AMNNLUAL GENERAL MEETING
21 MAY 3014

AGENDA ITEM
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MOMINATIONS  FOR SWANSCOMBE AND GREENHITHE TOWN COUNCIL'S COMMTTEES AMD SUB-COMINTTEES
(CHAMRMEN AND WEE-CHAWRMEN: 2044 - 2048

COMMITTEES:

%+ RECREATION, LEISURE & AMENITIES COMMITTEE (RLA) - 12 MEMBERS OF
THE COUNCIL:

Chairman: Councillor K G Basson
Vice-Chairman: Councillor P M Harman
Committee Councillor Ms L C Howes
Meambers: Councillor Ms L M Hall

Councillor J M Harman
Councilior A Harvey
Councillor Mrs A R Harvey
Councillor J B Harvey
Councillor J A Hayes
Councillor B R Parry
Councillor B E Read
Councillor P J Scanlan
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% FINANCE & GENERAL PURPOSES COMMITTEE (FGP) — 12 MEMBERS OF THE
COUNCIL:

Counciller B E Read
Councillor Mrs A R Harvey
Counciflor K G Basson
Councillor Mrs S P Butterfill
Councgillor Mrs L M Cross
Councillor P C Harris
Councillor Ms L C Howes
Councillor R J Lees
Councillor V' Openshaw
Councillor B R Parry
Councillor Mrs | A Read
Councilior P J Scanlan

Chairman:
Vice-Chairman:
Committee
Members:
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AiMUAL GENERAL MEETING
21 MAY 2014

NOMINATIONS FOR SWANSCOMBE AND GREENHITHE TOWMN COLNCIL'E COMMITTEES AND SLE-COMWTTEES
(EAIRMEN AND WEE-CHAIRMEN) 20714 - 2075

%  PLANNING, MAJOR DEVELOPMENTS, TRANSPORTATION AND
ENVIRONMENT COMMITTEE (PTE) - 12 MEMBERS OF THE COUNCIL:

Chalrman: Councillor B E Read
Vice-Chairman: Councillor P J Scanlan
Committes Councillor K G Basson
Members: Councillor Mrs S P Butterfill

Councillor P M Harman
Councillor P C Harris
Councillor Mrs A R Harvey
Counciller J B Harvey
Councillor J A Hayes
Councillor V' Openshaw
Councillor B R Parry
Councillor P A Read

NADEI DO E W

< PERSONNEL COMMITTEE - 7 MEMBERS OF THE COUNCIL:

Chairman: The Town Mayor
Vice-Chalrman: Councillor B E Read
Committee Councillor Ms L M Cross
Members: Councillor P M Harman

Councillor V Opanshaw
Councillor Mrs | A Read
Councillor P J Scanlan

ol o e

+ EXECUTIVE | EMERGENCY COMMITTEE - 8 MEMBERS OF THE COUNCIL:

Chairman; The Town Mayor
Vice-Chairman: Councillar B E Read
Committes Councillor K G Basson
Members: Councillor Ms L M Cross

Councillor P M Harman
Councillor P C Harris
Councillor R J Lees
Councillor Mrs | A Read
Councillor P J 3canlan
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AMMUAL GEMERAL MEETING
21 BAY 2014

=

NOMINATIONS FOR SWANSCOMBE AND GREENAITHE TOWN COLNCIL'S COMINTTEES AND EUB-COMMITTEES
[CHARMWEN AND WICE-CHARMEN 24 - 2015

SUB-COMMITTEES OF THE RLA COMMITTEE:

% HERITAGE PARK / SKULL SITE - 6§ MEMBERS OF THE COUNCIL:

Councillor B E Read
Councillor P J Scanian
Councillor Mrs S P Butterfill
Councillor Ms L C Howes
Councillor R J Lees
Councillor Mrs C K Opensaw

Chairman;
Vice-Chairman:
Sub-Committee
Members:

e

% ALLOTMENTS & CEMETERIES - § MEMBERS OF THE COUNCIL:

Chairman: 1. Councillor B E Read
Vice-Chairman: 2. Councillor Mrs S P Butterfill
Sub-Committee 3. Councillor J A Hayes
Members: 4, Councillor P M Harman
5. Councillor Mrs C K Openshaw
6. Councillor P J Scanlan

SUB-COMMITTEES OF THE FGP COMMITTEE:

% LEASES & LEGAL - 6§ MEMBERS OF THE COUNCIL:

Chairman: 1 Councillor B E Read
Vice-Chairman: 2, Councillor P J Scanlan
Sub-Committea k) Councillor P M Harman
Members: 4. Councillor J A Hayes

5. Councillor R J Lees

B, Councillor Mrs | A Read

% ANTI-SOCIAL BEHAVIOUR & CRIME SUB-COMMITTEE - 8§ MEMBERS OF THE
COUNCIL:

Chairman: Councillor B E Read
Vice-Chairman: Councillor P C Harris
Sub-Committee Councillor Mrs S P Butterfill
Members: Councillor Ms L M Cross

Councillor P M Harman
Councillor Mrs L C Howes
Councillor Mrs C K Openshaw
Councillor P J Scanlan
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AMMLUAL GENERAL MEETING
€1 M.l'l-"l" 2014
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NOMINATIONS FOR SWANSCOMBE AND GREENHITHE TOWN COUWNGILE COMMITTEES AMD SUG-COMMTTEES
(CHARMEN AND VICE-CHAIRMERN) 2074 — 20158

SUB-COMMITTEES OF THE PTE COMMITTEE:

% REGENERATION AND QUALITY COUNCIL - 8 MEMBERS OF THE COUNCIL:

Councillor B E Read
Councillor P J Sanlan
Councillar Mrs 5 P Butterfill
Councillor P M Harman
Councillor J B Harvey
Councillor Ms L G Howes
Councillor R J Lees
Councillor B R Parry

Chairman:
Vice-Chairman:
Sub-Committes
Members:
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AGENDA ITEM
Ay part Li/5/14 l Q
TERMS OF REFERENCE

THE ALLOTMENTS & CEMETERIES SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUMCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May

2014,

MEMBERSHIP:
This Sub-Commitiee shall consist of six Councillors who shall be elected, and may be

re-elected, each year at the Annual Meeting of the Town Council,

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in

accordance with Standing Orders).

At the first meeting of the Sub-Committee after the Annual Meeting of the Town
Council, the Sub-Commitiee shall elect @ Chairman {and a Vice-Chairman) for the
forthcoming year from amongst the Sub-Committee Membership.

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council,

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeting before the end of November,

The Clerk to the Council (or any other appointed person) shall provide administrative
support for the Committes.

FREQUENCY OF MEETINGS:
The Committee shall meet as required.

The Committee shall meet at the Town Council's offices at a date and time to sult the
Committee membership.

COMMITTEE FUNCTIONS:

The Sub-Committea shall:

Exercise the functions of the Recreation, Leisure & Amenities Committee with
reference to the appointment of lay volunteer allotment managers as per the
provisions of Section 20 of the Small Holdings and Allotments Act 1908,

Exercise the functions of the Recreation Leisure & Amenities Committee on any
finances relating to the provision, management, maintenance, improvement and
administration of all allotments under the control of the Town Council, inclusive of the
right to report suggestions for finances to be included within the annual estimates for
specific schemes of improvement.

Exercise the functions of the Council in relation to the provision, management,
maintenance and improvement of the Cemetery that is the responsibility of the
Dartford Borough Council within Swanscombe Park.

1al2
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TERMS OF REFERENCE
E ALLOTMENTS & CEMETERIES SUB-COMMITTEE.

Exercise the function of the Council in relation to the dead Cemetery within St Peter &
5t Paul's Church, in particular the maintenance of the Churchyard Wall.

REFERRED FUNCTIONS:
As an advisory body to consider an recommendations laid before it by other

Committees or the Council, which relate to facilities within the scope of this
Committee, not contained within the delegated functions.
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TERMS OF REFERENCE
THE ANTI-SOCIAL B UR & CRIME SUB-COMMI

DELEGATION FROM THE TOWN COUNCIL:
These Temns of Reference were agreed by the Town Council at its Meeting on 21 May

2074,

MEMBERSHIP:
This Sub-Committee shall consist of eight Councillors who shall be elected, and may

be re-elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in

accordance with Standing Orders).

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council,

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeling before the end of November

The Clerk to the Council {or any other appointed person) shall provide administrative
support for the Committee.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet al the Town Council's offices at a date and time to suit

the Sub-Committee membership.

COMMITTEE FUNCTIONS;
The Sub-Committee shall:

Exercise the functions of the Council in working with the Police, the PCS0’s and any
other authories, outside groups and agencies to alleviate the problems experienced
by the local population with anti-social behaviour and crime.

REFERRED FUNCTIONS:
As an advisory body to consider any recommendations laid before it by other

Committees or the Council, which relate to faciliies within the scope of this Sub-
Committee, not contained within the delegated functions,

fof1
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TERMS OF REFERENCE
THE EXECUTIVE & EMERGEMCY COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May

2014,

MEMBERSHIP:
This Committee shall consist of nine Councillors who shall be glected, and may be re-

elacted, each year at the Annual Meeting of the Town Council, including the Town
Mayor.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and m
accordance with Standing Orders).

The Town Mayor shall preside at meetings of this Committee.

The Committee will submit its minutes of meetings for ratification to the next meeting
of the Town Council.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Committee shall meet as required.

The Committee shall meet at the Town Council's offices.

COMMITTEE FUNCTIONS:
The Committee shall:

Exercise any functions of the Council on urgent issues or during the period of recess
of the Council save for those functions relating to the setting of an annual rate and
issuing of precept, the raising of loans or borrowing of money and the securing of any
necessary loan sanctions, and the approval of schemes for local fotteries.

Exercise any functions of the Council on matters specifically delegated to it to decide,
save from those exempted from delegation by statute and listed above,

With reference to matters, not more than three Members of this Committee (to be
selected by the Chairman of the Executive & Emergency Committee but not
necessarily including the Chairman of the Executive & Emergency Committee, to form
a Sub-Committee fo deal with matters relating to staff disciplinary procedures.

To assist, in an emergency, the population of Swanscombe and Greenhithe in
overcoming any extreme or unusual conditions caused by natural or accidental
means.

To co-operate with other Agencies, Statutory or Voluntary, o assist in the above.

Page { of 2
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TERMS OF REFERENCE
GENCY COMMIT :

To enlist the support of any other Organisations or individuals to assist in the above,
as may be necessary.

To prepare contingency plans to meet any of the situations as describaed above.

REFERRED FUNCTIONS:
As an advisory body reporting to the Council on any matters it has been specifically

instructed to investigate.
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TERMS OF REFERENCE
THE FINANCE & GENERAL PURP COMMITTEE.

DELEGATION FROM THE COUNCIL:
These Terms of Reference were agreed by the Town Council at its meeting on 21 May

2014,

MEMBERSHIP:
The Committee shall consist of twelve Councillars who shall be elected, and may be re-

elected, each year at the Annual Mesting of the Town Council

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in

accordance with Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council the
Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from
amongst the Committes membership. The Chairman (and Vice-Chairman) may be re-

elected.

The Committee will submit its minutes of meetings for ratification to the next meeting of
the Town Council.

The Committee will submit a budget to the Council for the forthcoming financial year at
the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Commities.

FREQUENCY OF MEETINGS:
The Committee shall meet on a nine weekly cycle on a Thursday at 7.00pm at the Town
Council's office as agreed at the Annual Meeting, unless otherwise varied by agreement

of the Committee.

COMMITTEE FUNCTIONS:
To exercise the functions of the Council in expending any finances allocated to it by the
Council in the annual estimates or otherwize in the area of footway and footpath
lighting, footpaths, car parks and donations to local organisations or individuals or other
bodies under Section 137 of the Local Government Act 1972,

To exercise the functions of the Council in the examination of all aceounts submitted for
payment and the coflection of sums due to the Council,

To exercise the functions of the Council in the examination of any parochial charity
accounts submitted to the Council under those provisions contained within Section 32 of
the Charities Act 1860 as amendead.

Page1ed 3
ZTC DecsiCouncil (General)Termns of RefarencaidDi4 - 2015Terms of Reference - FGP Commities - 21 May
2014.dac



TERMS OF REFERENCE
NCE & GENERAL PURPOSES COMMITTEE.

REFERRED FUNCTIONS:

As an advisory body to consider and report to the Council on all finances not specifically
allocated to other Committees including those finances contained within the balances
and investment accounts.

As an advisory body to consider and report to Council, estimates for the making of the
annual rate and precept issued, the raising of loans or borrowing money and securing of
any necessary loan sanctions and the approval of schemes for local lofteries.

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities or areas within the scope of this

Committee not contained within the delegated functions printed above.

As an advisory body to consider any recommendations specifically put to it by other
Committees in relation to their expenditure and consider and report upon any matters

not specifically allocated to other Committees.
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TERMS OF REFERENCE
HERITAGE PARK f SKULL SITE SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at ite Meeting on 21 May

2014.

MEMBERSHIP:
This Sub-Committee shall consist of six Councillors who shall be elected, and may be

re-elected, sach year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in

accordance with Standing Orders),

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council,

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeting before the end of November.

The Clerk to the Council {or any other appointed person) shall provide administrative
support to the Committes.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council's offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committee shall:

Exercise the functions of the Recreation, Leisure & Amenities Committee with all
matters relating to the Heritage Park / Skull Site.

Exercise the functions of the Recreation, Leisure & Amenities Committee in providing
representation on the Swanscombe Action Group and controlling the operation and
provision of the facilities in relation to the Heritage Park / Skull Site.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this
Committee, not contained within the delegated functions.
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ZATE DocsCourcd (Genea\Tanms of Refarapea 2014 - 3008 Terms of Refersncs - Hmﬂ Park-Skul S - 21 I.t.-:,l 4. deog



This page is intentionally left blank



w7

TERMS OF REFERENCE

THE LEASES & LEGAL SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May

2014,

MEMBERSHIP:
This Sub-Committee shall consist of six Councillors who shall be elected, and may be

re-elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Commitlee will operate in accordance with Local Government Law {and in

accordance with Standing Orders).

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council,

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeling before the end of November,

The Clerk to the Council (or any other appointed person) shall provide administrative
support for the Committee.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council's offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committee shall:

Exercise the functions of the Council in negotiating all items in relation to leases and
their terms on Town Councll property, apart from the setting of rent, as appropriately
decided by the parent Committee,

Exercise the functions of the Council in dealing with all iterns in relation 1o legal
matters laid before it, as appropriately decided by the parent Committee.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this
Committee, not contained within the delegated functions.

Page 1 af 1
2ATC DossiCouncl (Generall\Terms of Relerencei2014 - Z015Tarms of Relenncs - Leases & Logal Sub-Committes - 21 Itay
201 4. dos



This page is intentionally left blank



\l"

TERMS OF REFERENCE

RSONNEL COMMI

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May
2014,

MEMBERSHIP:
This Committee shall consist of seven Coungillers who shall be elected, and may be

re-elected, each year at the Annual Meeting of the Town Council, including the Town
Mayor.

PROCEDURES:

The Committee will operate in accordance with Local Govermmment Law (and in
accordance with Standing Orders).

The Town Mayor shall preside at meetings of this Committes

The Committee will submit its minutes of meetings for ratification to the next mesting
of the Town Council.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Committee shall meet as required.

The Committee shall meet at the Council Offices, The Grove, Swanscombe at a time
suitable to Members of the Commitles.

COMMITTEE FUNCTIONS:
The Committes shall:

Exercise any functions of the Council in relation to personnel matters, with the
exception of disciplinary procedures, apart from Stage 1- Formal Oral Warnings.

Formation of Interview Panels to be made up of the following:

=  Town Mayor or Deputy Town Mayor;
« Appropriate Chairman of main committee;
»  Town Clerk or Responsible Financial Officer (RFO).

Exercise functions of the Council on the question of levels of pay and salary
settliements for all staff employed by the Council,

Exercise functions of the Council in relation to the Local Government Pension
acheme.

Exercise functions of the Council in relation to staff health and safety and risk

assessmeants.
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TERMS OF REFERENCE
THE PERSONNEL COMMITTEE.

Exercise functions of the Council in determining staff disciplinary and grievance
procedures, assaults on staff and any other personnel legisiation required.

REFERRED FUNCTIONS:
As an advisory body reporing to the Council on any matters it has bean specifically
instructed to investigate.
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TERMS OF REFERENCE
TH NG, MAJOR DEVELOPMENTS SPORTATION &

ENVIRONMENT COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May

2014,

MEMBERSHIP:
This Committee shall consist of twelve Councillors whao shall be elected, and may be

re-elected, each year at the Annual Meeting of the Parish Council. The Committea
may also consist of outside bodies or local authority representatives as deemed

necessary in an advisory capacity,

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and In

accordance with Standing Orders),

At the first meeting of the Committee after the Annual Meeting of the Town Council the
Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year
from amongst the Committee membership. The Chairman (and Vies-Chairman) may
be re-elected.

The Committee will submit its minutes of meetings for ratification to the next meeting
of the Town Council,

The Committee will submit a budget to the Council for the forthcoming financial year at
the appropriate meeting before the end of November.

The Glerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The schedule of meetings shall be agreed at the Annual Meeting of the Town Council,

The Committee shall meet on a three weekly cycle on a Wednesday at 7.00pm at the
Town Council's offices, unless varied by the agreement of the Committes.

COMMITTEE FUNCTIONS:
The Caommittea =hall:

Decide the Town Council's responses on consultations on planning applications from
Dartford Borough Council, Gravesham Borough Council (where applications fall into
the Swanscombe Boundary) and from the County Council.

Make recommendations to the Council on statutory and non-statutory planning policy
documents.

Select from its membership a person, or persons, to represent the Council at site
meetings, public enquiries, etc to represent the Council’s previously agreed views.

Page 1o 2
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TERMS OF REFERENCE

THE PLANNING, MAJOR DEVELOPMENTS, TRANSPORTATION &
ENVIRONMENT COMMITTEE.

To deal with any items relating to transportation and environmental issues affecting
the area and invite outside organisations to meetings to address issues highlighted.
To lobby outside organisations on behalf of the Council 10 improve matters relating to
transport and the environment.

Decide the Town Council's responses on consultations on major developments
affecting the parish from Dartford Borough Council, Gravesham Borough Council and
from the County Council.

Exercise the functions of the Council on negotialing Section 106 Agreements with the
Borough or County Council and developers.,

Exercise the functions of the Councll in meeting with developers to negotiate planning
gain for the community.

REFERRED FUNCTIONS:
As an advisory body to consider any recommendations laid before it by other

Committees or the Council which relate to planning, transportation and the
environment within the scope of this Commitiee not contained with the delegated
functions of the Committee.
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TERMS OF REFERENCE
REGENERATION ALITY COUNCI

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its Meeting on 21 May

2014,

MEMBERSHIP:
This Sub-Committee shall consist of eight Councillors who shall be elected, and may

be re-elected, each year at the Annual Meeting of the Town Council, including the
Town Mayor,

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law {(and in

accordance with Standing Orders),

The Sub-Committee will submit its minules of meetings for ratification to the next
meeting of the Town Council.

The Sub-Committee will submit a budget to the Council for the ferthcoming financial
year at the appropriate meeting before the end of November.

The Clerk to the Counell (or any other appointed person} shall provide administrative
support for the Committee.

FREQUENCY OF MEETINGS:
The sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council's offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committes shall:

Exercise the functions of the Council in creating links with outside organisations and
creating working partnerships te assist the Council in the area regeneration of
Swanscombe and Greenhithe.,

Exercise the functions of the Council in obtaining Quality Status and all matters
involved in achieving this,

REFERRED FUNCTIONS:

As an advisory body fo consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this
Committee, not contained within the delegated functions.
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TERMS OF REFERENCE

THE RECREATION, LEISURE AND AMENITIES COMMITTEE.

DELEGATION FROM THE COUNCIL:
These Terms of Reference were agreed by the Town Council at its meeting on 21

May 2014

MEMBERSHIP:
The Committee shall consist of twelve Councillors who shall be elected, and may be

re-elected, each year at the Annual Meeting of the Town Council,

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in

accordance with Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council
the Committee shall elect a Chairman (and a Viee-Chairman) for the farthcoming
year from amongst the Committee membership. The Chairman (and Vice-Chairman)
may be re-elected.

The Committee will submit its minutes of meetings for ratification to the next meeting
of the Town Council,

The Committee will submit a budget to the Council for the forthcoming financial year
at the appropnate meeting before the end of November,

The Clerk to the Council (or other appointed person) shall provide administrative
support for the Committee.

FREQUENCY OF MEETINGS:

The Committee shall meet on a nine weekly cycle on a Thursday at 7.00pm at the
Town Council's office as agreed at the Annual Meeting, unless otherwise varied by
agreement of the Committee.

COMMITTEE FUNCTIONS:

To expend any finances allocated to it by the Council within the annual estimates or
otherwise in the area cof recreation grounds, parks, open spaces, playgrounds,
allotments, sporiing facilities, recreational facilties, community halls and leisure

centres

To exercise the functions of the Council in controlling the operation and provision of
facilites in relation to recreation grounds, parks, open spaces, playgrounds,
allotments, sporting facilities, community halls and the Swanscombe Centre and the
Old Fire Station Community Cafe. To liaise with the Manager of the Swanscombe
Centre as determined in the Management Agresment dated 12 July 2004 (re-newed
2014).

To make representation to the Counell in relation to the annual estimates in respect
of expenditura.
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TERMS OF REFERENCE

THE RECREATION, LEISURE AND AMENITIES COMMITTEE.

Te liaise as required with other Committees and staff of the Council, outside bodies
and persons on any aspects of joint responsibility.

To liaise with the Town Clerk on aspects of leisure centre management as they
affect the general administration of the Town Council.

REFERRED FUNCTIONS:

To act as an advisory body considering any recommendations laid before it by other
Committees or the Council which relates to facilities or areas within the scope of this
Committee not contained within the delegated functions of this Committee.,
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AGENDA ITEM ||

hEN 2(/5 71y

DAT - 2015
FEGP RE&ELA TOWN COUNCIL| P,MD,T&E
12 June 2014 26 June 2014 10 July 2014 22 May 2074
4 Sept 2014 256 Sept 2014 16 Oct 2014 11 June 2014
g Mov 2014 27 Nov 2014 18 Dec 2014 10 Sept 2014
15 Jan 2015" |5 Feb 2015 26 Feb 2015 1 Oct 2014
12 March 2015 |9 April 2015 30 April 2015 22 Oct 2014
apeneral Elockan 78 |45 Noy 2014
“n ==
21 Jan 2015
11 Feb 2015
4 March 2015
26 March 2015
18 April 2015
E May 2015

23 April 2015 - Annual Open Town Mesting
21 May 2015 - Annual General Meeting

Meetings of the following Committees to be arranged as and when required:

Executive & Emergency Committes
Personnel Commitiea

Meetings of the following Sub-Commitiees o ba arranged as and whan reguired:

Herilage Park / Skull Site
Allotments [ Cemeteries

Leases & Legal

Regenaration / Quality Council
Antl-Social Behawiour & Crime

EWANSCOMBE AND GREENHITHE TOWMN COUNCIL

EVTC Docs\AGRNI0 T4 - AGM 27 May 2014\Dates of Meelings 2014-15 - 21 May 2014
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AMMUAL GENERAL MEETING

P g AGENDA ITE
g sin g8/ H Mll

REPRESENTATIVES ON OUTSIDE BODIES AND COMMITTEES FOR 2014 — 2015,
% ADVICE SERVICE DARTFORD (CAB)

1. Councillor Ms L M Cross
% BLUEWATER FORUM:
1. The Town Mayor or agreed substitute

* DARTFORD ASSOCIATION OF TOWN AND PARISH COUNCILS (DAPTC) (1
MEMBER PLUS THE TOWN CLERK):

1. The Town Mayor

% NORTH WEST KENT VOLUNTEER CE NTRE irreviousiy DARTFORD VOLUNTEER BUREAL]
(1 MEMBER):

1. Councillor Mrs S P Buttarfill
%+ DARTFORD LOCAL BOARD (1 MEMBER):
1. Coungciller P J Scanlan
%+ DEVELOPMENT CONTROL USERS FORUM (1 MEMBER):
1. Counciller B E Read
% ELDERLY FORUM (1MEMBER):
1. Councillor Ms L C Howes
< EASTERN QUARRY COMMUNITY LIAISON GROUP {1 MEMBER):
1. Councillor P J Scanlan

% GRAVESEND AND DISTRICT SOCIETY FOR THE MENTALLY HANDICAPPED
(1 MEMBER):

1. Councillor Mrs L C Howes
% GREENHITHE COMMUNITY ASSOCIATION {2 MEMBERS):

1. Councillor Mrs S P Butterfil
2, Vacant position *
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AMNUAL GENERAL MEETING
£1 MAY 2014

=

REPRESENTATIVES ON QUTSIDE BODIES AND COMMITTEES FOR 2014 — 2015,

% INGRESS PARK MANAGEMENT (GREENHITHE) LTD (IPGM) (2 MEMBERS) -
DIRECTORSHIP:

1. Councillor P M Harman
2 Councillor P C Harris

+ KENT ASSOCIATION OF LOCAL COUNCILS (KALC) COUNTY AREA
COMMITTEE (2 MEMBERS):

1. Councillor Ms L C Howes
2.  Councillor Mrs S P Butterfill

% KALC DARTFORD AREA COMMITTEE (2 MEMBERS):

1. Councillor R J Lees
2.  Graham Blew — Town Clerk

< POLICE COMMUNITY LIAISON GROUP {1 MEMBER):
1.  Councillor Ms L M Cross

% SURESTART - KNOCKHALL CHILDREN'S COMMUNITY CENTRE COMMITTEE
(1 MEMBER):

1.  Counciller R J Lees

+ SURESTART - SWANSCOMBE U1R CHILDREN'S CENTRE COMMITTEE (1
MEMBER):

1. Councillor R J Lees

+ THE PAVILION COMMUNITY SPORTS AND SOCIAL CLUB (THE PAVILION) (3
MEMBERS):

1. Vacant position F
2.  Councillor J A Hayes
3. Councillor R J Lees
% VILLAGE TRANSPORT REPRESENTATIVE (1 MEMEER):
1. Councillor B E Read
% (DARTFORD) YOUTH ADVISORY GROUP (1 MEMBER):

1.  Councillor Ms L C Howes

Paga 2 cf 2
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AGENDA ITEM
pavt S/

ANNUAL GENERAL MEETING
21 MAY 2014
K SIGNATORIE
Current Account Town Mayor's Charity
¥ Mompers Town RAQ
e T o Account
1. Clir Mre S P Butterfill 1. Town Clerk
2. Clir P M Harman 2. Responsible
Financial Officer
(RFO)
3. Clir Mrs A R Harvey
4. ClirR J Lees
5. Clir Mrs | A Read
8. Clir P J Scanlan
Page 1of 1
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AGENDA ITEM
best 2500

TN COUINGIL
1 MAY 2014

MINUTES of the MEETING of the SWANSCOMBE & GREENHITHE TOWN COUNCIL held at

THE COUNCIL OFFICES, THE GROVE. SWANSCOMBE on THURSDAY 1 MAY 2014 at 7.00
PM

PRESENT: Councillor Ms L M Cross — Town Mayor

Councillor Mrs S P Butterfill
Councillor J M Harman
Counciilor P M Harman
Councillor P C Harria
Councillor Mrs A R Harvey
Councillor J B Harvey
Councillor Ms L C Howes
Councillor R J Lees
Councilior B R Parry
Councillor B E Read
Counciller Mrs | A Read
Councilior P J Scanlan

ALSO PRESENT: Graham Blew, Town Clerk

ABSENT: Councillor Ms L M Hall

#5E13-14,

4ETME-14,

4681 114,

Councillor J A Hayes
APOLOGIES FOR ABSENCE.
Apclogles for absence were received and accepted from Councillors' K G Bassson
(work commitments), A Harvey (other commitments), Mrs C K Openshaw (other
commitments), V Openshaw (other commitments) and P A Read {work commitments).

DECLARATIONS OF INTEREST IN ITEMS ON THE AGENDA.

There were none.

The Chairman gave the opportunity for the meeting fto be adfourned at this point
to accept guestions from the public.

MINUTES OF THE MEETING HELD ON 27 FEBRUARY 2014,

Members were provided with a copy of the Minutes of the Meeting held on 27 February
2014,

RESOLVED:

That the Minutes of the Meeting held on 27 February 2014 be confirmed and signed as
a frue record,

iy
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470 3- 14

T4

AT 14,

473314

4T4 314,

TORAT COUNCEL
1 MAY 2014

ITEMS DEEMED URGENT BY THE CHAIRMAN [ MATTERS ARISING FROM
PREVIOUS MINUTES AND THEIR POSITION ON THE AGENDA.

The Town Clerk updated members on the situation regarding the replacement of the
damaged flooring to the Heritage Community Hall.

MINUTES OF THE PLANNING, MAJOR DEVELOPMENTS, TRANSPORTATION &
THE ENVIRONMENT COMMITTEE MEETING HELD ON 16 APRIL 2014.

RESOLVED:

That the Minutes of the Planning, Major Developments, Transportation & Environment
Committee Meeting held on 16 April 2014 be confirmed and the recommendations

made therein be adopled

MINUTES OF THE RECREATION, LEISURE & AMENITIES COMMITTEE MEETING
HELD ON 10 APRIL 2014.

RESOLVED:

That the Minutes of the Recreation, Leisure & Amenities Committee Meeting held on 10
April 2014 be confirmed and the recommendations made therein be adopted.

MINUTES OF THE FINANCE & GENERAL PURPOSES COMMITTEE MEETING
HELD ON 13 MARCH 2014.

RESOLVED:

That the Minutes of the Finance & General Purposes Committee Meeting held on 13
March 2014 be confirmed and the recommendations made therein be adopted.

MINUTES OF THE ANTI-SOCIAL BEHAVIOUR & CRIME SUB-COMMITTEE
MEETING HELD ON 23 APRIL 2014.

RESOLVED:

That the Minutes of the Anti-Social Behaviour & Crime Sub-Committee Meeting held on
23 April 2014 be confirmed and the recommendations made therein be adopted.

CAPACITY BUILDING FUND (DARTFORD BORCUGH COUNCIL (DBC)).

Members discussed various deas for suitable projects and it was agreed that
applications for the following projects be submitted for co nsideration:

1. Replacement radiators and boiler at the Heritage Community Hall
2. Replacement boilers and shower heads at The Pavilion

RESOLVED:
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ATEM 314,

ATE 114,

dTTTH 314,

ATEMI-14,

TN COURCIL
1 AAY 2014

That applications for the following projects be submitted for consideration:

1. Replacement radiators and boiler at the Heritage Community Hall
2. Replacement boilers and shower heads at The Pavilion

SUB-COMMITTEE VACANCY.

Members considered the vacancy on the Allotments & Cemeteries Sub-Committee and
agreed that this item be deferred as it would be dealt with at the Annual General

Meeting on 21 May 2014.

RESOQOLVED:

Eﬂtggs itermn be deferred as it would be dealt with at the Annual General Meeting on 21
y 2014,

CCTV POSSIBILITIES - (SWANSCOMBE SHOF SAFE SCHEME NO LONGER
OPERATIONAL),

Further to minute 460/13-14, Anti-Social Behaviour & Crime Sub-Committee meeting
23 April 2014, Members considered the advice given by the Police that, despite public
perception, the level of crime within the High Street and adjcining areas was not of a
sufficient level lo warranl the introduction of CCTV and concurred with the
recommendation from the Sub-Commitiee.

RESOLVED:

That the option for provision of CCTV in the High Street not be taken up at this time for
the reasons staled by the Police.

INSURANCE CLAIM/S - UPDATE.

Members were informed that claims ref. 27130000671/Z and 2713000473/Z had both
bean sattied and tha! the cost to the Town Council had been approximately £1,750.00.

RESOLVED:

That the item be noted.

KENT ASSOCIATION OF LOCAL COUNCILS (KALC) — PARISH NEWS (ISSUE 376
APRIL 2014).

RESOLVED:

That the item be noted.

1ma
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TOWR COHUNCIL
1 MY 2014

REPORTS OF OUTSIDE REPRESENTATIVES.

Members were advised that this item provided an oppertunity for Members' appointed
as representatives on outside bodies to provide a report at the meeting.

Dartford Youth Advisory Group (DYAG)

Councillor Ms L C Howes is the Town Council's representative on the DYAG. As
previously agreed the minutes for the 4 February 2014 meeting and the agenda for the
g April 2014 meeting were available in the Chamber for inspection,

Borough and Parnsh Coungils Forum (BPCF).
The Town Mayor and the Town Clerk are the Town Councils representatives an the
BPCF. As previously agreed the agenda for the B April 2014 meeting was available in

the Chamber for inspection.

Ingress Park Greenhithe Management Limited (IPGM).
IPGM had indicated that, although unable to provide documentation, they would like to

submit verbal updates to the Town Council. Councillors’ P M Harman and P C Harris
are the Town Council's representatives on IPGM.

Members were informed that another Development Manager (Mr James Watson) had
been appointed along with a new leam.

REPORT FROM KENT COUNTY COUNCILLOR.

Kent County Councillor P M Harman had submilted a report which Included details of
the following items:

Full KCC Meeting; KCC Planning & Regulations Commitiee; The Teal Energy Flanning
Application (Manor Way) had not come forward as yet, Environment & Transport
Committes (attended as a substilule) had considered the Safe & Sensible Street
Lighting Scheme with residents' concems over increased crime having been raised,
there had been a debate about the Freedom Travel Pass with a petition being
presented which was overruled.

Mr Hamman informed the council that he would be trying to encourage the setting up of
Neighbourhood Watch Groups within Swanscombe and Greenhithe.

Mr Harman had met with the head teacher of Knockhall Primary School regarding
concerns about traffic in Eynsford Road and he had agreed to obtain the accident
statistics for that area and the options for further regulations and enforcement,
possihility of getting a school crossing patrol or making the road one way eilher
permanently or during the problem periods of the day.

Mr Harman confirmed that he had attended the last Dartford Borough Council Joint
Transportation Board meeting.

RESOLVELD:

1E0
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dEATY 314,

TOWN COURCIL
1 Ay 2014

That the item be noted.
REPORT FROM DARTFORD BOROUGH COUNCILLORS.

The Dartford Borough Councillors on the Town Council reported on the following
matters:

= There had been a lot of actvity in Swanscombe and Greenhithe with the
Chancellor of the Exchequer visiting Eastern Quamry this week. It had been
disappointing that the Town Council had not been contacted or made aware of this
or with any details about the proposed Garden City project.

« Councilior Mrs 5 P Butterfill advised that both she and Counciflor J A Hayes had
attended the last Dartford Boreugh Council Joint Transportation Board meeting
where a presentation had been given by Amiva and discussions about
replacing/upgrading the Fastrack buses had taken place.

RESOLVED:

That the item be noted.

SEALING OF DOCUMENTS.

Thers were none.

TOWN MAYOR'S ANNOUNCEMENTS.

The Town Mayor thanked those members that had attended her recent fundraising
evening at the Greenhithe & Swanscombe Royal British Legion, and also those that had

donated to the fund raising which had raised approximately £300 on the night. This sum
would go towards the amounts being raised throughout her term for Walk Tall, Ellenor

Lions Hospice and the local Scouts,

The Town Mayer reminded members that the following meetings were coming up:

. Annual Open Meeting on 15 May 2014
. Annual General Meeting on 21 May 2014

QUESTIONS.

Members were informed that guestions did not form part of the Meeting; they were
merely the opportunity for Members to exchange information.

There being no further business to transact the Meeting closed at 7.50 pm.

Signed: Date:-
(Chairman)

181
ZATE Deca\Town CouncittinuiasiMirules of Tewn Council Meeting - 1 May 2014 coc



This page is intentionally left blank



AGENDA ITEM [§

ban 21/ 0¢

15. REPORT ON THE REPEAL OF 5.150 (5) OF THE LOCAL GOVERNMENT ACT 1972
— IMPLEMENTATION OF NEW FINANCIAL REGULATIONS.

Members are aware that the "two signature rule” has been repealed (Minute 414/13-14 FGP
13 March 2014). The National Association of Local Council's (NALC) has therefore produced
new draft financial regulations that take account of this change. Attached is a copy of these
draft regulations for members’ consideration. Administrative procedures and responsibilities
will have to change because of the new regulations and | detail these below along with other

significant changes.

Section 2 — Accounting and Audit (Internal and External)

2.2 At least once a quarter and at the end of each financial year, a member, other than the
Town Mayor or a cheque signatory shall be appointed to verify the bank reconciliations
for all accounts produced by the RFO. The member shall sign the reconciliations and the
original bank statements as evidence of verification. The activity, upon conclusion shall
be report to and noted by the Finance and General Purposes Committes,

| would suggest that (e Council appoints & member fo undertake this task af the AGM.
Section 3 -~ Annual Estimates (Budget) and Forward Planning

3.1 Each committee (if any) shall review its three year financial forecast of revenue and
capital receipts and payments. Having regard fo the forecast, it shall thereafter formulate
and submit proposals for the following financial year to the council no later than November
including any proposals for reviging the forecast.

The council has not previously undertaken 3 year financial forecasting and therefore thought
neads fo be ghven on how best to start this.

3.2 The council shall consider annual budget proposals in relation to the council's three year
forecast of revenue and capital receipts and payments including recommendations for
the use of reserves and sources of funding and update the forecast accordingly.

Again, the councll has not previously undertaken 3 year financial forecasting but once
considered this will fall into the budget sefting process with ease.

Section 4 — Budgetary Control and Authority to Spend

4.1 Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:

s The council for all tems over £5.000;

« aduly delegated committee of the council for items of £500: or

» The clerk in conjuction with the Town Mayor or Chairman of the appropriate committes,
for any items below £500.
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| would suggest that the council reviews these amounts and it may be that a committee needs
fo be approve expendifure over £5,000. The process of authorising and having works executed
could be hindered by these fimils.

4.4 Salary budgets are to be reviewed at least annually for the following financial year and
such review shall be evidence by a hard copy schedule signed by the Clerk and the
Chairman of the Council or relevant committee.

The RFO, when drafting the estimates currently, undertakes detailed analysis of all salary
costs, taking info account cost of living rises, potential pay increases and spinal increases and
any changes fo employer pension confribution rafes. In order fo comply with this financial
regulation, it may be appropriate for this information to be supplied lo the Personnel Commitieg
(Navember) prior to the Estimates that are provided to members in December.

Section 5 — Banking Arrangements and Authorisation of Payments

51 The Councid now has the cpporunity, if it 50 wishes, to seek credit references in respect
of members or employees who act as signatories.

The council therefore needs to consider whether they wish this to implement this procadure.

55 (¢)Fund transfers within the council’s banking arrangements up to the sum of £10,000
provided that a list of such payments shall be submitted to the next mesting of the

appropriate meeting.
The RFO would suggest that this fimif is increased to £35,000 because, on some wesks, the

council could have salarfes, tax and national insurance payments and another large payment,
ie the Lefsure cenfre management fee, which could easily amouni to £35,000.

56 The Clerk and RFO are to draw up a list of regular payments which arise on a regular
basis for each financial year as a continuing contract, statutory duty or obligation (such
as but not exclusively salaries, PAYE and NI pension and regular maintenance cantracts.

The Clerk and the RFO will review these payments and would suggest that this is erther
included in the AGM or the first council meeling thereafter.

5.8 Members who are signatories must sign checks in accordance with the Code of Conduct
and therefore consider any disclosable, pecuniary or other interests before signing and
authorising any payments.

Section 6 - Instructions for the Making of Payments

6.3 All payments shall be effected by cheque or other instructions to the council's bankers,
or otherwise, in accordance with a resolution of the council (or duly delegated committee).

The Council will need to make a resolution if it wishes to alfow payment of accounts by direct
on line hanking methods. For ease of administration and a clearer audit trail, | would suggest
that this is only authorised where il is absolutely necessary to pay in this manner, i.e. HMRC
payments and the KCC Pension Fund and when other suppliers advise the councll that it will
only naw accep! payments on line, All payments made by this method currently, are supporfed
by an appropriate voucher, which is signed in accordance with fthe cheque signafory

arrangements,
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5.6 Bank signatories now need to initial the cheque counterfoil when signing cheques.

6.7 The Council needs to agree by resolution the payment of variable direct debits for utilities
supplies. This must be renewed by resolution every two years. The instruction must be
signed by two members and the RFQ or the Clerk. Again, a direct payment voucher is
used to support the payment and signed in accordance with the cheque signatory

arrangements.
6.8  The Council is now able to, if thought appropriate, make payment by BACS or CHAPS.

The RFQ does not believe that there is currently a need for this, but will obviously advise the
council if the need anses in the future,

6.11 Where a computer requires the use of a personal identification number (PIN) or other
passwords to access the council's records on that computer, a note shall be made of the
FIN and passwords and shall be handed to and retained by the Town Mayor in & sealed,
dated envelope, The envelope must not be opened by other than in the presence of two
other others and it if it is opened, the PIN and/or passwords must be changed

immediately.

The Town Clerk and RFQ will review all PIN's and passwords and provide a full list to be given
to the Town Mayor as required.

6.15 The RFO is appointed as the Sarvice Administrator of the council’s internet banking
arrangements. The authorised council members on the bank mandate will be authorised

to approve transactions on all accounts.

This will mean that the mandates for the Active Saver accounts (x2) shouwld be amended and
the Town Mayor's charify account. The RFO is cumently only authorised signatory on this
account and members may not wish all bank signatonies fo have authorisation on this account.
It may be more appropriate that the signafories should be the RFO and the Town Clerk only,

6.18 The Clerk and RFO are now able to have debit cards and must not, under any
circumstances use their personal cards for payment of council expenses. | would suggest
the limit of £500 is sufficient at the present time.

6.19 A pre-paid debit card may be issued to employees with varying limits. | would suggest
that this is not necessary at the present time.

6.20 The Council may now have a corporate credit card, but again, | do not think that this is
necessary at the present time.

Section ¥ - Payment of Salaries

7.3 Every payment to employees of net salary and to the appropriate creditor of the statutory
and discretionary deductions shall be recorded in a separate confidential record
(confidential cash book). This confidential record is not open to inspection or review
(under the Freedom of Information Act or otherwisa).
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The RFO almeady keeps a confidential record of these payments on the system. Only
departmental tolals of payments are shown in the actual accounts.

7.6 An effective system of personal performance management should be maintained for the
senior officers,

The Clerk is not cumenily part of the annual appraisal system and therefore consideralion
nesds fo be given on how lo introduce an effective syslem of personal performance

managemaernt.

7.7 The regulations now include termination payments for staff, which must be supported by
a clear business case and reported to council. The amount of any payment can only be
authorised by the full council,

Section 11 - CONTRACTS

11.1 (b} The value set for entering into a contract when exceeding £60,000 in value in the new
regulations for the supply of goods or materials or the execution of works or specialist
services other than such goods, materials, works or specialist services as are excepted
as el oul in paragraph {(a), the Clerk shall invite tenders from at least three firms to be

taken form the appropriate approved list.

The value in the council's current regulations is £25,000 and therefore members may wish o
consider whether this should be increased.

Recommended:

1. Tonote the repeal of 5.150 and the changes as indicated
in the report.
2. Where suggested o appoint member's

lo carry out the required actions,
3. To adopt the new Financial Regulations.
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DRAFT for congideration by Council. Values are to be g8l by the Councll whon

adopling Financial Regulations {other than the EU Procurement thresholds shown in

Reguiation 1)

SWANSCOMBER AND GREENHITHE TOWN COUNCIL
FINANGIAL REGULATIONS
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These Finencial Reguletions were edopied by the Councll af = Maeling held on

1.1

8

1.3

14,

1.4

18
1T

1.8,

=

GEMERAL

Thesa fnancal requlabons govem the conduct of fnancisl managemenl by the
cumcl and may only be amended or vared by resolition of ihe councl, Financal
reguistions are ono of tha councils three gowvarning poioy documents providing
pocedured guidance for members and officers. Financlal regulations must be
cheenved N conjuncbon with fhe council's standing orders! and amy individual
fimancial regulations refating o coniracts,

The council & responsdle in law fer ensurng Mal its fnancisl management is
adeguate and effeclive and thal the council has a sound system of inbernal cordral
which faci¥stes the effecinve exercise of the councils functions, inchiding
arangaments for the mansgement of sk,

The counal & socounting cortrol systeme must include measungs;

»  for ihe iimely produstion of acoours;

= |hai provide for the sale and eMcent saleguarding of public monsy,
= o prevent and detect maccuracy and frewd; and

s dentifying ihe duties of officars.

These inancial eguistions demonsirate how e councll meels these responsibililies
and fequifements,

Af leasi pnoe a year, pelor to approsing the Annual Govemance Statement, tha
councl miset review the afectiveness of Me syetem of infamal confral which shal ba
i Enprdance with preper pracices

A breach of these Requiators by an employee is gross misconduct

Nembare of Coundl are expeciad 0 foliow the ingtrucions within hese Reguiatons

and not o enfice employees o breach them, Failore o fofiow insfuciions wifhin
thase Reguiations Brings 1he office of Councilior inta demapute,

The Resparsibia Finencial Cffices (RFC) hofds & staiulony olfice 1o be appoiibed by
tha council- [T Cark - fae-boen- Jopsinied o BFO- 16 s counc] - ard- lhesa

ot el b e R e

! Moael standing orders for councs ane avalletis in Local Coundis Expained 8 2072 NaSional Assooation
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18, The RFO;
s acds under the palicy direciion of tha councl;
] afriniaters Ihe councds financial affake in Bccordance with al Acts,
Regulations and proper praciices;
=  datermines on behalf of the councd ite accourding ressrds anrd aocounting
oconirol systams;
= ensures the eccounting control syslems are ohsened;

«  mantains the accounting reconde of the coundl up to dabe in eccordance with
proper praclices;

=  pazisis the cowncl o sacure econamy, efficency and effectivenacs in the use
of it resownes; end

¢ produces financial menagement informalion as required by the councl

1,10,  The sccounting recards datermined by the RFO shall be sufficiant 1o show and
explan lhe council's ransactions and to enable the AFD lo easure Bat amy
Inzome and expenditure account and sletement of balances, or recond of receipts
ond payments and addifional information, as the case may be, or management
information prepared for the counail fram time to fime comply with fa Acozrnls

ard Audit Regulations?,
1,11, The accounting records dabermined by the RFC shal in parliculer centain;

= enbies fom day to day of all sums of monay recaived and experded by the
council and the matters to which the insome and expenditure or receipls and
pEymEns Booount nefate;
« @record of the aesets and liabdities of (he counal and
#  wherever nelevant, 8 record of ihe oouncil's income and expanditure in
relation o caims made, or b be made, for any contribusion, grand ar subsidy,
1.12.  The acoounting contred systams cetermined by the RFO shall induda:

«  prooedures 0 engure that the fingreisl trensactions of the council am
recorded] B8 ®00N &5 ressonably practcabie and @s sccuretely and
rasaonably a8 possible;

¥ proceduras fn enebés the pravention and detaciion of inaccuracies snd frawd
@nd iha ability ba reconstruct any loat records;

# in England - Accounts anc Audl {Engend) Regustions 2011M17

In Yimles - Aecounts ang AuE (dVafes) Reguleaiors 20080388
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.14

«  [dendification of the duties of officars desing with financial transactions and
division of responslbiliies of those officars i relafion o significard

trargackors;

=  procedunes to ensure thal uncolleciabie amourds, including any tad debls
are ol submitied fo he counci for approval B0 be writen off except with the
spprovel of fhe RFD and thet the approvals are shown in the sccourding
recovds; and

& rasures b ensure thal riek i properly managed,

Tha council & not empowened by these Regelatiors or othersise o delegale
cetain apacified decsions. in parficular amy decision ragarding

=« gatling ihe firal budget or the precepd (Councll Tax Reguiremeni);
s  @oproving scoounting stadements;
s approving an apnual govemance siatement,

& honowing;
= writing off bad detds,
=  declanng algiblkty for the poeses of wall-baing, and

&  pddressing recommandations in amy repont from dhe mternal or eadernal
auditars,

shall be a matier for the full councl anly.
In addition the council must

#  determine pnd kesp under ragular review the bank mandste for all counel
biank Boconts;

= Epprove any grant o & sngle commitmant in excess of (ES, 00054, and

= In meepact of the annual ealery for eny employes have megerd 1o
recommentalians aboul annual searies of employess made by (he relevant
Comméttee in acoordance with its serms of reference.

Im thege financial regqulations, references o ke Accounts and Audit MagLeaticns or
“the: regulations’ shall mean (he reguipiions Msued under the provisions of seclion
27 of tha AudE Cormmission Acl 1958, or any superseding legislation, &nd then in
forca unless otherwise specified.

In thags Enancial reguistions the fterm ‘propar prectice’ or ‘proper practices” shall
refer fo guidence isaved in Govamerss and Accowiabiily v Loce Councila— a
Frapilionars’ Guids [Ensland) issusd by the Joint Practifioners Advigary Group
[JPAG), mwailable from the websites of NALC and the Society for Local Gauncil
Clerks (SLCC) or Gavermance and Accouwntability for Locs? Councils v Wiles - A




Praciiianers’ Guida, avaliable from the websites of One Volce Wales (OWV) and
SLCC as appropriata

2, ACCOUNTING AND ALIDIT (INTERMNAL AND EXTERMAL)

2.1

2.2

23

24

2.5

8

2T
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Al secounting procedures and financial records of the council shall be detarmined by
lhe RFC in sccordence with the Accounts and Audit Regulations, sppropriale
Guidance and proper pracices.

On @ regular basls, at least once in e&ch quarer, and at each inancal year and, @
member other then the Chairan-Town Mayor [or & chegue signatory] shall be
eppirded 1o verify bank reconcilations ifor all accounts] produced by the RFO. The
member ehall sgn tha roconciletions end the ariginal bank sistemands for similar
document] as evidence of verfication. This activty shall on conclusion be reported,
including any exceplions, to and noted by the council [Fnance-Comriestihe
Finance and General Purpgses Committae.

Tha RFO shall complate the annual stalement of accounts, annual report, and any
refated documents of the councl confained in e Anrusl Reilum (as specified in
proper pracices} a& soon as praclicedle sfer the end of the financlal year and
having carlified the accounts shall submit them and report therson to the caunsl
within the limescales sat by the Accounts and Audit Regulations,

The council shall ensure (hat there is an adequste and eMective system of intemal
sudil of Ha acoounting records, and of ils system of intemal contral In Bccondence
wih proper pracices Any officer or member of the cowncil shall make avalsbia such
documents and records 8o appear 1o the ceunci to be nocessery for ihe pupose of
the audil and shal. s direcied by Ihe council, supply the RFO, intarnal audior, o
exiemal sudilor with such infarmalion and explenation #s the cowncil considars
nacassany for thal purposs.

The ntermal audkor shal be appointad by and shall camy ow the work in relafion o
irdemal confrofs reguired by ihe council in Scoardance with proper praclices,

Tha irmemal sudior shall:
#  be competen! and ndependent of the firancial aperaficns of the comcl;

. repant 1o counel inowriting, ar in person, on a regular basis with & minimum af
one annual written report during each fingncial year;

* o demonsirate competence, obieclvily and independancs, be free from any
actual or percetved conflicss of mtarest, including ose ansing from femiy
relationehios: and

=  have na invelvement in the firancial decsion making, managament or cantnol
af the coungl,

Intemal or extamal auditars may ned under sny croumstances:

RAET-FIRANTIAL- RE GULATICHE — - Fagedolad




2.8

28

210

3.
31

A,

33

34

a5

« parfomm eny oparationed duties for the council;
# initiate or approve scoounting transactions; or

= dinact the aclivities of any councll amployes, axcept fo the astend that such
empioyess have bean eppropriglaly assigred to asaisl the intermal auditor.

For the evoidence of doubt, in refalion o imemal sudd the terms Endependenl’ and
‘independanca’ shall have the same meanng &S is described in proper praciicss,

Tha RFO shall make arrangemensts for fhe axerciza of elactars’ rights in relaton 1o
tha sccounia induding the opporunity to inapact the accounia, beake, and voushers
and dispiay or pubksh amy nofces snd stalements of accounl required by Auwdi
Commission Act 1998, or any superseding lepisiation, and the Accounts and Audil
Regulatiors,

The RFO shol, withoul undue delay, bring fo the aftention of all councilors amy
corespondance or repor from irtesnal or external auditors.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

{Each cormmitieg (il ary) shall review ds froe year forecast of revenus and capial
receipts. and payments. Having regard to the forecasl, i shall theresfier fonmulaie
and submit proposals for the ioliowing fnancial year 10 the councl nat Ister than the
end al fRevember each year maluding any propose’s for revising the Torecasil

Tha RFC must each year, by no labar than Dacambardmenih] prerars detailed
estimates of all recespls and payments including the use of reserves and 8l sources
of funding Tor the following financisl year in the form af 8 budget fe ba conaidersd by

e frelevent-atammilize-and-theffinance and General Puposes Commifiee and the
gl

The councl shall consider annwal budget propogals & rsletion lo the counclls threa
yagr forecas! of revenue end capltsl recelpls and payments  noluding
recommendations for the use of resenes and sources of funding and update fhe
fonacast accordngly.

Tre counci shall fix Bhe precep! (eounc lax requirement), and relevan basic amaunt
of coundl tax 10 be fevied for the ensuing financial year nat later than by tha end of
Jamary each year, The RFC shal issue the pracept fo the blling authority end shal
supply aach member with 8 copy ol the approved annual busget

The approved arnual budget shall rm the basis of Fnancial contral for the ensuing
yaar,

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND
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41 Expenditure on revenus fems may be suthorised up fo the ameunte iscuded for thad
class of sxpanditure in the approved budgel. This authority &5 to be determined by,

«  the coundl for all itsms over £5,000;
| =  aduly delegated commitiee of the council for ems over £5,000; ar

* the Cierk, in conjunction with Charmen of Councll ar Chaiman aof the
’ apprapriate committes, for any Hems below £3,0500

Miwﬂ'ﬂl‘ﬂ?HWMHMWWIMHWnnJMHﬂmﬁdubﬁM
by the Clerk, and where necessany also by the epprophate Chalmman,

Cordracts may not be disagoragated to avakd confrols rmpoeed by these egulalions

42 No spendilre may be authorised that wil exosed the amount provided in the
fevenue budpget for thal class of expenditure olher than by resciuticn of the counel,
or duly delegated commilies, During e budget year and with the approval of coundl
having considerad fully the implications for pubfic services, unspent and availeie
amounts mey be moved o other budgel headings or ko an earmarked resense as
appropriate ['viremant').

4.3 Unspenl provisions in he revenue or capital budgets for completed projects shall not
be carned forward fo 2 subsaguant yeer,

| 44 The salary bidgets are to be rviewsd 5 least afinually in [ootebedNovember for
the following finarcial year and such review shal be evidenced by a herd copy
schedule sipned by the Clerk and the Chaimnan of Caunel or refevant commities
The RFD will inform commitiees of any changes impacting on lheir budget
requiremeant for e coming year in good fime.

4.5 Incasas of exirerme risk ko the delivery of councll services, tha derk may aulhorisa
revenue expanditure on behaf of the council which in the derk's judgement & &s
hecessary o camy oul. Such expenditure includes repair, replacement or olher wark,
whather or nof there is any budgetary provision for ihe expandiuee, subjecl ie & limil

| of [EGDOTES,000. The Clerk shal report such acton fo the chairman es soan as
poasilie and 1o the council a8 &ban 85 practicabls feseafie:,

46  No expendiure shall be sulborsed in relation io #ny capdal project and no conirect
arierad Ino o tefde” sccapied nvalving copilal expandilure uriess the councl is
eatiefiad that the necessary funds are avadable and the requisie bomowing approval
b been obtained.

47. Al capilal works shall be sdminisliened in accortance with the couneifs standing
orders and financial regulations relsting fo contracls,

48  Thae RFO shall reguiarly prowide the councl with a slatemert of receipls and
payments ko date under each head of the budgels, comparing sciual expendiiune 1o
e approprisle dale against that planned ag shawn in the budget These stataments
ara b3 be prepered ol least 8l the end of each fnancisl quarer and shall show
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explanations of material varances, For this purpose "materal™ shal be in oxooss of
{E1.000008 or [153% Sakaf the budge!,

4%  Changes in cormarked rescrves shall be aporoved by councll as part of the
budgetary contnil proceEss

5 BANKING ARRANGEMENTS AND AUTHORIZATION OF PAYMENTS

Ef.  The counsifs banking arangemants, induding fha bank mandate, shall ba mada by
the RIFC and approved by the council, banking arangermants may not be dalegated
o0 3 commmities.  They shall be requisny reviewed far ssfely and eficiency TThe
vimHid sl sechcreirederenass in espent B membein o EREOYEE w335
EigRones]

8.2, The RFQ shall prepare @ schedule of payments reguining awthonzaton, forming pan
of tha Agarda for the Meesting and, togethar with the relevant mvoicas, present the
schedule fo sowncltar—firanse—osmmiiestie Finaice snd Cersral Puposss
Committes]. The councl f committes shall reviss the schedule for compkance and,
hhdnn Hﬂ!ﬁﬂd isell shall authoriss mmt by a ruadukln of the counci-fes

=] or #he Emance F

:dm.dcahdl be nuted off and Inmlla-r.'l br ura Gnah'm:m nd'll'n Meating. & datailed
list of all paymenis shall be dedosed within or 82 an sttachment o the minubes of fhe
mesling &t which payment wis suthonsed, Permanal payments fincheding salaries,
WS, Rxpenses and any paymant mads in relation to the termington of 8 contracs
of employment] may be summarsed fo remove publls acoess to any personal
Iinformaticer.

53, Al nvohcas for payment shall be exemined, verified and corlified by the RFD fo
canfiren that the work, goods ar services 1o which each irvaice relates hes been
received, caried oul, examined and represants sxpendiure previously ppeoved by
tine ootinci.

i The RO shall examime imepices for andhmelical accuracy and gnalyse them to he
appoprate axpendiure hesding The RFD shall take all steps o pay all mvoices
submitled, and which are i order, al the nexd avaiable ssusslle—Firanse

Committeal Finance and Ganaral Purposes Commities Meating.

55  TheClerk and RFO shall have delegaled suthoity o authorss the payment of ilems
Aty in the following croumetancoes:

a) i a pawmenl s pecessary fo avoid 3 change % intensst wndar the Late Payment
of Commercia! Debss (Interest] Act 18898, snd the due dale for peyment &
bedore the nest schedwed Meeting of councll, where (he Clerk and RFO cerlify
that there iz ma dispule or olber reasen fo delay payment, pravided that a list of
mmm;tmwwmmmmmmﬂw
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5.6.

a7,

=8

£ 10.

E.11.

i,
61

B} An expendiure bem aulhorsed under 5.6 belew (confnuing conracts and
obigationa) provided that a fist of such paymentz shall be submithed to e nex
appreprials meofng of counci-fer-finance—commites] or the Fhnence and
Ganeral Purpgses Commifies: o

oy fund transfers within the councls barking arrangements ug io the sum of
EAGO0RR5 0, provided that 8 ksl of such paymends shall be submitied to the
nexd appropriste meating of council or the Finance and Cerersl Puposes

Cormiliesfor-fnance ciErnisss]

For each firandal year the Clerk and RFO shall draw up a fist of due pepmenis
which arise: on a reguiar basis es the reswt of 8 conbinuing confract, etaludory duly, or
obliigation {slech as bul not exclusively, Sofaries, PAYE and ML Superannuation Fund
and megular malntenence confracts and the ke for which eouncil_—for & duly
authcrieed commities ] may authorse payment for the yea provided that the
requiremants of regidalion 4.1 (Budpefary Controls) are achersd bo, provided sleo
mat a fist of such pn;mmlz. aruﬂh-a sumﬂrﬂadtn e next appropriate meeting of

Arﬁmﬂnlmguhm'payﬂwrh mede wnder 5.8 shove shall be drvwn up end be
signad by o membars 07 each and ewery cocagion when payment § aushoneed -
thue cardraliing the risk of duplicates payments being authorised and | or mads.

In respect of grants a duly auiborised committee shall apsreve expandilure within
ary limits set by council and in eccordance with any Policy statement Boproved by
counct. Any Revenue or Capital Grant n excess of £5,000 shall before payment, ba
subject {o rafifzatian by resoledion of the councl

Mermbers are subject io the Code of Conduel thed has been edopled by ihe councl
and shall comply with the Code and Standing Qrders when & dedision (o sufioriss o
instruct payment (& made in respect of @ matier in which they have a disclosable
pecuniary of olhér inlerest unless a dispensation has been grarted

Ther council will aim ko rotate the duties of membars in thasa Regulstions so that
onenous dufies are shared oul as avenly &3 possile oaer lime

Any changes in the recorded detsil of suppliers, such as bank socound Fecards,
shafl be spproved n weiting by & Member,

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

The councl wil meke sale and efficient amangements for the making of its
payrmenls.

6.2, Fellowing authorisation undar Firancisl Regulation § above, the cowncll, & duly
delegated committee or, if 30 delegaled, the Clark or RFD ahall giva instrection that a
peymenl shall be mads,
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6.3

B4

B3,

G

A7,

68

648

RATE

&l peyments shall ba sffecied by cheque or afer instruclions o the counslPs
huim‘: ﬁmﬂm.mmﬂmﬂnu resglufan of Coungil [or-duly deiegated
et Faa - ! d

Chegues nrl:rdun-hrplﬁn'ninl drarwm on the bank account in accordance with the
schedule as presemted o councll or committae shall be signed by fesepiwo
membersgs] of councll—_and countersigned by e RED, fhe Clerk, or iha
Adminisiralion AssslaniGlel] in socofdance with 8 resoaluion Inslucling it
payment. If @ member who is elso a bank signeiory has declered a disclosabla
pecunisry Interesi, or hes amy oiher inberest, In the matter in respect af which the
payrmenl = baing mase, thal Councillor shall be required lo consider Standing
Cirdierg, arsd iherely determing whether il is approgriste and | ar permissibie o be a
signateny |o the fransaciicn in guestion

To indiceie egresmant af the datails shaown on the cheque or order far pagment with
the seunberfall end the involoe o similar documentelion, the signalodes shall asch
also Inilial Ihe cheque counlerfo,

Cheques or ordens for payment shall ral nomally be presented for signeture other
than af 3 councl! o commities maeting (Ncluding immeadiately befom or after such a
meating). Any signalures ablened pway from such mestings shall be reported 1o the
copnil-for-Fnance-Gorvemies] Fingnce and Generpl Purpesses Commidaee at the
naxt comenhant mesting.

IF thouight appropriate by the councl, payment far uilily supplies (enegy, eephons
and watar) and any Mations! Kon-Oomesic Rates mey ba mada by veneble Dinect
Dbk prosiced 1hat the instruclions are signed by two memtens grd 1be REO of he
Clerk end any payments are repoted fo council a8 made. The approval of the uae of
a viabin Direct Debit shal bo renewed by msolufion of the council a2 least every
two years.

If theught appeopriste by the couneil, peyment for ceran teme (princosly Salafies)
miay be made by Banker's Standing Order provided thist the instructions ame signed,
or othareise swdenced by two members afe r=teined and sny peyments ars
reparied o council a8 made, The approval of the use of B Banker's Skanding Crdes
shal be rerewed by resolution of fhe councl ai kst every tem years

i thoughd appropdate by the council, paymend fior camaln llems may be made by
BACS of CHAFS methodg provided that the inefruciong for esch peyment gna
signed, o clherwise evidenced, by two mesnbers of councll and couniersioned by
the RFO, the Clerc, o the Adminsiration Assistan] we-shanced-bark-sanasanes
are retalmad and any peyments are eported 1o coundl as mads. The approval of ha
use of BACE or CHAPS shall be renewed By resalulion af ihe council 8t least every

P yeors,
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510,

11,

B.12

613

§.14,

615

6.186.

BT

818

IF thought sppropriate by the council payment for ceriain tems may be made vy
internal banking transfer provided evidence & retsined showing which members
approved e payrmant.

Where 8 computer requires usa of B personal identification numibar (PN} or other
pasewarde), for access to the cowncil's reconds on that comguler, & note shall be
made of the FIN and Passworcs and shall be hended to and relained by the
Chairman of Councl in a sealed dated envelope. This envelope may not be opened
other than in the presenca of hwo other counciliars, Afier the anvelope has bean
openad, in any circumstances, tha PIN and / of passwords shall be chanpad &8 s00n
a5 practable. The fact that the sesled envelope has been apaned, in whalever
arcumstances, shall be reporied to all members immedistely and formally to the next
aviilable mesting of the council. This will nat be required for 2 meamber's persanal
computer wed only for ramcte suthodaation of bank payments.

No employes of councilor shel digsclsa any PIN o password, relevant bo the
working of tha councd ar its bank accounts, ta any parson nol authorised In wriling by
thie council or a duly feligaled commites,

Raguiar bask-up copies of the records on any computer shall be made and shall be
stored securely away from the computer in question, and preferably off site.

The council, and any members using computers for the counci's hrencial business,
ghall ensure thal antrvirue, anll-spysae and frowed, software with sulomass
updetes, iogoiher with a high leve! of securily, &= used

Where inemet banking arangemants Bre made with any bank, the Glem-REQIRFD
shall be eepainled as the Senvice Admiristaior The Bank Mandaie mpraved by the
counci shall identify 8 number of eounciliors who will be authorised to approve
transactions on those accounts. The hank mandate wil staio clearty the amounts af
payments that can be instrucied by the use af the Service Adminis¥alar alone, or by
the Service Administrator with & staled number of approvals.

Accass 10 any infemet banking accounts will ba directly to the acoess page (which
may be saved under “avouries”), and nal through & seerch engine or e-mal ink,
Rememberad or aaved passwords faciities must rol be used on any compuler used
for council banking work. Breach of this Aegilaticn wil be treatad as @ wery sarnous
matier under thesa ragulations.

Changes 1o account details for suppliers, which are vsed far irternet barking may
enly be changed on wiitlen hard copy noification by the suppier and supparted by
hard copy autharty for change signed by two members of councd and by the RFQ, ar
tha Clan ftwo-of the-Clerk {tho-REGHa-membert. A pogramme of reguiar checks of
efaming data with suppliers will be folowed

Arry Debit Cand issued for use will be specfically resticted & e Clask [ong-dha
REQCHek and the RFCH and wik akso be resincted 1o 8 single ransackan maximum
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valug of [REQOETDI0 unkees authorsed by seuncl or Enpnce committes in writing
before any arder is placed.

€18, A pre-pebd debil card may be issusd o employees with varying Amils. These fmils

wil be get by the oouRsl-fResrss—sommiieefinence and Generdl Purposss
Commitbee I Trarsactions and purchases mads will be reperied to the loosasil]

frebearl-semmitimeFinance and General Puposss Commelss angd authonty fr
topping-up shall be at the discretion of the [eoursll rlvart-cemmities)Firance and

Genbral Purposes Commities,

E.20-—Any corporete credit card or trade cand account openad by the councll will be

specifically resfricied fo use by the Glesfass- REOACIEH sod e BFO and shall be

submet fo auiomatio paymant m ful &t each month-end. Pamsonal sredit or debd
cards of mambers or stalf shal not be used under &ny Sroumsiances

Bt ha-punal-will-rat-mainlen ary—ferm--sesk-floal—AH-oash-rensivad- st -ba

brannad inach - ARy FHTRR - Eas - e e Joe. REQ oo asarsple-dee
pottizn - mirar-slationery dameb-ahell e refurded ona-cegular-basis - bas
geartedy:

G20 e .
G-la-G.27 [The RFO may provide petty cesh o officers for the purpose of defraying

T

1A

i

operaticnal and olher expenses. Vouchers for payments made shall be forwarced to
the RFC with a ciaim far refmburssment

a) The RFC shall maintain as patty cash foat of [E360]E250 for sdmirisirasion

E250 B the parks depariment and £350 for the Old Firg Staton Caf for the
pupcse of defreying operebioral &nd oiher expensaes. Vouchers for paymenis
mac irom pedty cash shal be kepd io subsiantiaie the payment

b bcome received must nol be pald inio the pefiy cash foal bul must be
separataly banked, &2 provided elsewhens in thess reguiations,

¢ Paymeniz & mainiain the pefly cash ficat shall be shown separsely on e
echedule of paymans presentad fo counctl undar 52 abowve, -

PAYMENT OF SALARIES

Az an amployer, (he councl shal make arangements to mest flly the stabutary
requiremenis placed on all employers by PAYE and Nakoral Insurance egisigtion,
Thea payment of all salaries shal be made in accordance with payroll reconds and the
mules ol FAYE and National Insurance curmently operating, and salary rales shall bo
as agrecd by council, ar duly delsgated cammitles,

Fayment of salaries and paymant of deductions from asfary such B2 may be equined
o be mede for fex, nalional irsuwrance and pension conblibulions, oF similsr stattory
o discretionary deductons musi be rade in accordance with $he paymoll records s
an the approgriate defes stpudated fn emplopment confracts, prosided thed each
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T3,

7.4

5

TH,

T

T.6
8.
a.1.

B3

peyment is repored o the next evaiable councl mesfing, & =&t o in these
regutations abova,

Wo changes shall be made io any employes's pay, emalurments, o lems and
conciions of emgloyment without the pror consent of the [eoined]—felevas

eemmilles]-council or gther elevan] comemiiis,.

Each and every payment o emplayees of ned salary and lo the sppropriate creditor
of the statutory and discrelionary deducions shall be mcorded in B separate
confidantal recerd (confidential cash bock) This confidential record is nod apen o
irspechon or review (under the Freedom of Information Act 2000 or sthérwise) other
lhan:

a) by any coundilior who can demonsirate a need o Know

by by the interral auditar;

c] by ihe extermal auditor; or

d] by any person eulborised under Audi Commission Act 1988, or any
suparzeding legisiation,

The tolal of such payments in esch calerdar month shall be mporied with all othar

payments B3 Madte ag may be reguired unoar thase Finangial Regulations, 1o ansure
that onty payments dus for the pedod have astually bean paid

An effective system of parsanal pedormance management shouki be mantained for
the senior offiosrs,

Any termination paymonts shall be supparted by a dear business case and mported
to the council. Tarmination paymenss shall only ba authorised by sauncd,

Baforn employing inberim staf the councll must consider &kl business case.

LOANS AND INVESTMENTS

All borrowings shall ba effected in the nama of the councl, afler cbiainng eny
necassary bomowing approval Any applicstion for barowing approval shall be
appraved by Councl as In lemme and purpass The appication for Borrewing
Approval, and subsequent arangements for the Loan shal anly be approved by full
COUNCE,

Any financial armangement which does nol require forme! Borowing Approval from
the Secretary of SiateANelsh Assembly Sovarnemend isuch as Hirg Purchass ar
Leazing of fangible assalz] shal be suljed] to approval by the Ll coundll, In sach
CEEE 3 Meport in writing shall be provided fo councl in respect of valua for monay for
tha proposad iransaction.

The eouncl wil armange with the coune's Banks and Investment providers & the
sending of a copy of each sladement of accounl fo the Chairman of the councl & the
EEMA ime 88 one is issued fo the Clark or RFD,
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8.4

8.5.

8.5,
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8.

8.2

B3

9.4

A

8.6,
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8.8
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All Imars and Invastments shall ba negotieted inthe neme of the Cownc and shal be
for a get pericd in accordenca with councl poficy,

The councl ehall cansider fhe meed fr an investmend Sralegy and Palicy whach, [
deawn up, shall be in acoordance with relevant reguiations, proper prachices and
gulgance. Any Strategy and Policy shall be raviewad by the council & least enmually

All imvesiments of money under ihe control of the coundl shal be n e name of the
coumnc.

All imvesimeant cerificates and ofher documents relating thereto shall ba retained in
fhe cusicdy of the BFC,

Payments in respact of shorl %erm o long term investments, incldng Iransfes
betwesan bank accoumnts held In e same bank, of branch, shall be made n
sccardance wilh Requlatan 5 (Authorseton of peymends) and Regulation 6
{Instructions for paymarts),

INCOME

The collection of 8l sume due fo the council shall be fe esporshiity of and under
e supsnvigion of the RFO.

Pafiodars of all charges ta ba made for work done; sarvices rendered or goods
supplied shall be ageed arnualy by the coundl, nalifted to He RFD and the RFO
ghell be respenaitie for the colaction of all sccaunts dus to Be councll

The coundl will revies &l fzes and charges at ieast annually, folowng a raport of the
Clark,

Arry Suma found o he imacowerable and any bad debis shal be repoted io tha
council and shal be wrilen off in the year,

All sums recaived on behall of the sounzil shall be banked intast as direcled by the
RFQ. In all cases, all recsipts shall be deposited with ibe councd's bankers with such
frequancy as the RFC considers nacassary,

The ongin of asch receiot shall be anlared on fhe pa ying-in sip.
Peraanal chigues shall ot be cashed aul of marey held on behalf of the council,

The RFO shall pompily complets any VAT Ratum fhet & reguired. Any repaymeang
clem due in accordance with VAT Aol 1984 sechon 37 ahall be mede ai least
enrualy coinckding with the fnanctal year and

Whenz any signcant sums of cash are regulary rcesed by the council, tha RFD
shal teke swuch steps 38 Bra agreed by the oourdl o ensure thal more than ane
person is presend when the cash is counted in the first instance, thal thera (s 8
recongciistion to some form of conbrol such 8= tickal igsues, and tal approgriabe care
s taken in the securily and satedy of individuals barking such cash,
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8130. Any income. arising which ig the proparty of & charitable trust shall be peid into &
charitable bank account nstructions for the paymant of funds due from the
chariabia frust 1o the counail (te meet expenditure elesdy incured by the
BLiharily) will be given by the Managing Truslees of the charity masting eeparately
from any eauncil mesting eee ales Regulation 16 below), 3

0. ORDERS FOR WORK, GOODS AND SERVICES

0.1 An offcal onder or letter shall be ssued for all work, goods ead services uriess a
formal coniract is o be prepered or an officis! onder would ba inappropriats, Copass
of oroers shal be redained.

10.2.  Oider bopks shall be confrofied by the RFO.

103, All mambere and Otficers are responsible for obiaming velue for money at &Y times.
An afficer issuing an oficial order shall ensung B for 8 resssnpble and praclicalie
it the best available terms ere oblained in respect of each fransaction, Leually by
chitaining three or more quataions or estimaies from appropriste supphisrs, subject to
any de minimiz provisions in Regulation 11 (1) below

04, A member may nof ssue an ofcial order or make any confract on behalf of te
eouneil

10.5.  Tha RFQ shall verify the lawful nature of any proposed purchase befare the lssue
of any order, and in the case of new of infrequent purchases o peyments, the
RFO shall ensune that the etatutory authority shall be reported to the mesting at
which the order is pproved so thal the Minuies can record the power being usad.,

11. CONTRACTS
1.1, Procedures as o contracts are laid down a5 folows:

a.  Every contract shal comply with these Enandial regulations, and no exceptions
shal be made otherase then in an emergency provided that this regulation
need nal apply 1o confracts which relate fo Bems () fo (vi) below

L for the supply of gas, electricity, warler, sewerege and lelephone sendcas;
i. for specialist services such Bs are provided by soliciions, sccountants,
survayares and planning conswbants
i, for work io be execuied o goads or metenaks to be suophiod which sansisl of
regains to or pars for existing machingry or equipment or plant;
W.  Torwork 1o be executed or goads or matenals to be suppiad which conatitule
an extersion of an exisling conlract by the Council

¥, for additiona! sudit wark of the exiernal Audiler up to an estimated valus of
ES0D {in excess of this sum the Clek &nd RFD shall soi after sonsuiation
with the Chairman snd Yiee Chairman of coundil); and
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Wi for ponds or materials proposad to be purchesed which ane propriatary

articles and [ or ere only sokd &l & fised price

Where it & imended 1o erter into a confrect exceeding [E55,000E25,000 in
value for the supply of gobos or malerek or for the execufan af woks oF
spaciais! sendces other then such poods, raledals, wods or specialist
sarvices Bs are axcapled as sel ol in paragraph (2] the Clerk shall Invite
tercdiars from af least thres frms 1o be isken from the aporopriate spproved et

When apolicedons am made o welve inancial regulatiors refating io contracts
1o enatle 5 prce o be negofated wilhoul compeliion the meeson shall ba
embodied In & recoammerdation 1o the councl

Such Invilation ta fender shall siade the genaral nature of Bie iMended contract
and the Clark shall obfain the necessary technical assistance fo pregang a
speciiopfion in sppropnets cases. The nvilalion shel in eddiion siate hat
tenders mus! ba addressed bo the Cleds in the ondinary course of post. Each
tendaring ¥ ghall ba supplied with a specificaly marked ervelope in which
the lender & io be sealed and remain sealad wnlil the prescrbed date for
opering lendes for that contrect,

Al sealed enders shall be opened at the same time on the prescrilied date by
tha Clark in ihe presance of &f leasl ene member of counci,

If bzgs than thee erdars ane racaived for contrects above B60,000E25 000 o if
all the ienders are idontical the cauncd may make such orrangements as if
thinks fit for procuring he goods or matefals or axscuting the warks,

Any invitation b bender issued under this regulsfian shall be subject fo Stamding
Drdard], * [insar reference of the councils & relvand stencing order] and shall
reder o the terms of the Bribery Act 2010, [

Wihen i i 1o entar indo s conbract of lese than (D60,000E36 D00 A vake for tha
supply of goods or materials ar for (e execidion of works or specials] sarvices
ciner than such goods, makerials, works or Spaciaist sanncee @8 ars exceptad
as g2t aul in paragraph (a) the Clek or RFO shall obigin 3 quatalions (priced
descriptions of the proposed gupply); whera (he value is bokow £3.000 and
above £100 the Cled or RFD shell sive to cbiain 3 esimates. Oherwise,
Regulation 10 (3} above shal apply.

. The councl shefl nol be obliged to scoepl the kwest or any tendar, quole or

aslimate,
Shouid it ooour that the councll, or duly delegated commites, does nol accept

@ny tangar, guole or estimate, the work & not allpcated and the councl
requires futher pricng. provided that the spacification does not changs, no
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|

person shall be panmitied ta submi a later tender, estimale ar quiche whi was
pragan when the ergingl decision making process was being undertskan.

k. The Eurapean Linion Procurgment Directive shall apply and the tarms af (ke
Publis Canfracts Regulafions 2006 and the Littites Contrads Regulalions 2006
inciuiing thrashodds ehal ba followed,

12. [PAYMENTS UNDER CONTRACTS FOR BULDING OR OTHER CONSTRUCTION

121

122

2.4

3.

T3

132,

133
134,

WORKS

Pumnh-:numum-ufmemmaunmmmmwmhhﬁmup&ﬁ&ain
the cantract by the RFO wpon suthorised corificsles of the schitest o other
mmmumwﬂdiuwmmm{mﬁmmwmm
wilhholding ag may be agreed in e pardicular CarEs])

Whera conlracts provide for paymant by ietalments the RFO ahall maintaln & secard
of all euch payments. In any case where il is estimated had the toled cost of work
carried out under & confract, exciuding agresd varnalions, wil excead Fe condract
sum of 5% o mefe & report shall be submitied 1o the council,

Mrmﬁwmamlmarmnhurmnmnmmmh
approved by the council and Clerk fo the conlractor in weiling, the courcdl beng
informed where the final cost = el 1o excoad the firandal pravialon.]

[ETORES AND EQLIPMENT

The officer in charge of esch sacSion shall be responaible fos the care and cusiacly of
shores and equipment in that section,

Dedvary Moies shall be obtaired in respect of af gocds received inio store of
otherwise delivered and goods must be cheskes as to oroer and quality at the fime
daiivery is made.

Stocks skall be kept af the minimuem lesls conslzient wilh cperational requiremmanis,

The RFD shall ba responsibde for peredic checks of stocks and stares at lesst
annually.d

14. ASSETS, PROPERTIES AND ESTATES

141

L
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Tha Clark shail make appropriate arrangements for the custody af &l tille deeds and
Land Registry Centificates. of properties nald By e council The BEQ shall sneure a
record is mantained of al propertiss held by the ccuncil recording the location,
exient, plan, reference, purchase details, nature of the nlerssl, Erancies grantad,
rents payalie and purpose for which hald In sccordance wilh Accouris and Audit
Fegulations,
mummmwﬁﬂymmpmmmﬂwm, =0,
Imased or otherwise disposed of, without the auiherity of the cournsil, tegedher with
BNy Diher Gonsents requined by taw, save whese the esSmated vaus of any ana ferm
of tangibie movabie property does nil sxceed [£2504,
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14.3.

14.4.

145

14,5,

Mo real property (inderests in lend) shell be ecld, lsaead or olherwse deposed of
wilhaiid! the guthamty of the councl, together width By olher consenls eouired by law,
In each case & Repert in wiiling shail be proviced to sounal in respact ol valuatien
and surveved condiion of the property (incliding matiers sach & planning
pemiEsions end covenands) togather with & proper busmess case (including an
adeqguale leval of consulation with the eleciorate),

Mo real proparly [intersats in land) shall be purchased or acouired without the
autharily af ihe Ul eourdl In each case & Repan in wiiling shall be provided 1o
counci! in mspec of wvaluation and suresred condiion of the propery (including
maties such as planring permissions and covenants)  fogether with a propes
businass casa (includng s adaquate level of consulakan with the elciosts).

Subject only io the Emit set bn Reg. 14.2 soove, no tanglble movesbls property shell
be purchesad of acqured wilhout the suthenty of tha Ul ceunsil In aach cage a
Repart in wiitng shal be proviged (o cound with & lul busness case.

Tha Clark and the RFD shall ensure that an appropriaie and accurale Register of
Assats and Investmenis |5 kepd up o dele The conlinued aswxistenos of {angibe
assots ghown In the Regieler shsll be verfied at least annually, possibly in
conjunction with a health and sefsty inspection of asssats.

16, INEURANCE

15.1.

15.2,

1683

18.4.

15.5.

Fallowing tha anneal risk assassment {par Financal Regwiation 17}, the RFQ shall
effect sll inawancas and negediate all calms on the counci's iraurars fin consultalion

wilh the Clerk)
[The Clerk shall give prompd nofiicalion to the RFQ of all new risks, properfies or
wahicles which mgquire t© be insured and of any alterafors affeding exsting
ingurances.j

Tha RFO shall keep 8 record of all insurances sflacted by the councll and the
property and risks covered thensby and ennally review it

The RFD ahall be notified of ary loes lisbilty or damage or of eny event Skely to baad
to & clam, and skell repor these (o council & the rest avadable mesting.

All approgriate membare and employeas of the council shall ba included in a suitabla

fomm of sacusty or fdefity gueranies [nawence which shel cover the masimum risk
axpesure &3 datermined jannually] By the ssuncl, or duly defagated comeitiea.

16. [CHARITIES

16.1.

T Daar i « AGha 71 Wy 35 5 Towens Couni - Doek FinancinlFag - Amancad ik, chargs 1o igastars rim - 3% My 308 e =

Where the councl b5 sole managing tnustee of & charntabée body the Clerk and RFQ
shall ensune ihat separate acoounts & kepl of the funds hedd on chaniabe irusts
and separate financial eports made in such form as shall be sppropriate, in
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aocordence with Charily Law and Bpsialion, or & defermined by the Chasity
Commigsion. The Clark and RFO shall arrenge for any Awdit ar incdependent
Examinalion as may be required by Charily Law or any Goveming Document |

17. RISK MANAGEMENT

171, The cowmcll i responsibie for putting in plece arrangements for tha managamant af
righ. The Clerk [with—the—RFES}-shall prepars, for approval by the eouned, risk
raragement policy statemants in respect of all aciwviies of the coundl. Risk policy
stabements and consequential risk managament arrangements shal ba reviewed by
the councl af least Brinualsy.

172 Whan congldering any new activity, the Clerk fwith-the REG] shal prepare a drafl sk
assessment including sk management proposals for considaration and adoption by
the coungil

18 SUSPERSION AND REVISION OF FEMANCIAL REGULATIONS

181, M oshall ba the duty of the councl to review the Finandcisl Reguiations of he counel
from tme in tme. The Cleck and RFC shail make arangaments to monitar chanoes
in legislalion or proper practices and shall sdvise the councll of any requirement for 3
consequential emendment b these financial reguistions

182 The coundl may, by resclulion of the councl duly rolified prior to the relevant
meeting of coundl, sigpand any part of these Financial Reguletions provided {hat
reasons for the suspension are recorded and that an assessment of the risks srsing
heE bean drewm up and présentod in sdvenca io all merrbers of council
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Capability Palicy 2
CCTV Policy 3
Child Protection Policy 4
Civic Protocol g
Complaints Procedure 6
Complaint Handling Procedure 7
Declarations of Interest Flow Chart g
Dignity At Work: Bullying & Harassment Policy g
Equal Opportunities Policy 10
Family Leave Policy 11
Financial Regulations 12
Grievance Procedura 13
Health & Safety Policy Statement 14
Investment Strategy 15
[T Policy 16
Members Code Of Conduct 17
Staff Disciplinary Procedure 1B
Standing Orders 18
Stress Policy 20
Terms Of Reference 21
Town Council Voting Sheets 22

23

Whistleblowing Policy

ENTC DocsiCaungi (GaneralPOLICIES AND PROCEDURES Index to policies folderindes Falicy & Piocedun - 16 Mey 2013
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EALA::ET:HEET AGENDA ITEM 2 0
stichumbe PG 2\ S/

(Last) Year Endad (Current] Year Ended

The above statemnent represents fairy the financial position of the councll as at 31 Mar 20714

Signed

31 Mar 2013 31 Mar 2014
£ LONG TERM ASSETS £
0.00 Fixed Assets and Long term Investmants 0.00
0.00 Long Term Debtors Q.00
CURRENT ASSETS
0.00 Stocks and stores 0.00
0.00 Work in pregrass 0.00
16,022.21 Debices (Net of provigion for doubtful debis) &711.26
Q.00 Fayments in advance 18, 706.10
B,098.17 VAT Recoverabie 870202
0.0a Temporary lendings (investments) 0.04
164 327,57 Cash in hand 296 433 48
16T 447,95 TOTAL ASSETS 325,552 BB
CURRENT LIABILITIES
53358 Creditors 740230
0.00 Temporary bomowing 0.00
186,914 37 NET ASSETS 316,150 56
Represented by:
B8, 385.35 General fund Balance 106,658.71
Heserves:
.00 Capital 0.00
8782002 Earmarked 211,491.85
0.00 Adjustmenis 0.00
186.814.37 218.150.58

Responsible Financial Officer
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SGTC
BANK ACCOUNTS

16 Aprll 2074 (207 3-2014)

Current Account E£15,588.05
Businass Premium Account £0.00
Hl Business Premium Account E0.00
HI Business Premium Accaunt - E0.00
Reserne Accourt £0.00
Reserve Account - Treasiry Deg E0.00
Active Saver 1 P87 71758
Active Saver 7 £291.4494.85
Active Saver 1 - Treasury Depos £0.00
Active Saver 2 - Treasury Dapot £0.00
Total in Banks 254 THB .48
Cash 635.00
GRAMD TOTAL (Banks and Cash) E295,433 .48
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SGTC

Income & Expenditure Account
01/04/2013 to 31032014
{Last) Year Ended {Curmreant) Year Ended
31 Mar 2013 37 Mar 2014
Income
1.15 Public Lighting 1.15
11,058.00 Farks Establishment 6.265.92
2.707 .90 Swanscombe Park 2348 40
1,560.00 Knockhall Playing Field 2,370.00
5,580.00 Broomfieid Sporis Ground 7,270.00
1,388.40 Allpiments 1,206, 74
480, 196.66 Adminisiration 578,845 78
1,265.00 Church Road Hall 3,283.356
16,773.75 Heritage Community Hall 18,206 85
23.435.00 Sports Pavillon -5,684 .21
22 8TT.50 Town Council Offices Commun 26 BEE B2
7,219.45 Old Fire Station Cafe 7.308.77
Othar Projects 0.00
i T
Expense
B40.00 St Peter & St Paul's Churchyart -50.45
180,00 Squash Courts 0.00
G252 44 Fublic Lighting 4 77780
3,185.00 Grove Car Park 3,280.20
141,940.80 Parks Establishment 151,743.79
168.00 Swanscombe Park 54,60
113.04 Knockhall Playing Field 124.74
50.00 Heritage Park 111.08
1581048 Other Prosects 1,050.00
E3,285.00 Leisure Centre £3,908.00
1,570.05 Adlotments 213.00
20%,103.37 Administration 194,354,885
&,845 38 Church Road Hall T.971.18
182.15 Grove Hall 238,76
12,646.26 Heritage Community Hall 13,085.97
15,426 .40 Sporis Pavilion 23011.88
7,447 50 Town Council Offices Cammun 8,028.33
27.243.03 Old Fire Station Cafe 25463 68
e L =l
General Fund
133,131.26 Balance at 01 Apr 2013 B89,385.35
582 62,91 ADD Total Incoma 648,507 58
715,194.17 737,082.83
528,270 80 DEDUCT Tetal Expanditure 517 361.39
186,614.37 220,621.54
§7,629.02 Transfar to'from Reserves 113,962 83
£89,385.35 Balance at 31 Mar 2014 £106,658.71
—_— e —— e [— = —]

Transfers:

General Fund to Earmarked Reserve £113,062 83



T AR SUTE [2U03-2004]

SGTC
ADJUSTMENTS FOR THE YEAR ENDING 31/03/2014

Dutstanding billa resgdyves St LT D 3 m
Chvic Reception Outstanding Expel  Various Civic Reception 73845
Unbudgetied Van Repairs SMC Ford Vehicles _6,012.85
£6,752.30

FEVITIENIS Made |0 advanss - LECrefses A L= i m
Reptacamant af IT Equipment ABC ICT Ltd Furndure, Fixiures & Fitlin 414110
Purchase of New Tracior Connon EquipmentMaterials B,500.00
Tree Works in Swanscombe Park  Down to Earth Trees 3,065.00
£15,706.10
Inserance Claim=- Swanscombe Pa  Zurich EquipmentMatenialz 3.620.10
Thames Water Bills Paid in Error- DBG Water Rates 1,608.42
Contribution o Hyglene Se Grouncwork Miscellaneous Expanditun E&.62
Confribution to Electricity Groundwork Electricity & Water §27.12
£5,711.26
Funding for Summer Entertainmen KCC Genersl Projects (inc. Sun 50000
Hall Hire Received in Advance Friends of the Heritage Park Hire Income _160.00

£650.00



L=t Yeaar

1.15
11,088,00
Z,707.88
1.560.00
8 680,00
1,388 40
488, 106 55
1268500
16,773.75
3 435,00
23 E77.60

TA16.456
0.00

Last Year
IngiExp
840.00
180.00
£283 44
3,185.00
141,640 B1
168 00
113,84
50.00
16,610.48
83 28500
1,570.05
205,102.3T7
E,Be5. 34
16215
12,545.26
15,4206 40
7447 50
27.243.03

InEome

Pubdc Lighting

Farks Esiabdahmeant
Swanscombe Patk
Kncckhall Playing Field
Broomfieid Spans o fd
Aletmerts

Church Road Hall
Herilage Commanity Hall
Spers Povilisn

Town Council Offices Comrmuniy
L Fire Stafion Cafe
Ceher Projects

Expanse

51 Peter & St Pauls Churchyam
Sguash Cours

Fuble Lighting

Gepwe Car Park

Patks Estabishmant
Swanscombe Paik

Kneckhall Playing Fiald
Heritago Park

Cher Projocts

Lesacks Cenlra

Allalmenis

Administration

Chureh Road Hall

Grave Hall

Hesiltage Community Hall
Soorts Pavilloa

Town Councl Offices Community
Cid Fine Stagtlon Cale

SGTC

Year End Working Document
Year ending 31/03/2014
A B c A-BeC
Last Years  This Years

Recsipts Income
1.3 0.0a 0,00 115
1.127.40 [ilile} E 128,53 6. 255.82
Z 348 .40 fidi]e] 0.3 2,348 40
£,.370,00 0.00 000 2.370.00
T.270.00 000 0.00 7270000
1,386.T4 0.ed 0.00 1.385,74
678 B4E.TH G0 0.00  ET8B45.TH
3,293.35 0.0 004 3,283.35
18,448.85 0.0 ~150.00 16,296,085
B,338.00 1502231 .00 -5 68421
26, 599.62 0.00 0.0 2E.889 .52
5.721.03 Q.00 12 T 750877
50,00 £ =500.00 0.00
E5EB, 668,50 15,0221 £061.26  E4B.59T.58

Last Yaars  Thig Years

5045 Ggd 0.00 5845
0.0 .00 0.00 .00
&T7rE0 Q.00 8,00 #7775
3,280.20 0.0 0.00 3.280.20
157 2496 64 000 568215  154.743.79
54,60 000 0,00 46D
124.74 Q.00 .00 124 T4
111.84 Q.00 0.00 111.498
1,050.00 000 0.00 1.050.00
83.808.00 0.00 000 &3,809.00
213,00 Q.00 LRI 21300
168, 230,08 £33.58 -3,401 85 154,354 B
T.871.18 .00 .00 T.A71.16
23878 00 0.0 238 TR
13,085.97 0.0m ] 13,085.67
F3,011.88 0.00 .00 £3,011.68
6,028,233 0.0 0.00 B,020.33
25 457 88 oo 0,00 28 463,68
526,848.77 533,58 -B,853.80  517,381.38



Swanscombe Greenhithe

List of Assets held at 31 March 201

Land

Date Purchased Descripiion of Asset
01/04/18981 Broomfield Sports Ground
01/04/1981 Knockhall Recreation Ground
01041981 Swanscombe Park
01/04/1881 Manor Park
01/041981 Saxon Court Play Area / Spring Vale
01/04/1981 Valley View Childrar's Play Area

Infrastructure

Date Purchased Description of Asset
01/04/1981 Sporis Pavilion & Sguash Courts
01041981 Grove Hall
01/04/1981 Church Road Hall
01/04/1981 Knockhall Changing Rooms
01/04/1981 Bowls Pavilion and Taoilet Block
01/04/1881 Parks Store (former public tolets)
01/04/1881 Mess Room/Store
01/04/1981 Four Garages - Swanscombe Park
01/04M1881 Garage - Broomfield Sports Ground
01/04/1981 Security Store {3 x containers in Swanscombe Park )
01/04/1981 Heritage Communily Hail
01/04/1981 Town Council Offices and Community Hall
10052011 5t Peler & 51 Fauls Church Yard Wall

Equipment
Date Purchased Description of Asset
0170411 9580 Ford Tracior
14102010 Yans
090041980 Trailer
01/04/1980 Tractor Mourted Equipment
168/03/2010 Parks Eguipment, inc all gardening equipment, tocls etc
18032010 Playground Eguipment
19/05/2011 Height barrier - car park
169/05/2012 2 x Diamond Jubiee Memaorial Benches
01/04/1974 Civic Regaka
01042007 8 x Public Motice Boards
01/04M 980 Office Equipment, Furniture and Stationery
01/04/2007 Qid Fire Stafion Café - Furniture & Eguipment
010442013 32 x Sireet Lights
01/04/2013 Wooden Hut (Swanscombe Park Bowling Green)

Total of Assets

ZisaradocsiCouncll - Privafisgedountsi2013-14\L1st of Assals Held at 31 March 2014

Current Value
£1.00
£1.00
£1.00
£1.00
£1.00
£1.00
£6.00

Current Value
£1.517 3r1.32
£177,911.87
E248. 997 47
£41,470.58
£162 342,10
£55 765.15
ET7. 14547
£111,074.70
£89, 447 66
£12 8BR9 83
£492,309.58
£1,710,605.85
£16, 300,90

B
£4,713,752.68

Current Value
£1,000.00
£14 000.00
£50.00
£4,750,00
£62 831.81
E147 A16.14
EG36.54
£2,060.00
£5,463.64
£8,741.81
£49 46575
£28.174.Th
£10,300.00
£8, 18000

172.44



LEASES

At 31% March 2014 the following leases were in operation:

Lessor

Land Securities
D B Council
Matural England

Dartford Borough
Council

Dartfcrd Borough
Council
Dartford Borough
Council

Dartford Borough
Council

Blue Circle
Developments Lid

Dartford Borowgh
Council

Craylands Lane
Alloiments

Purpose
Heritage Park
Swanscombe Centre
Swanscombe Skull Site
NB Ground Aliotment
Licence o lay and maintain
waler pipes under Gilbart
Close & Alkerden Lane

Mew Town Council Offices &
Community Hall

Old Fire Station Café

Playing Fields at the rear of
the Swanscombe Centre,
Craylands Lane

Car park adjoining The
Swanscombe Centre,

Craylands Lane (supplemental

underlease which runs in
conjunction with The
Swanscombe Cenire
Underlease)

Land Securities

Lessee (Town Council as Landlord)

The Pavilion

Sports Pavilion and patio

Community Sporis & area

Social Clubs

Swanscombedowns Bowling pavilion and four

Bowling Club

LisaradaesiCoundl - PrivatelAcooumis@0d -1 9L easee and Lessoms Year End 31 March 2014.dos

rinks on public green

Annual Lease
Payable
£50.00

£1.00 plus
inrsurance rant
MNonE

£55.00

£142.00

E1.00

£6,400 (grant
funding from 1
April 2012-31
March 2017)

Peppercom per
annum (if
demanded)

Mone

Peppercom

F16416 (asal 1
April 2014 )

£2893.32

Year of Explry
February 2039
23" Seplember 2038

1 April 2017
5" June 2015

5" June 2015

19" March 2132

Mo later than 31
December 2026.

7" October 3007

23" September 2038

10 years to 2021 then
from vear to year.

31 March 2013

31 March 2023 (with an
oplion to extend for a
further 5 years



Management Agreement for the operation of the Swanscombe Centre - Management
Fee payable by the Town Council to GCLL

Gravesham The Swanscombe Cenfre 31 July 2029

Community Leisure  Firsi year commencing 12 July  ¥r 1 £61300

Ltd 2013 Yr 2 £61300
Yr 3 E57000
Yr4 £57000
¥r 5 £57000
¥r 6 £57000
¥r 7 £57000
¥r 8 £58000
Yr 9 £58000
¥ 10 £58000
¥r 11 £58000
¥r 12 £58000
¥r 13 £59000
¥r 14 £58000
¥r 15 £58000
Yr 16 £59000
¥r 17 £69000

ZimaradocCoumdl - Privale\accoun =201 2-13\Leases and Lessars Yesr End 37 March 2014.do
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F}A COMIMISSION

Local Councils in England AGENDATIER 2|

Annual return for the financial year ended
31 March 2014

Local councils in England with an annual turnover of £6.5 million or less must complete an
annual reftum in accordance with proper practices summarising their activites at the end of
each financial year. In this annual return the term “local council’ includes a Parish Meeting, a

Parish Council and a Town Council.

The annual return on pages 2 to 5 is made up of four sactions:

" —Sections 1 and 2 are completed by the person nominated by the local council,

= Seclion 3 is completed by the external auditor appointed by the Audit Commissian.
- Section 4 Is completed by the local council's internal audi provider.

Each councd must approve this annual return no later than 30 Juna 2014,

Completing your annual return

Guldance notes, including a completion checklist, are provided on page & and at relevant points in
the annual retum,

Complete all sections highlighted in green. Do not leave any green box blank. Incomplete or incorrect
returns require additional external audit work and may incur additiona! costs.

Send the annual return, together with your bank reconciliation as at 31 March 2014, an axplanation
of arry significant year on year variances in the accou nting statements and any addiional information
requested, to your external auditar by the due date.

Your external auditor will identify and ask for any additional documents needed for audit, Therefore,
unless requested, do not send any ariginal financial records fo the external auditor

Audited and certified annual returns will be returned to the local counci for publication or public
display of sections 1, 2 and 3. You must publish or display the sudited annual return by 30

September 2014,

it should not be necessary for you to contact the external auditer or the Audit Commission directly for
guidanca.

Mare guicance on completing this annual return is avallable In the Practitioners’ Guide for local councis
that can be downloaded from www.nalc.goviuk or from wiww.sice.co.uk 3

Page 1 of §



Section 1 - Accounting statements 2013/14 for

Enter name of . |
reporling body hera: Jhdadtonni= ¥ gﬁfﬁk’ﬁ?ﬁf ‘E}ﬂfdﬁm‘_cﬂmm”*m

Readers should note that throughout this annual retum references to a 'local council® or "council’ alse
relale to a parish meeting.

Yeasrending | Modez and guidance

-2 e B T T | B [E R TR G T
. AL IOUres mus

1 Balnces ; Total balences and resenves at the bepinning of the year as
brought Forward | s 23 /3 1SRG recorded in the financisl recorda, \Value must sgresto Box 7 of
previous year, i
2 {4 Annual : Totsl amounl of pracapt recaived or recsivabla in the 3
4 il 4: 3551# AIE'AQ‘EE s
3 (+) Tolel otner Pmmacrmtﬂpraur&mrﬂenm the cashibaok kss 1ha
: ,l:ﬁiéﬁ'ﬁﬁ ,"é.éfj‘? precept recalved (ine 2. Includs any grants recsived hers
. & Eﬁm T'D1I| axpenibive or pmrml_'lnl':.s made bo and on Gabtalf of sl

A37437 2534933 employses. inchde satanes and wages, ASYE and NI (smployses |
and emplayers), pension condiibutions and employmer] expanses

5 [} Loan _. 5 '.I'I:-II.‘HI i.}Ipﬂﬂ[I-l'i‘lJl'ﬂ oF pa-].'mmm nl.;}lpl‘il and Intarest made duning
interastfcapital 5 o ihe vear on the council's borrowings [if anyl. i
repayments

G (-} All othar Todal expendilure or payments 85 recooded rn Ihe sashbook less
paymants LdEGE4d DF514E  siaft cost [ine 4) and loan Interestcapital repayrments jine &),

7 (=} Baisnces Tatal belances and reserves at the end of the year.
camed forwerd /8B ¥ 3/5/5°0 Must equal {1+2+3) - {4+45+6)

i T«t!lli H!-Tl and 'I'hu sum of al mm;m and deposif bank accounte, caah holdings
short lerm F64 3adF 2 G54 335 andshor larm investmants heid 28 &1 31 March— to agres with
~ Investments bank reconcliation.
© ?ﬂﬂfﬁ agsats | The origingl Assal and Invesimant Regisor value of all fixed
T
| t;ﬂ:;lmamgﬂ 4@;553? ,;.::?;3_?54 aasut:u plus other lang term asseis ownsd by the councl as &l 31
and asseis L
10 Totai barowings ! “Thisculekniing tacibl bebencs sa il 31 March of i loans fom.
& v P third partics (inciuding FWLE].
17 Disclosune The council acts aa sole trustes for and ia responsibie for
nofe managing trust funds or sasats. The figumas in the accounting
Trusl funds : stataments sbove do not include any trust transackons.,
. (nclding
cherntabia)
| certify that for the year ended 31 March 2014 | confirm that these accounting statements wera

the accounting statements in this annual return approved by the councit on this date:

present fairly the financial positian of the council .

and its income and expenditure, or properly -

E:ﬂﬂ'“t receipts and payments, s the case M8y | gnd recorded as minute reference:

Signad by Responsible Financial Officer Signed by Chair of the meating approving these
: . accounting statements.

Cate - Date
Page 2 of &




Section 2 — Annual governance statement 2013/14

We acknowledge as the members of:
CounciliMesting

our responsibility for ensuring that there s a sound system of intermal contral, including the
preparation of the accounting statements. We confirm, to the best of our knowledge and belief, with
respect to the accounting statements for the year ended 31 March 2014, that:

o msans ihatdhe counc

i Agreed Wiers

oz, '--":JII.'

1 We approved the accounting statements prepared in
accordance with the requirerments of the Accounts snd
A Hugulanun-sm-d pmpw pmﬂu:.aa

2 We rnan‘rl:amad Bn m:[aquahqrﬂmuf mnn-d mnuﬁ,
including messures dasigned fo prevend and detect fraud
and caormuption and reviesed e afactivanoss,

3 We fook all masanable stops o asuua:a oursehes thal there

are no matiers of exlual or polantial non-complance with
lewe, regulabone and proper practices that cauld have a

significant financial effect on the abilly of the councl to
conduet s business or on #s finances,

4 Wa.pmidad proper opporunity dunng the vear for the
exercisa of alectors' rights in accordance with the
requirements -u'l'th-l Ancounts and Audit Regulations.

& Wacaried out ilﬂ assessment of the risks facing the

counail and ook eppropriate steps lo mamage those risks,
including the inodection of internal cortrels andfor

axlarng nsurance cover where reguired,

& Ve maintained throughcut the yvear an adequata and
effective system of imernal audit of the councll accounting
reconsa and coniryl gyatems,

?. We took appropriale astion on e matters raised 0 reports
frowm inbarnal snd nxdernal audil.

B We consldered whather any Eigalion, liabifites or
commitments, eventaor iransaclions; accurring elthar
during or after the year-end, heve a financle? impact on the
councl! and, where apprpriate haveincuded them in the
accouniing stelements.

8 Trustfunds fincluding charitabie) —in our capactty a5 the sole
managing trustee we discharged our resporsibiity in relation

prapared iis accounting statements in the
way prescrivad by [aw.

maGe cropar arangements and accepied
rasponsibfity for eafeguarcing the public
maney and rescurces [n its charge.

has anly dame what it has the legal power
13 da and has complied with proper
praclices in doing s0.

during fhe vaarhes guen all parssrs
interestad the opporiunity to inspact and
ask questions about the councils accounts.

considared the fmancal and other rieks it
faces and has ceall with thaem propary,

sranged for 8 compelent pergan,
independent of fhe financal contrels and
peoceduras, o ghve an olectha view on
whalhar infermal confrals meet the needs of
e counci,

responded to matiers Broughi 1o s
attention by infernad and extarnal swdlt,

dh:ﬁ:ﬂd wvarything i should have aboud
its business activity during the year
including events taking place after the yesr-
end if mlevant.

has mat all of it responaibilities whens it i
it sofe meraging frustee of a focal trust or

i
WES i | T

to the accountability for the fundsifassels, including financial trusts.
reponring and, ¥ required, indapentert examinabon or audit,
This annual governance st:larnemt F.s appmveﬁ . .Ergnad by:
by the council and recorded as minute reference Chair
ir
dated
datad - Sigred by:
Clark
dated
| *Note, Fraasaprwkra s a1 nal auditar on lﬂp@ratq EF'f_&et r@m i'ﬁiinm.
Daﬁ-:rﬁ:lehnw I:I'luumn'rﬂ mﬂﬁﬁ‘ﬁﬁ- ﬂdﬁm, Tdh i

e e

Fagaanfﬁ



Section 3 - External auditor certificate and opinion 2013/14

Certificate
W certify that we have completed the sudit of the annual raturn for the year ended 31 March 2014 of

Counciiesding

Respective responsibilities of the council and the auditor

The council Is responsible for ensuring that its financial management s adequate and effective and
that it has & sound system of internal control. The councl! prepares an annual return in accordance

with proper praclices which:
= summarises the accounting records for the year ended 31 March 2014; and

= confirms and provides assurance on thase matters that are important to our audit responsibilities.

Our responsibility is o conduct an audit in accordance with guidance issued by the Audit Commission
and, on the basis of our review of the annual return and =u pporting information, to report whathar ary
matters thai come fo our attention give cause for concern that relevant legislation and regulatory

requirements have nol been mat.

External auditor report
qumﬁi_rnr the matters FEIPDHEI:I"bEJC.Iw:I' on the basis of our review, in our apinicn the information in
the annual return is In accordance with proper practices and no matiers have come 1o cur attantian
giving cause for concern that relevant legislation and regulatory requirements have not been met,
(*delete as appropriata)

|. [continue on a separate sheet if required)

Uther matters not affecting our opinion which we draw to the attention of the council:

| [continue on a separate sheet if required)

External auditor signature | |

External auditor name [ | Date | |

Note: The audtor signing this page has besn appointed by the Audit Commission and is reporting to
you that they have carried out and campleted all the work that s required of them by law. For further
infurmation pleass refar to the Audit _Emmﬁﬁhﬂh‘.?ﬁﬂﬁjhuhﬂfﬁnﬁﬁ;s@ﬁﬁ?&ﬁf Responsibilities of

=
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Section 4 — Annual internal audit report 2013/14 to
SwoniStonBE AwD GlELAnTHE Towssd CouncilMemtiny

The council's internal audit, acting Independently and on the basis of an assessmant of risk, carried
out a selective essessment of compliance with relevant procedures and contrals expected to be in
operation during the financial year ended 31 March 2014,

Internal audit has been carried out In sccordance with the council’s needs and pianned coverage. On
the basis of the findings in the areas examined, the internal audit conduslons are summarsed In this
table. Set out below are the objectives of internal control and alongside are the internal audit
conclusions on whether, in all significant respscts, the control objectives were belng achieved
throughout the financial year to a standard adequate o meet the needs of the council,

A Appropriste aceounting records have been kepd oroperly throughout the YEAr ~es
B Thecouncls financial reguletions have basn ma, payments ware suppored by nvoices,
al expenditure was approved and VAT was approgriately sceournted for, s
G The council asesssad the significant risks ta acheving its ohjsctives and raviewsd the
' adequacy of arrengemants to menage hese. e
D Theasnual precept requirement rmsulted fram an adegquate budgetary process; progress
agains! the budget wag requisdy monitored; and reserves ware apgaopiiate. ~ £S5
E BExpected income was fully seceived, based on comect prices, proparly mosrded and
pramplly banked: and VAT was appropriately accounted for, Nes
F  Petly cash paymenis wene propedy supported by receipts, all pelfy cash expandifune
© was approved and VAT eppropriately accounted for Hes

G Safaries to employees and allowances in members ware psid In actordance with counci
approvais. and PAYE and NI requiremants were property applisd

“es
H .ﬂ-.aa;st ;Elﬂﬂ mwkiments r-;glmrr- wara complets. and accurabe and progadly maintained. . gL i
.| Periodic and year-and bank account I'm-::.rr:jllmll:-rm Were propery carried out . ~gs
2l ﬁ:.mum:-iru s-LaImrm!B ﬁrl.'ﬁnars]d n‘urin-g ihe Yearwere praparad on the comact

accoumting basis freceipts and payments or income and expenditure], agread fo the

j  tash book, were supponiad by an adequate eudit frai from undertying recordz, and Yes
whara approgrigte deblors and creditors ware pregerly racorded,

Yies ::"-ln Mot applicable

K Trustfunds (including urwﬁ.éﬁa;:!-h;smumll mel b5 resoonsibililies as a trusloa,

For any other risk amas ldentified by the eaunct (ist any other risk areas bakw or on stpasate shests If needed) scequate
controls exising:

-

Name of person wha carried out the internal sudit © WEWH Fummgl, EH.AAT.
Signature of person who carried out the internal audit & :fld.-u-n-—m Date & Hf& 2014

.t‘..{w IF s ..- el = T.:. .:.F-\- - i 1! -.'.‘ -|
e s | Rt e 3 5# SUEESRIIL a3l HELE
veeakness in control identfisd fac shoe e

2y —

-




Guidance notes on completing the 2013/14 annual return

1 Youmustapply proper practices for preparing this annual raturm. Proper praclicas sre found in the
Practifioners’ Guide® which s updated from time to time and contains everything you should need to
prepara succassfully for your financig! yearend and the subsequent audit, Both NALC and SLCC have
nelplineg if you want to talk through any probiem you encounter.

2 Make sure that your annual return is complate (l.e. no emply green boxes), and is properly signed
and dated. Aveid making any amendmeants to the completed return. But, if this is unavoldable, make
sure the amendments are drawn to the attention of and approved by the council, properly initialied
and an explanation is provided to the external auditor. Annual returns containing unapproved or
unexplained amandments will be returned unaudited and may incur additional costs.

3  Usethe checist provided below. Use a second pair of eyes, perhaps a councll member or the
Chair, to review your annual return for complatanass before sending il to the external auditor.

4  Donot send the external auditer any information not specificaily asked for. Doing 56 5 not heipful,
Howeaver, you must notify the external auditor of any change of Clerk, Responsibée Finance Officer or Chair

5  Make surethat the copy of the bank reconciliation which you send to your extamal auditor with the
anmual return covers all your bank accounts. Il yeur council hoids any short-term Investmants, note
thedr value on the bank recondliation, The external auditor must be able to agree your bank
reconciligtion fo Box & on the Accounting Stalements (Section 1} You must provide an explanation
for any difference between Box 7 and Box 8. More help on bank reconciliation is available in the
Fractitioners” Guide®,

6 Explain fully significant variances in the accounting statemants on page 2. Do not just send in a
copy of your detailed accounting records instead of this explanation. The exlernal audifor wenis to
know that you undersiand the reasons for all variances. Inciude complete analysis to support Yo
explanation. There are a number of examples provided In the Practiioners' Guide® to assist you.

7 Ifthe external auditer has to review ursalicited information, or receives an incomplete bank
reconciliation, or you do not fully explain variances, this may incur additional costs for which the auditor
will make a charge.,

8  Make sure that your accounting staterments add up and the balance carried forward from the
previous year [Box 7 of 2013] equals the balance brought forward in the curment year (Box 1 of
2014}

9 Do not complete section 3. The external auditor will complete it at the conclusion of the audit

Complehon chectlistt= Nat apswers naean voll may aot havemel reguremeants
' All grean boxes have bean completed?

(Fn Ehoine All informiation requestad by the external auditor has been sent with this annisl
return? Pleaso refarto vour notice of audit.

Council approval confinmed by signature of Chalr of meeting approving
m:uunung slalements?

Section 1 ﬁn Expranm:m of slgnrrl-[:am mnahms from ms’r }l'ﬂﬂﬂl:l this year s provided?
Bank r&mndlahm as al 31 March 2014 apreau:lin Box El-“?
An &:pmnauun nr any l:ﬁﬂ’aranca betwaen Box 7 and Box E. - prn-.-rda-d?

' Sacti Trust funds — all disclosures made if councl is a sole managing trustee?
il MB: Do not send trust amnuntlr‘zg statements unless r&quaatﬂd

Section 2 Faor any stalement 1o which the respongeis 'no’, an axplanation s providad?
Section 4 All grean boxas camplated by internal audit and ﬂmlammna provided?

‘Hnln Governanse and Amwntaﬂ-lj?u,r for Local Councils: hEnﬂmd A.Pra::ﬂlxamm’ Em:la 1: a\rauamr
from whrbw HALG wﬂﬁﬁ:?ﬁp{ﬁ&mﬁﬁﬂﬁ'm ﬂﬁhmﬁﬂ&gmﬂm?mﬁtﬁ&

Page 6 of 6



Swanscombe And Greenhithe Town Council

NOTICE OF APPOINTMENT OF DATE FOR THE
EXERCISE OF ELECTORS' RIGHTS
ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2014

Audit Commission Act 1888, Sections 15 and 16 and
The Accounts and Audit (England) Regulations 2011 (S1 2011 No BT

NOTICE NOTES
1. Date of announcemant 25 April 2014 {a) {8) Insert date of plecing of tha notice
which must nol be fess than 14

2. Each year the body's annual return is audited by an auditor eppointed by days batore the data in (c) balow

the Audit Commission. Any person interested has the right o inspect the
accounts and make copies of the annual return and all booke, deeds,
contracts, bilis, wauchers and receipts relating to the accounting
statements. For the year ended 31 March 2014 these documents will be
available on reasonable notice by application to:

ib) _J;‘?.ﬂ'-"-{f SR =T -&Wﬁigﬁwﬂn‘ﬂﬁi O ¥ese (b} lnsam name, position and acdmss

e € of tha Clork or other pemsan in

S TE hﬁ;p o7 which any gersan may apply to
inspact the sccourts

commancing on (o) 08 May 2014 (o) Insert date, which must ba at iaast

14 days afer the odele ol
amncuncomant i {8) abdave ard al
least 21 wivking days bedore the
date appoirded for audit in [8)
Ak

and encling an (d) 06 June 2014 {g} The insgection period betweon (o)
and [d} must ba 20 working daye
and (d] must bo 8! heast one

3. Local government electors and thelr reprezentatives aleo have: working day telee  the dats
appoirted for audil in (&) below

® The opportunily to question the auditer about the aceeunts: and

® The right to make objections to the accounts or any dem in them. Written
notica of an objection must first be given fo the auditor and a copy sent to

the body.

The audior can be confacted &t the address in paragraph 4 below for this
purposa on {&) 09 June 2094 and undil the awdit has been completed {8l The date apoeinted by the audior

4. The audit is being conducted under the provisions of the Audit
Commission Act 1898, the Accounts and Audit Reguiations (England)
2071 and the Audit Commission's Code of Audit Practics. Your audit Is

being carried out by:

PHF Littlejohn LLP
Ref; S84

2% Eloor

1 Westlerry Circus
Canary Wharl
London E14 4HD

(sba@pki-litlejohn.com)
i} Insert name snd positon of person

5. This announcement ls made by (f) _ %ﬂ'@'{ Lﬂ???x"z.-:—?ﬂ# !
L Gs Tt ieTe ot xton

13-242



Bank reconciliation - pro forma

Swanscombe And Gresnhithe Town Council

Financial year ending 31 March 2014

Prepared by rjﬁfﬂ sz {Name and rale)

RES oG &= Frallatrdi. YTFCER

Date /¥ 4/ &
Balance per bank stalements as at 31 March 2014: £ £
dososl &7
Petty cash fioat (if applicable) &35 a0
Less: any unpresented cheques at 31 March 2014
ledgd « 9

Add: any un-bankad cash at 31 March 2014

MNet balances as at 31 March 2014 (Box 8) AFEHIZ 4F

The net balances reconcile fo the Cash Book (receipts and paymenis account) for
the year, as follows:

CASH BOOK:

Opening Balance 1 April 2013 (Prior year Box B)

Add: Receipts in the year

Lass: Paymenis in the year

Closing bakanca per cash book [receipts and paymenis book] as
at 31 March 2004 (must equal net balances above — Box 8)

T3-242



Explanation of variances — pro forma for local councils

Swanscombe And Greenhithe Town Council

The NALC/SLCG 'Practifionsrs” Guide' (paragraph 2.15 onwards) provides guidance on explaining significant
variances. Please provide explanations for the following:

o varances of more then 15% between totals for individual boxes (except variances of less than £200);

= i the total reserves (Box 7) figure is maore than twice the annual precept value (Box 2),

[ Saction 1

| 201213

201314
£

Varfance
E

Variance |

%

Detailed explanation of variance
(with amounts £)

 Box 2

Precepi

AdEsHYy

Ardis g

b g3Y

e as"zl

Box 3
Diher

fHeSEE

Jed 39

- I8

73 35%

Box 4
Slafl costs

234 43F

L5933

-4 St

-1 584

Box 5§

Logn
interasty

repayments

O

Box 6

Daymenis

AEEINA

A F-14:8

—b A

-4.22¢

Box 9
Fivad azsels
& long ferm

asgels

44 15637

AHIFE S 85

-

234

Box 10

Borrowings

&

&

T

O

" Explanation
for “high*
reserves

Box 7 Is more than twice Box 2 because ..,

13243



Reconciliation betwean Box 7 and Box 8 in Section 1 - pro forma
(applies to Annual Returns prepared on an Income and expenditure basis only)

Swanscombe And Greenhithe Town Council

There should only be a difference batween Box 7 and Box 8 where the Annual Retum has been prepared
on &n income and expenditure basis and there have been sdjustments for debtors/prepayments and
creditors/receipts in advance at the year end. Please provide detalls of the year end adjustments, shawing
how the nat difference between them is equal to the difference between Boxes 7 and 8.

Box 7: Balances carried forward

Deduct:

Deduct;

Total deductions

Ad:

Add:

Totel additions

i I ]
Fdad. .ol

Faymants made in advance
(prepayments)
: fEGE O

Craditors
- Fapd 30

Heceipts In advance

Box B: Total cash and short term Investmenis

£ £
3/ 5/505¢
PaLatt 3 28
fS o6 I
gam?-saj
2402 30
o
Aand. .20 f
Q95433 48

13-3as



153144,

161314,

1TH3A4,

1811314,

ANNUAL GENERAL MEETING
16 MAY 2013

MINUTES OF THE MEETING HELD ON 24 APRIL 2013.
MOVED by Councillor B E Read and seconded by Councillor V Openshaw.

RESOLVED:

That the Minutes of the meeting held on 24 April 2013 be confirmed and signed as a
true record.

REVIEW OF STANDING ORDERS AND FINANCIAL REGULATIONS,

Members had previously been provided with a copy of the current standing orders
and financial regulations and were asked to consider agreeing to the amendments

proposed and seconded at the 24 April 2013 meeting (as per S/O 42 (b).

MOVED by Councillor B E Read and seconded by Councilior L J Bobby.

RESOLVED:
That the Standing Orders and Financial Regulations be endorsed and adopted.

REVIEW OF COUNCIL POLICIES AND PROCEDURES.

Members were asked to review the current policies and procedures of the Town
Council.

MOVED by Councillor B E Read and Seconded by Councillor V Openshaw.

RESOLVED:
That the policies and procedures as listed be endorsed.

REVIEW OF INTERNAL AUDIT.

Members were asked to review and confirm they were satisfied with the internal
audit.

Councillor B E Read drew members' attention to the fact that the Town Council had
recently received extremely complimentary feedback from the Internal Auditor and
had a current and recent history of receiving excellent feedback and reports from
both external and internal audits. Members agreed that this was a credit to the
administration team and asked that their acknowledgement of this be recorded.

Members reviewed the legal requirements, regarding control objectives, which
included an assessment of each of the following: the scope of intermal audit,
independence, compatence, relationships, audit planning and reporting the council
had fo achieve throughout the financial year and agreed that the council had an
adequate and effective system of internal audit,

3
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1811314,

2314

211 3-14.

221314,

ANNUAL GENERAL MEETING
16 MAY 2013

RESOLVED:

That, after assessing the process for the internal audit, specifically: the scope of
internal audit, independence, competence, relationships, audit planning and
reporting; the effectiveness of the council’s internal controls were deemed adequate
and that these ensured the regulatory requirements regarding control objectives were

being mel.

BALANCE SHEET FOR YEAR END 31 MARCH 2013.

Members considered the balance sheet for the year end 31 March 2013.
MOVED by Counciller B E Read and Seconded by Councillor V Openshaw.

RESOLVED:
That the balance sheet for the year end 31 March 2013 be approved.
ANNUAL RETURN FOR YEAR END 31 MARCH 2013.

Members considered the annual return, the annual govermnance statement and
supporting documents requested by the External Auditor, for the year end 31 March
2013. Members thanked the Administration Team for their professionalism in
ensuring that the Town Council received positive reporis from both internal and
extermnal auditors.

MOVED by Councillor V Openshaw and Seconded by Councillor B E Read.

RESOLVED:

That the annual retumn and annual governance statement, for the year end 31 March
2013 be approved and that a vote of thanks, for the hard work of Officer’s involved in

completing this, be given.

KENT ASSOCIATION OF LOCAL COUNCIL'S (KALC) - PARISH NEWS (ISSUE
369, APRIL 2013).

RESOLVED:

That the itern be noted.

Having already declared a personal prefjudicial interes! Councilfors' P M Harman and
ﬁ J Lees left the chamber and fook no part in the debate or decision of the following

fem.
REQUEST TO ERECT DWARF WALL AROUND PATIO AREA AT THE PAVILION.

The Town Clerk detailed the request and informed members that due to an
unforeseen error / mix up, by the tenant, work had already begun on the wall. A
member of the tenants committee had come into the offices at the earliest opportunity

to explain and apologise for this.
8
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ZREM3-14,

2851314,

290M 3-14.

TOWN COLNCIL
18 DECEMBER 2013

FINANCIAL RISK ASSESSMENTS (FRA) - 2014 ~ 2015.

Al its meeting on 7 November 2013, minute 231/13-14, the Finance and General
Purposes Committee endorsed the findings of the Financial Risk Assessment Working
Group (that the FRA's should be maintained al the level's indicated and that the Town Councll
should not, at this point, be looking fo add or increases apything contsined in the FRA'S), The
FGP recommended that the FRA's should be submitted to full council for approval and
inclusion in the Estimates for 2014 - 2015,

A bound copy of the FRA's had been supplied to each member with the agenda.

The Chairman of Finance and General Purposes Committee thanked the FRA Working
Group for keeping this large and complex project on track as it had given the Town
Council a secure base on which to plan effectively for the future.

RESOLVED:
That the FRA's, as supplied, be approved and included in the Estimates for 2014 — 2015.

ANMNUAL ESTIMATES FOR 2014 - 2015.

Members were informed that officers had begun work on the estimates for 2014 — 2015,
the confidential report / draft annual estimates had been provided by the Responsible
Financial Officer (RFO) for members’ information at this stage.

Members were invited to contact the RFO, cutside of the meeting, and inform her of any
suggestions and/or items they felt should be Included.

The RFO, in consultation with the Chalrman of the Finance and General Purposes
Committee (FGF), would review the drafts over the festive period and the final copies
would be submitted to the FGP on 16 January 2014 to be agreed; the agreed figures then
being submitted to the Special Town Council meeting held directly after the FGP meeting
on 16 January 2014 as this is required to set the Council Tax Rate for Band D.

To assist with this process members had been supplied with a copy of the draft Financial
Risk Assessments as per the preceding agenda item.

RESOLVED:

That the item be noted.

AGREEMENT WITH DARTFORD BOROUGH COUNCIL (DBC) — SECTION 77-78
CRIMINAL JUSTICE AND PUBLIC ORDER ACT 1894.

At the B October 2013 Borough and Parish Council Forum (BPCF) it had been agreed
that DBC would put in place a formal agreement with the parishes to enable them to

113
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Swanscombe And Greenhithe Town Council

Contact details

Please complels this form and send it back to us with the Annual Return

Ok g, 8 Fondintat e ﬁL;?""’ ]

Nuré Sen Epd=ron

Address LanCih.  OFIE=%
YHE GPsE
JeSewmdds

L dvo oA

Daylime telephane | /v 299 erey 3

number

Mobile telephone
number

@
Email address Gt E#M*-lﬂrrﬂ?mée At
JHEELATETAL OIS - g 2

13347



advice service

dartford

3 e

LOTTERY FUNDED

AGENUA ITEM 2 3

pEw 2l /570

Good Afternoon Graham

nghé:ﬁﬂ%wﬂm Dartford would like to deliver for Swanscombe and Greenhithe Town Council 3 one off pop up
I CHITRC.

This would consists of the projects case workers attending Swanscombe on Wednesday 30™ Jul
any benefit entitlement that would maximise the inmmggnf the local mrﬁ%un?t-:e ay e e iy

il‘afE pcligfecr will provide all equipment needed and will be available for 3 hour's. Time can be confirmed at a
r date.

If pqﬁgﬁihie an ideal venue would be The Old Fire Station Café as this already works positively as an outreach
acation,

The aim of the clinic is to highlight the outcomes that can be achieved with the assistance of the project.
This would be open to all age groups and will be confidential.

| hepe we are able to deliver this within the community
Regards
Mandy Dabb

PI'GIIEEt Manager
dvice Service Dartford

Darifond Chizsa's Adics in patnershipwih:
A UK Marth Wesl Kent Coungl lor Volungary Sendces Marih Wiest Kert, Heaity Liang Canire Dasifand Ken! Equally Cobesion Coened Manth Kanl Wamen's

A, Slone Pesiah Goundl Sum Sean Cnidies’'s Cenbies Dartord: Bwarscemta L Geaevinithe Tawn Coursol

Charity registaten nambsr 1120640, Gompany LimBad By Gusiantes number 06224573, www.adviceguide.org.uk
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