going process designed to identify and 
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prioritise the risks to the achievement of the Council's policies, aims and objectives, 
to evaluate the likelihood of those risks being realised and the impact should they be 
realised, and to manage them effectively and economically. 

 
 The system of internal control has been in place at the Council for the year ended 

31 March 2021. 
 

3 The Internal Control Environment 
 The system of internal control is based on a framework consisting of the Code of 

Conduct, internal regulations (including but not limited to financial regulations) and 
administrative procedures.  It is further enhanced by the regular provision of 
management and financial information as appropriate to fit the Council's policy of 
delegation and responsibility.  The system is constantly monitored by members as 
well as officers within the Council.  In particular, the system incorporates:  

• comprehensive budgeting systems, project evaluation and management 
appraisal 

• regular reports of service delivery and project performance 

• preparation and dissemination of regular financial reports measuring actual 
expenditure against forecasts for both revenue and capital projects 

• regular review of such reports by officers, and by members in committee and 
full Council. 

 
4 Review of Effectiveness 

The authority has responsibility for conducting, at least annually, a review of the 
effectiveness of the system of internal control.  The review of the effectiveness of the 
system of internal control is informed by the work of: 

• the Council and its committees, especially the Resources and General 
Services Committee 

• the Town Clerk/Responsible Financial Officer and other staff 

• the internal auditor 

• the external auditor 

• any other review agencies and inspectorates in their reports. 
 

When agreed, the Statement of Internal Control will be incorporated into the end of year 
accounts. 
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Agenda item 12.2  
Risk Assessment and Management 
 
The Council is asked to carry out the annual review of its Risk Assessment and 
Management document. 
 
Members are reminded that the Council generally and members individually are responsible 
for risk management because risks threaten the achievement of policy objectives. 
 
The Council’s Risk Assessment and Management document was last reviewed in June 
2020. The advice given in the Practitioners’ Guide is that as a minimum, at least once each 
year members must: 

• take steps to identify and update their record of key risks facing the Council;  

• evaluate the potential consequences to the Council if an event identified as a risk 
takes place; 

• decide upon appropriate measures to avoid, reduce or control the risk or its 
consequences; and  

• record any conclusions or decisions reached. 
 
The control measures already in place are detailed in the document provided on the 
following pages and the Council’s Financial Regulations.  Having identified the risk, the three 
main risk management tools the Council should consider are whether to: 
 
(i)  insure; 
(ii)  delegate; and/or  
(iii)  self-manage. 
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Agenda Item 14 
Loughton Town Council (LTC) Policy for Laptops 
 
It is important for employees to have the right equipment and technology needed to work 
from home effectively. This can also help avoid extra stress. 
 
Laptops issued by LTC are to be used purely for LTC business purposes. 
 
To ensure proper management, usage and security of the laptops issued to LTC officers, 
laptops will be allocated to users based upon job responsibilities and need of a laptop to 
continue to work from home.  Officers issued with a LTC laptop will also be issued with a 
Laptop Policy Acceptance form to sign. 
 
 
 
Draft Policy 
 

 
 
 

LAPTOP POLICY 
 

 
General Rules and Acceptable Usage 

• Power off the laptop whenever it is not in use.  

• Do not carry the laptop in suspend or hibernation mode.  

• Use a laptop cable system and plug into mains electricity whenever possible.  

• LTC laptops are to be used purely for LTC business purposes and not for personal 
use. 

• Personal use of the laptop, equipment and accessories is prohibited. 

• Make sure that your hands are clean before using the laptop.  

• Do not place drinks or food in close proximity to the laptop. 

• Extreme temperatures can damage a laptop.  Do not leave a laptop close to a 
radiator. 

• Treat the laptop belonging to LTC with respect and reasonable care and report any 
faults or breakages immediately to the Town Clerk/Assistant Clerk. 

• Viruses and other malicious code: You should be aware of the potential damage that 
can be caused by computer viruses and other malicious code. You must not use, 
introduce or operate any hardware, programmes or data (including computer games) 
or open suspicious emails without permission from the Town Clerk / Assistant Clerk / 
external IT consultant. 

• Unsuitable material: Viewing, retrieving, or downloading of pornographic, terrorist or 
extremist material, or any other material which LTC believes is unsuitable is strictly 
prohibited and constitutes gross misconduct. 

• Status: Emails should be treated in the same way as any other form of written 
communication. Anything that is written in an email is treated in the same way as any 
form of writing. You should not include anything in an email which is not appropriate 
to be published generally. 
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• Inappropriate use: Any email message which is abusive, discriminatory on grounds of 
sex, marital or civil partnership status, age, race, disability, sexual orientation or 
religious belief (or otherwise contrary to our equal opportunities policy), or 
defamatory is not permitted. Use of the email system in this way constitutes gross 
misconduct. 

• All correspondence by email should contain the LTC disclaimer. 

• Data protection disclosures:  Subject to a number of limited exceptions, potentially all 
information about an individual may be disclosed should that individual make a 
subject access request under data protection legislation about the individual will 
usually be disclosable).  Staff must be aware that anything they put in an email is 
potentially disclosable. 

Security Rules  
It is your responsibility to take appropriate precautions to prevent damage to or 
loss/theft of the Laptop.   You are responsible for the security of all IT equipment provided 
for your use.  

• Laptops should be locked away securely at the end of the working day. They must 
not be left on view or unattended in vehicles.  

• Your password should be kept secure and not be disclosed to anyone else. 

• Passwords: Passwords should be long and difficult to guess. However do not choose 
a password which is so complex that it is difficult to remember without writing it down. 

• Never store passwords with your laptop or in its carrying case. 

• Other forms of user authentication should be kept separate from your laptop at all 
times.  

• Log off or lock the laptop computer whenever it is left unattended to prevent 
inappropriate access by others.  

• Only keep information relevant to your role on our behalf on lap-tops or PCs provided 
by LTC. 

• You must take great care to comply with LTC policies and procedures when utilising 
email or accessing the internet.  

• You must not compromise LTC information security by inappropriately processing 
data electronically.  

• You must always operate according to LTC standards. 

• You are responsible for maintaining monthly backup files of their Laptop as an added 
precaution against data loss unless you are using it remotely from your desktop. 

 
Confidentiality 
Where requested, you must delete, destroy, remove or erase confidential information 
contained in documents, electronic storage media/devices, disks etc. This applies to all 
material in your possession or under your control, irrespective of its location. 
   
You must return to LTC when requested, and in any event when your employment ends, all 
LTC documents and equipment. This includes information belonging to LTC which you may 
have stored on portable or external electronic media locations.   
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LAPTOP POLICY ACCEPTANCE FORM 
 
 
I understand that all laptop computers, equipment and accessories that Loughton Town 
Council has provided me are the property of Loughton Town Council.  
 
I agree with and will adhere to all the rules and guidelines.  
 
I understand that I am financially responsible for any damage to or loss of the laptop 
computer, equipment, and accessories in the event I do not follow these rules. 
 
In case of damage or loss I will replace or pay the full cost of replacement of the damaged or 
lost equipment with equipment of equal value and functionality subject to the approval of 
Loughton Town Council.  
 
I will not install any additional software or change the configuration of the equipment in the 
anyway.  I will not allow any other individuals to use the laptop issued to me and/or the 
related equipment and accessories that have been provided to me by Loughton Town 
Council. 
 
I agree to return the laptop and accessories in my possession immediately upon termination 
or in the alternative; Loughton Town Council may withhold the replacement cost of the 
laptop/accessories from last month’s salary.  
 
I will report damage or suspected problems immediately to Loughton Town Council, via the 
Town Clerk/Assistant Clerk. I will not use the laptop/accessories for personal use. 
 
I understand breach of the terms and conditions set out in the policy will result in the 
restriction and/or termination of my use of Loughton Town Council’s laptop computers, 
equipment, and accessories.  Failure to comply will constitute a disciplinary offence and will 
be dealt with under LTC’s own disciplinary procedures, including potential termination of 
employment and/or other legal action.  
 
 
Agreed to this  _________ day of ________________ 2021  
 
 
Signed _______________________________________________________  
 
 
Name ________________________________________________________ 
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Agenda Item 15 
Staff Absence Policy 
 
Policy statement 
 
Loughton Town Council (LTC) is committed to improving the health, wellbeing, and 
attendance of all employees. We value the contribution our employees make to our success. 
So, when any employee is unable to be at work for any reason, we miss that contribution. 
This absence policy explains: 
 

● What we expect from managers and employees when handling absence. 
● How we will work to reduce levels of absence. 
● Formal Review methodology. 

 
Contributions are welcome from employees in developing and implementing this policy. 

 
Key principles 
 
LTC’s absence policy is based on the following principles: 
 

1. As a responsible employer we undertake to provide payments to employees who are 
unable to attend work due to sickness. 
 

2. Regular, punctual attendance is an important aspect of everyone's employment. We 
ask each employee to take responsibility for achieving and maintaining good 
attendance. 
 

3. We will support employees who have genuine grounds for absence for whatever 
reason. This support includes: 

a. ‘special leave’ for necessary absences not caused by sickness 
b. a flexible approach to taking annual leave 
c. access to counsellors where necessary 
d. rehabilitation support in cases of long-term sickness absence. 

 
4. We will consider any advice given by an employee’s GP on the ‘Statement of Fitness 

for Work’. If the GP advises that an employee ‘may be fit for work’ we will discuss 
with the employee how we can help them get back to work – for example, on flexible 
hours, or altered duties. 
 

5. Where appropriate we will use an occupational health adviser, to help advise the 
employee and their manager on the best way to improve the employee’s health and 
wellbeing. 
 

6. The company’s disciplinary procedures will be used if an explanation for absence is 
not forthcoming or is not thought to be satisfactory. 
 

7. We respect the confidentiality of all information relating to an employee’s sickness. 
This policy will be implemented in line with current data protection legislation and the 
Access to Medical Records Act 1988. 
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Notification of absence 
 
If an employee is going to be absent from work, they should speak to their Town Clerk or 
Assistant Clerk within one hour of their normal start time. They should also: 
 

● Give a clear indication of the nature of the illness and 
● A likely return date. 

 
The Town Clerk/Assistant Clerk will check with other employees if there is any information 
they need to cover their work during the period of absence. If the employee does not contact 
the Town Clerk /Assistant Clerk by the required time the Town Clerk /Assistant Clerk will 
attempt to contact the employee. 
 
An employee may not always feel able to discuss their medical problems with their line 
manager. Managers will be sensitive to individual concerns and make alternative 
arrangements, where appropriate. For example, an employee may prefer to discuss health 
problems with a person of the same sex. 
 
Evidence of incapacity 
 
Employees can use the company self-certification arrangements for the first seven days 
absence. Thereafter a ‘Statement of Fitness for Work’ is required to cover every subsequent 
day. 
 
If absence is likely to be long-term – more than four weeks continuously, there is a shared 
responsibility for the company and the employee to maintain contact at agreed intervals. 
 
‘May be fit for some work’ 
 
If the GP advises on the Statement of Fitness for Work that an employee ‘may be fit for work’ 
we will discuss with the employee ways of helping them get back to work. This might mean 
talking about a phased return to work or amended duties. 
 
If it is not possible to provide the support an employee needs to return to work – for example, 
by making the necessary workplace adjustments – or an employee feels unable to return 
then the Statement will be used in the same way as if the GP advised that the employee was 
‘not fit for work’. 
 
Return to work discussions 
 
Managers will discuss absences with employees when they return to work to establish: 
 

● The reason for absence 
● What the manager or the company can do to help 
● That the employee is fit to return to work. 

 
If an employee’s GP has advised that they ‘may be fit for work’ the return-to-work discussion 
can also be used to agree in detail how their return to work might work best in practice. 
 
A more formal review / further disciplinary action may be triggered by: 
 
Absences that are disruptive to the company’s operations e.g. frequent short-term absences 
or long-term absence. 
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This review will look at any further action required to improve the employee’s attendance and 
wellbeing. 
 
A formal review and potential disciplinary action may be triggered by the use of the widely 
recognised ‘Bradford Factor’ formulas. The Bradford Factor is a simple calculation that is 
used to highlight frequent, short-term and long-term employee sick leave and should 
determine at what point absence levels become unacceptable and disciplinary action is 
required.  
 
LTC will use the “Bradford Factor” calculations as follows  
 
TARGET Staff whose absence score is above 100 in any 12-month period may be required 
to attend a disciplinary hearing. The absence score system gives higher scores for frequent 
short absences than for longer continuous periods of absence. Note:  
EACH CASE SHOULD BE JUDGED ON ITS ON MERITS – if unsure whether to include an 
absence in the scores then further HR advice should be sought. 
 
FORMULA Number of times absent squared, multiplied by the total number of days absent 
(Frequency x Frequency x Total number of days absent). 
 
EXAMPLE 1 One continuous absence of 3 months 
1st absence - 91 days 1 x 1 x 91 = 91 points. 91 days’ continuous absence in 12 months = 
91 points 
 
EXAMPLE 2 Frequent short absences varying in duration. 
1st absence - 3 days 1 x 1 x 3 = 3 points 2nd absence - 4 days 2 x 2 x 7 = 28 points 3rd 
absence - 2 days 3 x 3 x 9 = 81 points 4th absence - 1 day 4 x 4 x 10 = 160 points 10 days’ 
absence in 12 months = 160 points 
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Draft Staff Absence Policy Acceptance Form 
 

 
 
 

STAFF ABSENCE ACCEPTANCE FORM 
 
 
I have read and fully understood the Staff Absence Policy and the information and directives 
contained therein. 
 
 
 
Agreed to this  _________ day of ________________ 2021  
 
 
Signed _______________________________________________________  
 
 
Name ________________________________________________________ 
 
 


