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Financial Regulations
1

INTRODUCTION

1.1

These Financial Regulations provide the governance framework for
managing the Authority’s financial affairs. They are an integral part of the
overall financial framework of the Authority which also includes the other
internal regulatory documents forming part of the Authority’s constitution.

2

STATUS & SCOPE OF FINANCIAL REGULATIONS

2.1

Status

2.1.1

The Local Government Act 1972 (Section 151) places a responsibility on the
Chief Finance Officer for the proper administration of the Authority’s financial
affairs. These Regulations are issued pursuant to these responsibilities.

2.2

Scope

2.2.1

The regulations set out the Authority’s requirements in respect of:
 financial management roles and responsibilities (section 3)
 financial planning and budgeting (section 4)
 risk management and control of resources (section 5)
 financial systems and procedures (section 6)
 commissioning, procurement, contracts and routine purchasing of
goods and services (section 7)
 external arrangements (section 8).

2.2.2

Appendix A to the Regulations comprises the ‘Schedule of Financial
Authority to Officers’. This sets out the approved financial limits within which
officers may conduct the Authority’s business.

2.2.3

These Regulations are supported by a set of mandatory Financial
Procedures which provide more detailed direction on the arrangements to be
complied with. These are summarised in Appendix B

2.3
2.3.1

Definitions
In the context of Financial Regulations and Procedures the term:
(i) ‘Senior Officers’ means:
•

the Authority’s Chief Executive

•

the Authority’s Director

•

staff designated as Heads of Service

(ii) ‘Section 151 Officer’ (Chief Finance Officer) means the officer
designated as such by Authority under section 151 of the Local
Government Act 1972
(iii) ‘Monitoring Officer’ means the officer designated as such by Authority
under section 5 of the Local Government and Housing Act 1989
Allerdale Borough Council
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(iv) ‘Head of Paid Service’ means the Chief Executive
(v) ‘Internal Audit’ means the Authority’s Assurance Risk and Audit
Service
(vi) ‘Authority’ means Allerdale Borough Council
(vii) ‘Officers’ means any Allerdale Borough Council employee

2.4

Compliance

2.4.1

These Regulations and the Financial Procedures issued under these
regulations apply to every member and officer of the Authority and to anyone
acting on its behalf. Failure to comply may constitute misconduct and lead to
formal disciplinary action. However, nothing in these Financial Regulations
shall be interpreted as requiring any person or body to do anything which is
unlawful or to refrain from doing anything which they are required by law to
do.

2.4.2

All Members and staff have a general responsibility for taking reasonable
action to provide for the security and use of the resources and assets under
their control, and for ensuring that the use of such resources and assets is
legal, is consistent with the Authority’s policies, is properly authorised,
provides value for money and achieves best value. In doing so, proper
consideration must be given at all times to matters of probity and propriety in
managing the assets, income and expenditure of the Authority.

2.4.3

Senior Officers are responsible for ensuring that all staff under their direction
are aware of and understand the existence and content of the Authority’s
Financial Regulations and of related guidelines and procedures and that they
comply with them.

2.4.4

A Certificate of Financial Authority issued by the Section 151 Officer should
be completed and maintained for each member of staff, setting out the
authorised activities and financial limits within which an Officer may conduct
the Authority’s business in accordance with these regulations and associated
procedures.

2.5

Maintaining the Regulations

2.5.1

The Section 151 Officer, in consultation with the Director, is responsible for:


establishing arrangements for maintaining and updating these
Regulations and submitting any additions or changes necessary to the
Council for approval



issuing, reviewing and reissuing the Financial Procedures necessary
to support the effective operation of these Regulations



reporting, where appropriate, breaches of the Financial Regulations to
the Council and/or to the Executive members.

Allerdale Borough Council
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2.5.2

Senior Officers are responsible for ensuring compliance with Financial
Regulations and for reporting to the Section 151 Officer - in writing - any
known or suspected breaches.

2.5.3

The Section 151 Officer is responsible for issuing advice and guidance to
underpin the Financial Regulations which Councillors, Officers and others
acting on behalf of the Authority are required to follow. He/she will be given
access to any information which in his/her opinion is necessary to comply
with his/her statutory duties and the requirements and instructions of the
Authority.

2.5.4

Where a Senior Officer considers that complying with Financial Regulations
in a particular situation might conflict with the achievement of value for
money, the principles of Best Value or the best interests of the Authority,
he/she shall seek advice from the Section 151 Officer, following which the
Senior Officer will, if he/she considers necessary and appropriate seek,
formal approval from the Authority for a specific waiver of the Financial
Regulations, or an amendment thereto.

2.6
2.6.1

Emergencies
Where complying with these Financial Regulations would, in the opinion of
the Senior Officer responsible for the relevant function, give rise to or
materially increase or prolong an unacceptable risk to life, health or safety or
to the Authority’s assets or finances, the Senior Officer shall consult with the
Section 151 Officer and the Chief Executive (where practicable) and shall
take such action as is necessary to avert, reduce or curtail the risk, whilst
complying with all orders as far as is practicable in the circumstances. The
Senior Officer shall report in writing to the next meeting of the Executive the
precise circumstances, action taken and the respect in which Financial
Regulations were not complied with.

Allerdale Borough Council
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3

FINANCIAL MANAGEMENT ROLES AND RESPONSIBILITIES

3.1

Introduction

3.1.1

Financial management covers all financial accountabilities in relation to the
running of the Authority including the policy framework and budget.

3.1.2

A transparent framework of financial management responsibilities and
decision making is essential to the effective management of the Authority’s
financial affairs.

3.1.3

All Members and Officers have a common duty to abide by the highest
standards of integrity and propriety when making decisions about the use of
public monies.

3.2

The Full Council

3.2.1

In law, the Authority has a ‘fiduciary duty’ towards its council tax payers with
regard to financial decisions and their consequences. The Full Council is
responsible for adopting the Authority’s constitution, including the codes of
conduct for staff and councillors and for approving the policy framework and
budget within which the Executive operates. It is also responsible for
approving and monitoring compliance with the Authority’s overall framework
of accountability and control. The framework is set out in its constitution.
The Full Council is also responsible for monitoring compliance with the
agreed policy and related Executive decisions.

3.2.2

The Full Council is responsible for approving procedures for recording and
reporting decisions taken. This includes those ‘key decisions’ delegated by
and decisions taken by the Authority and its committees. These delegations
and details of who has responsibility for which decision are set out in the
constitution.

3.3

The Executive

3.3.1

The Executive is responsible for proposing the policy framework and budget
to Full Council, and for discharging Executive functions in accordance with
the policy framework and budget.

3.3.2

Executive decisions can be delegated to a committee of the Executive, an
individual Executive Member, an Officer or a Joint Committee.

3.3.3

The Executive is responsible for establishing protocols to ensure that
individual Executive Members consult with relevant staff before taking a
decision within his/her delegated authority. In doing so the individual
Member must take account of legal and financial liabilities and risk
management issues which may arise from the decision.

Allerdale Borough Council
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3.4

Other Committees
Scrutiny Committees

3.4.1

The scrutiny committees are responsible for scrutinising Executive
decisions before or after they have been implemented and for holding the
Executive to account. The scrutiny committees are also responsible for
making recommendations on future policy options and for reviewing the
general policy and service delivery of the authority.
Audit Committee

3.4.2

The Audit Committee is an advisory body and has a responsibility to report to
the Full Council. The Audit Committee also has delegated responsibility for
considering and approving, on behalf of the Authority, the Authority’s annual
Statement of Accounts and Annual Governance Statement.

3.4.3

The purpose of the Audit Committee is to provide those charged with
Governance independent assurance on the adequacy of the risk
management framework, the internal control environment and the integrity of
the financial reporting and annual governance processes. The Committee is
responsible for reviewing reports issued by the Authority’s internal and
external auditors and for reviewing progress made by Internal Audit against
its annual audit plan. It is also responsible for scrutiny of the Authority’s
treasury management strategies and policies.

3.4.4

In discharging its responsibilities the Audit Committee has right of access to
all the information it considers necessary and can consult directly with
internal and external auditors.
Standards Committee

3.4.5

The Standards Committee is established by the Full Council and is
responsible for promoting and maintaining high standards of conduct
amongst councillors. In particular, it is responsible for advising the Authority
on the adoption and revision of the Councillors’ code of conduct, and for
monitoring the operation of the code.
Other Regulatory Committees

3.4.6

Development Panel and Licensing committees are not Executive functions
but are exercised through their appropriate bodies under powers delegated
by the Full Council. The Development Panel andLicensing committees report
to the Full Council.

Allerdale Borough Council
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3.5

Statutory Officers
Head of Paid Service

3.5.1

The Head of Paid Service is responsible for the corporate and overall
strategic management of the authority as a whole. He or she must report to
and provide information for the Executive, the Full Council, the Scrutiny
committees and other committees. He or she is responsible for establishing a
framework for management direction, style and standards and for monitoring
the performance of the organisation. The Head of Paid Service is also
responsible, together with the Monitoring Officer, for the system of record
keeping in relation to all the Full Council’s decisions (see below).
Section 151 Officer

3.5.2

The Section 151 Officer has statutory duties in relation to the
financial administration and stewardship of the Authority. This
statutory responsibility cannot be overridden. These statutory duties
arise from:
 Section 151 of the Local Government Act 1972
 The Local Government Finance Act 1988
 The Local Government and Housing Act 1989
 The Local Government Act 2003
 Accounts and Audit (England) Regulations 2015

3.5.3

The Section 151 Officer is responsible for:
 the proper administration of the Authority’s financial affairs
 setting and monitoring compliance with financial
management standards
 advising on the corporate financial position and on the key financial
controls necessary to secure sound financial management
 providing financial information
 preparing the revenue budget and capital programme
 treasury management
 ensuring proper professional practices are adhered to and to act as
head of profession in relation to the standards, performance and
development of finance staff throughout the Authority

3.5.4

Section 114 of the Local Government Finance Act 1988 requires the Section
151 Officer to report to the Full Council, Executive and external auditor if the
Authority or one of its staff:


has made, or is about to make, a decision which involves incurring
unlawful expenditure



has taken, or is about to take, an unlawful action which has resulted
or would result in a loss or deficiency to the Authority

Allerdale Borough Council
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3.5.5

is about to make an unlawful entry in the Authority’s accounts

Section 114 of the 1988 Act also requires:


the Section 151 Officer to nominate a properly qualified member of
staff to deputise should he or she be unable to perform the duties
under section 114 personally



the Authority to provide the Section 151 Officer with sufficient staff,
accommodation and other resources – including legal advice where
this is necessary – to carry out the duties under section 114

Monitoring Officer
3.5.6

The Monitoring Officer is a statutory appointment under Section 5 of the
Local Government and Housing Act 1989. The Monitoring Officer is
responsible for:


reporting on matters he or she believes are, or are likely to be,
illegal or amount to maladministration; to the Full Council and/or to
the Executive



matters relating to the conduct of councillors and officers; and



the operation of the Council’s constitution.

3.5.7

The Monitoring Officer must ensure that executive decisions and the reasons
for them are made public. He or she must also ensure that elected members
are aware of decisions made by the Executive and of those made by staff
with delegated executive responsibility.

3.5.8

The Monitoring Officer is responsible for advising:

3.5.9



all Councillors and staff about who has authority to take a particular
decision



the Executive or Full Council about whether a decision is likely to be
considered contrary or not wholly in accordance with the policy
framework

The Monitoring Officer (together with the Section 151 Officer) is responsible
for advising the Executive or Authority about whether a decision is likely to
be considered contrary to, or not wholly in accordance with, the budget.
Actions that may be ‘contrary to the budget’ include:


initiating a new policy



committing expenditure in future years to above the budget level



incurring transfers between Departments (above virement limits)



causing the total expenditure financed from council tax, grants and
corporately held reserves to increase, or to increase by more than
a specified amount

3.5.10 The Monitoring Officer is responsible for maintaining an up-to-date
constitution.
Allerdale Borough Council

Page 7

Financial Regulations
3.6
3.6.1

Senior Officers
The Chief Executive, Director and Heads of Service are each accountable to
the Authority for the financial management and administration of those
functions and activities allocated to them in accordance with Authority policy,
including effective on-going budgetary control. In addition, they are
responsible for:
a) ensuring that adequate and effective systems of internal control are
operated to ensure the accuracy, legitimacy and proper processing
of transactions and the management of activities
b) ensuring that adequate resources exist in terms of competent staff,
relevant training, reliable equipment and, in the case of
computerised systems, tried and tested software – to allow financial
systems under his/her control to be operated, maintained and
monitored efficiently and effectively whenever required
c) ensuring that Executive members are advised of the financial
implications of all proposals and that the financial implications have
been agreed by the Section 151 Officer
d) signing contracts on behalf of the Authority
e) consulting with the Section 151 Officer seeking approval regarding
any matters which may affect the authority’s finances materially,
before any commitments are incurred. If raising any issue having
corporate financial implications a Senior Officer should also inform
and consult other Senior Officers affected before submitting policy
options or recommendations to Councillors
f) promoting the financial management standards set by the Section
151 Officer in their departments and to monitor adherence to the
standards and practices, liaising as necessary with the Section 151
Officer
g) championing business partnering and sound financial practices in
relation to the standards, performance and development of staff in
their departments.

3.6.2

With regard to any report or information for Councillors or the public which
relates to budget planning and monitoring or upon which decisions or
consultation are to be based, each Senior Officer is responsible for ensuring
that the Section 151 Officer is consulted about any information to be
included about the finances of the Authority, its services and activities.

3.6.3

The Section 151 Officer and Monitoring Officer must be given adequate time
to comment on reports, in advance of their publication, in accordance with
the Authority’s agenda management timetable. If the Senior Officer does not
want to amend the report having regard to comments made by the Section
151 Officer or Monitoring Officer, the Section 151 Officer and Monitoring
Officer may require inclusion of their comments within the report before it is
finalised by the Senior Officer. A report may be submitted jointly by the
Senior Officer and Section 151 Officer and/or Monitoring Officer if, and only
if, the Section 151 and /or Monitoring Officer has validated and agreed the

Allerdale Borough Council
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financial and legal aspects of the report. It is the responsibility of the Senior
Officer to obtain this agreement.

3.7

All Officers

3.7.1

In addition to the specific responsibilities set out above all officers should:

3.8



act in good faith, impartially and in accordance with their positions of
trust



exercise due care in relation to all resources, assets, income and
expenditure within their care or control



ensure that proper records and documentation are maintained of the
Authority’s assets and financial transactions



comply with these Regulations, the associated Financial Procedures
and any additional guidance issued to ensure the effective control of
the Authority’s resources



co-operate in audits of the Authority’s financial systems



report any suspected financial irregularities for investigation.

Financial Accountabilities [in relation to specific aspects of the
Authority’s financial administration]
Accounting Policies

3.8.1

The Section 151 Officer is responsible for selecting suitable accounting
policies, having regard to The Code of Practice on Local Authority
Accounting in the United Kingdom issued by CIPFA/LASAAC and for
ensuring that those policies are applied consistently.

3.8.2

Senior officers are responsible for adhering to the accounting policies and
guidelines approved by the Section 151 Officer.
Accounting Records and Returns

3.8.3

The Section 151 Officer is responsible for determining the accounting
procedures and records for the Authority. Where these are maintained
outside the finance department, the Section 151 Officer should be consulted
by the Senior Officer concerned.

3.8.4

The Section 151 Officer is also responsible for:
 arranging for the compilation of all accounts and accounting records
under his or her direction
 ensuring in so far as considered practical, appropriate levels of
segregation in relation to duties associated with the processing,
recording and checking of transactions
 ensuring that all claims for funds including grants are made by the due
date.

Allerdale Borough Council
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3.8.5

Senior officers are responsible for:
 consulting and obtaining the approval of the Section 151 Officer before
making any changes to accounting records and procedures
 ensuring in so far as considered practical appropriate levels of
segregation in relation to duties associated with the processing and
recording and checking of transactions when allocating accounting
duties
 maintaining adequate records to provide a management trail leading
from the source of income/expenditure through to the accounting
statements and vice versa

3.9

Annual Statement of Accounts (including Annual Governance
Statement)

3.9.1

The Section 151 Officer is responsible for ensuring the Authority’s annual
statement of accounts is prepared in accordance with proper practices in
relation to the accounts and present a true and fair view. This includes
ensuring the statement of accounts complies, in all material respects, with
the requirements of the Code of Practice on Local Authority Accounting in
the United Kingdom (CIPFA/LASAAC) and all statutory provisions applicable
to the accounts.

3.9.2

The Section 151 Officer is also responsible for ensuring that:
 proper arrangements are made for audit of the Authority’s accounts in
accordance with statutory requirements
 the Authority’s accounts are published in accordance with the
statutory timetable.

3.9.3

The Head of Governance, in consultation with the Section 151 Officer is
responsible for the preparation and publication of the Authority’s annual
governance statement.

3.9.4

Senior Officers are responsible for complying with guidance issued by the
Section 151 Officer and Head of Governance relating to preparation of the
Authority’s Statement of Accounts and annual governance statement and for
supplying the Section 151 Officer and Head of Governance with information
when required.

3.9.5

The Audit Committee has delegated responsibility for approving the annual
statement of accounts and annual governance statement.

3.10

Authorising/Certifying Officers

3.10.1 The certification and authorisation of financial transactions shall be carried
out by an authorised Budget Holder or designated deputy. Where the Budget
Holder or deputy are not available responsibility for certification and
authorisation lies with the Senior Officer responsible for delegating the
certification to the Budget Holder, or such higher authority that has been
approved in the delegation statement.
Allerdale Borough Council
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3.10.2 Senior Officers are responsible for:
(a) providing updates to the register of designated budget holders
and deputies authorised to certify/authorise transactions on behalf
of a Senior Officer incorporating names, specimen signatures and
the extent of the responsibility. This record will also include details
relating to any situations where individuals are designated as
responsible for providing an electronic authorisation
(b) communicating such authorisation in writing to the individuals
concerned, and will maintain a register of posts
(c) providing the Section 151 Officer with the lists of all designated
Budget Holders and deputies, including a record of the specimen
signatures of those staff, by 1st April in each financial year.
Changes to the register throughout each financial year must be
notified to the Section 151 Officer at the time such changes take
place
(d) complying with the guidance issued by the Section 151 Officer in
relation to the certification process
(e) ensure that procedure documentation exists for every financial
system under his/her control and is updated as and when
required.
3.10.3 For the purpose of these Financial Regulations the certification of documents
shall be by authentic manuscript signature or otherwise in accordance with
approved e-procurement procedures and shall, in the absence of a written
statement to the contrary, signify that the certifying person:
(a) believes that the information contained in the document is
complete and correct
(b) has good reasons for so believing, and
(c) accepts responsibility for the correctness of information in the
document.
3.10.4 The Section 151 Officer is responsible for ensuring that:
 complete statements of delegated Budget Holders and deputies
are received from all Senior Officers
 a record is maintained containing a specimen signature of all
appropriate officers.

3.11

Purchasing of Financial Services

3.11.1 The purchasing and providing of financial services will be in accordance with
the Authority’s policies and such arrangements as these may determine.
The Section 151 Officer will specify minimum financial standards which must
be maintained regardless of whether the service provider is internal or
external to the Authority’s organisation. Such minimum standards must be
reflected in service specifications, service level agreements and contracts.
Those staff responsible for managing, delivering and monitoring such
Allerdale Borough Council
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arrangements must ensure that minimum standards for financial services are
maintained correctly and satisfactorily.
3.11.2 The Section 151 Officer will advise on, interpret and determine the
requirements of the Authority’s minimum financial standards. Where
services are provided by external contractors, Authority staff will ensure that
specified standards of service also reflect the minimum financial standards
prescribed by the Section 151 Officer.
Responsibilities of the Section 151 Officer
3.11.3 The Section 151 Officer is responsible for:
(a)

confirming that the service specification(s) of financial systems are
compatible with the requirements of the Code of Practice on Local
Authority Accounting in the United Kingdom

(b)

ensuring that all non-corporate financial systems are compatible
with the Authority’s main accounting system (general ledger)

(c)

ensuring that service specifications incorporate appropriate system
controls to provide adequate separation of duties, authorisation
procedures, internal checks, control totals and reconciliation
procedures

Responsibilities of Senior Officers
3.11.4 Senior Officers are responsible for:
(a)

consulting with and obtaining approval of the Section 151 Officer
with regard to the drafting and changing of all financial system
specifications

(b)

arranging for the operation of each system to be monitored to
ensure that the controls, as detailed in the system specification,
operate satisfactorily

(c)

making arrangements for more intensive monitoring in such
instances where it is not considered practical to operate the system
controls as specified

(d)

ensuring that adequate resources exist to allow financial systems
to be operated as specified

(e)

consulting with Assurance Risk and Audit during the drafting and
changing of financial systems for advice on internal control and risk
management.

3.12 Retention of Records and Documents
3.12.1 Financial records, vouchers and documents must be preserved to comply
with any minimum retention periods and requirements as to accessibility
prescribed by statute or regulation. On disposing of items, appropriate
arrangements shall be made for confidential waste. Retention periods are
set out in the Corporate Document Retention Schedule.
Allerdale Borough Council
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3.12.2 All officers are responsible for ensuring the preservation and archiving of
records and documents in accordance with statutory retention periods and
the Authority’s document retention policy.

3.13 Virement
3.13.1 Virement is the transfer of resources between budget headings (lines),
involving a formal process of approval. It is achieved by increasing /
decreasing the relevant budget provisions, not by posting income or
expenditure to an inappropriate account so as to give the appearance of
adhering to the original budget provision. The Full Council is responsible for
agreeing procedures for virement of budgets between budget headings.
3.13.2 Where a Senior Officer judges that a budget increase is necessary or
desirable, he/she shall attempt to identify other budget items where
equivalent under-spending or surplus income can reasonably be anticipated
or achieved, consulting as necessary with other Senior Officers and
respective Executive Members. Where this is the case, virement of the
requisite sums between the relevant budget lines shall be made subject to
and in accordance with the conditions set out below and in the detailed
Scheme of Virement.
3.13.3 Virement does not create additional overall budget provision and Senior
Officers are expected to exercise their discretion in managing their budgets
responsibly and prudently. For example, they should aim to avoid
supporting recurring expenditure from one-off sources of savings or
additional income, or creating future commitments, including full-year effects
of decisions made part way through a year, for which they have not identified
future resources. Senior Officers must plan to fund such commitments from
within their own budgets.
3.13.4 Senior Officers may exercise virement on budgets under their control in
accordance with the limits specified within the Scheme of Virement, following
notification to the Section 151 Officer in accordance with the Scheme of
Virement and in consultation with the appropriate Executive Member(s)
under arrangements agreed by the Full Council and subject to the following
conditions:
(i). a virement that is likely to impact on the level of service activity of
another Senior Officer should be implemented only after agreement
with the relevant Senior Officer
(ii).
no virement relating to a specific financial year should be made
after 31 March in that year
(iii). where an approved budget is a lump sum budget or contingency
intended for allocation during the year, its allocation will not be
treated as a virement, provided that:
(a) the amount is used in accordance with the purposes for which
it has been established
(b) the Executive has approved the basis and the terms, including
financial limits, on which it will be allocated. Individual
Allerdale Borough Council
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allocations in excess of the financial limits should be reported
to the Executive.
Responsibilities of the Section 151 Officer
3.13.5 The Section 151 Officer is responsible for:
 issuing instructions and guidelines to all Budget Holders in order
that the scheme of virement can operate within the policies set by
Full Council
 issuing documentation, for completion by Budget Holders/Senior
Officers, for the satisfactory management control of the virement
process
 preparing jointly with the Senior Officers, a report to the Executive
as required by the policy approved by Full Council
 monitoring budget holders compliance with the scheme instructions
and guidelines when undertaking virement.

3.14 Supplementary Estimates
3.14.1 In any instance where the Budget Holder judges that expenditure will
unavoidably exceed income or will unavoidably fall short of the revenue
budget provision and is unable to identify other budget items where
equivalent under-spending or surplus income can reasonably be anticipated
or achieved, the relevant Head of Service shall prepare a report for the next
meeting of the Executive setting out:
(a) the circumstances giving rise to excess expenditure or a shortfall in
income
(b) efforts made to resolve the situation by virement
(c) the consequences, in terms of statutory obligations, contractual
commitments, service level and Authority policy, of adhering to the
approved budget
(d) the additional resources required in order to avoid those
consequences.
3.14.2 The Executive shall consider the report and shall either:
(a) recommend that expenditure is contained within the approved
budget by way of virement within the limits approved by Full Council;
or
(b) submit a request to Full Council for a supplementary estimate.
3.14.3 The Full Council shall consider the request and shall either:
(a) approve the supplementary estimate is met from balances (including
any balances held as a contingency for that purpose in the
Authority’s budget); or
(b) refuse the request if it does not agree or if the amount held in
balances is insufficient to meet the expenditure.
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3.15

Trust Funds

3.15.1 To demonstrate good stewardship and proper and effective use of resources
trust funds must be managed and administered in accordance with the funds
governing document, any statutory requirements and to the same standards
as those applicable to the Authority generally.
3.15.2 The Section 151 Officer is responsible for ensuring secure and reliable
accounting systems and procedures are operated in respect of trust funds
and that financial transactions are subject to audit or independent
examination in accordance with statutory requirements.
3.15.3 Senior Officers are responsible for notifying the Section 151 Officer of the
establishment of any trust for which the Authority is to act as trustee or
otherwise manage.

Allerdale Borough Council

Page 15

Financial Regulations
4 FINANCIAL PLANNING AND BUDGETING
4.1

Introduction

4.1.1

The purpose of financial planning is to set out and communicate the
Authority’s objectives, resource allocations and related performance targets,
and to provide an agreed basis for subsequent management control,
accountability and reporting.

4.2

Policy Framework

4.2.1

The Full Council is responsible for approving the Authority’s policy
framework and budget. The policy framework comprises various plans and
strategies, as defined in the Authority’s constitution. It includes:
a) the Council plan
b)
the medium term financial strategy
c)
the revenue budget
d) the capital programme (capital budget)

4.2.3

The Full Council is also responsible for approving procedures for agreeing
variations to approved budgets, plans and strategies forming the policy
framework and for determining the circumstances in which a decision will be
deemed to be contrary to the policy framework or budget. Such
circumstances should be referred to the Full Council by the Monitoring
Officer.

4.2.4

The Full Council is responsible for setting the level at which the Executive
may reallocate budget funds from one service to another. The Executive is
responsible for taking in-year decisions on resources and priorities in order
to deliver the policy framework and budget within the financial limits set by
the Authority. The Full Council or the delegated officer is responsible for
agreeing procedures for carrying forward under and overspends on budget
headings at each financial year-end.

4.3

Preparation of the Council Plan

4.3.1

The Chief Executive is responsible for producing the Council Plan every four
years, reviewing the Council Plan each year and for proposing the Council
Plan to the Executive for consideration, before its submission to Full Council
for approval.

4.3.2

In producing or revising the Council Plan, the Chief Executive will liaise with
the Section 151 Officer as to its financial content before it is proposed to the
Executive for consideration and submitted to Full Council for approval.

4.3.3

Business and Service Plans must be aligned with the overall values,
objectives and priorities of the Authority and be consistent with and based
upon the budget allocated by the Authority to the services and activities
involved and comply with any statutory requirements.
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Responsibilities of the Section 151 Officer
4.3.4

The section 151 officer is responsible for:
 advising and supplying the financial information that needs to be
included in performance plans in accordance with statutory
requirements and agreed timetables
 contributing to the development of corporate and service targets,
objectives and performance information
 ensuring that systems are in place to measure financial activity and
collect accurate information for use as performance indicators.
Responsibilities of Senior Officers

4.3.5

Senior Officers are responsible for:
 ensuring that performance information is monitored to allow corrective
action to be taken on a timely basis if targets are not likely to be met
 contributing to the development of performance plans in line with
statutory requirements
 contributing to the development of corporate and service targets,
objectives and performance information.

4.4

Budgeting (Budget Format)

4.4.1

The format of the budget determines the level of detail to which financial
control and management will be exercised, shapes how the rules around
virement operate and sets the level at which funds may be reallocated within
budgets.

4.4.2

The format of the budget will be approved by the Full Council and proposed
by the Executive on the advice, written and unwritten, of the Section 151
Officer.
Responsibilities of the Section 151 Officer

4.4.3

The Section 151 Officer is responsible for advising the Executive on the
format of the budget that is approved by the Full Council.
Responsibilities of Senior Officers

4.4.4

Senior Officers are responsible for complying with guidance issued by the
Section 151 Officer in relation to the format of the budget.

4.5

Budget Preparation - Revenue

4.5.1

The Section 151 Officer is responsible for ensuring that a draft revenue
budget and medium term financial plan is prepared on an annual basis for
consideration by the Executive, before submission to the Full Council. Each
year, the Section 151 Officer will report to the Executive and to the Full
Council on the general financial situation of the Authority and on any
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significant matters or events that will need to be considered in determining
the coming year’s budget or that may affect the financial position of the
Authority in the medium and longer term.
4.5.2

Each Senior Officer shall each year, in advance of considering draft
estimates, review the potential for generating income from those services for
which they are responsible. For this purpose relevant Senior Officers shall
consult with the Section 151 Officer who will:
 prepare reports setting out existing pricing policy (fees and
charges) for each service
 provide assistance to Senior Officers in identifying opportunities
for generating additional income, whether from new or existing
sources.
Responsibilities of the Section 151 Officer

4.5.3

The Section 151 Officer is responsible for:
Revenue Budget preparation and medium term planning
(a) preparing and submitting reports on budget prospects for the
Executive, including resource constraints set by the
Government. Reports should take account of medium-term
prospects, where appropriate
(b) determining the detailed form of revenue estimates and the
methods for their preparation
(c) preparing and submitting reports to the Executive on the
aggregate spending plans of the Authority and on the resources
available to fund them, identifying, where appropriate, the
implications for the level of Council Tax to be levied
(d) advising on the medium-term implications of spending decisions
(e) encouraging the best use of resources and value for money by
working with Senior Officers to identify opportunities to improve
economy, efficiency and effectiveness, and by encouraging
good practice in conducting financial appraisals of development
or savings options, and in developing financial aspects of
service planning
(f) advising the Full Council on Executive proposals in accordance
with his or her responsibilities under Section 151 of the Local
Government Act 1972
(g) preparing estimates of income and expenditure, in consultation
with the Senior Officers, to be submitted to the Executive
(h) submitting budgets that are consistent with any relevant cash
limits, with the Authority’s annual budget cycle and with
guidelines issued by the Executive. The format should be
prescribed by the Section 151 Officer in accordance with the Full
Council’s general directions
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(i) preparing - in consultation with Senior Officers and in
accordance with the laid-down guidance and timetable - detailed
draft revenue budgets for consideration by the Executive
(j) issuing detailed procedures and guidance on the preparation of
Revenue Budget estimates
(k) providing finance business partnering to support preparation of
the revenue budget
Resource allocation
(l) advising on methods available for the funding of resources such
as grants from central government and borrowing requirements
(m) assisting in the allocation of resources to Budget Holders.
Responsibilities of Senior Officers
4.5.4

Senior Officers are responsible for:
Revenue Budget preparation and medium term planning
(a) preparing and submitting detailed draft revenue budgets to the
Section 151 Officer, in accordance with the laid-down guidance
and timetable
(b) ensuring that an accountable Budget Holder is identified for
each (budgeted) item of income and expenditure under the
control of the Senior Officer. As a general principle, budget
responsibility should be aligned as closely as possible to the
decision-making that commits expenditure
(c) integrating financial and budget plans into service planning so
that budget plans can be supported by financial and nonfinancial performance measures
(d) ensuring that any approved withdrawals from reserves are
applied for their intended purposes
(e) ensuring prior approval by the Full Council or Executive, (as
appropriate), for new proposals, of whatever amount, that:
(i) create financial commitments in future years
(ii) change existing policies, initiate new policies or cease
existing policies
(iii) materially extend or reduce the Authority’s services
A report on new proposals should explain the full financial
implications, following consultation with the Section 151 Officer.
Unless the Full Council or Executive has agreed otherwise,
Senior Officers must plan to contain the financial implications of
such proposals within their cash limit.
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(f) consulting with the relevant Senior Officer where it appears that
a budget proposal, including a virement proposal, may impact
materially on another service area or Senior Officer’s level of
service activity
(g) ensuring that when drawing up draft budget requirements, due
consideration is given to:
(i) spending patterns and pressures revealed through the
budget monitoring process
(ii) legal requirements
(iii) policy requirements as defined by the Full Council in the
approved policy framework
(iv) initiatives already underway
(v) the resolution of constraints as advised by the Section
151 Officer
Resource allocation
(h) to work within budget limits, utilise resources allocated and
further allocate resources, in the most efficient, effective and
economic way
(i) to identify opportunities to minimise or eliminate resource
requirements or consumption without having a detrimental effect
on service delivery.

4.6

Budget Preparation - Capital Programme

4.6.1

The Section 151 Officer is responsible for ensuring that a draft capital
programme is prepared on an annual basis for consideration by the
Executive, before submission to the Full Council. The Executive will make
recommendations on the capital estimates and on any associated financing
requirements to the Full Council.

4.6.2

The Authority will determine the policy guidelines within which a draft forward
capital programme [three year rolling Capital Programme] will be prepared
each year. The definition of ‘capital’ is prescribed in section 16 of the Local
Government Act 2003 and will be applied by the Section 151 Officer having
regard to government regulations and accounting requirements.

4.6.3

The Section 151 Officer will prepare annually a draft proposed forward
capital programme [three year rolling Capital Programme] in consultation
with Senior Officers, for consideration by the Executive and for approval
subsequently by Full Council. This programme will have regard to the
Authority’s priorities, the capital control framework (the Prudential
Framework) and the availability of resources as determined by the Authority.

4.6.4

The draft capital programme will be prepared in accordance with the criteria,
format, timetable and targets determined by the Section 151 Officer,
Executive and Full Council.
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4.6.5

The draft capital programme shall distinguish between committed
expenditure from schemes already authorised, underway or pending final
settlement; and bids for new projects.
Responsibilities of the Section 151 Officer

4.6.6

The Section 151 Officer is responsible for:
(a) preparing draft capital estimates (capital budget) jointly with Senior
Officers and the Head of Paid Service and to report them to the
Executive for approval
(b) issuing guidance on preparation of the capital programme (capital
budget) including detailed guidelines which take account of legal,
regulatory and code of practice requirements, medium- term
planning prospects, affordability and whole life costing
(c) providing finance business partnering to support preparation of
business cases, financial option appraisals and capital programme
(d) ensuring that the revenue implications of the capital programme are
included within the Revenue Budget and medium term financial
plan
(e) ensuring that all schemes relying on the use of prudential
borrowing powers are properly appraised and provide value for
money
(f) reporting to Executive on the overall position and the availability of
resources to support the Capital Programme
(g) ensuring that sources of funding (general fund, capital grants,
capital receipts etc.) are identified for the entire programme
(h) maintaining a record of the current capital budget and expenditure
on the Authority’s financial systems, and ensuring compliance with
the Code of Practice on Local Authority Accounting and the capital
controls framework
(i) preparing, in consultation with Senior Officers, quarterly reports on
performance against the capital programme and budget, including
estimated final costs of schemes in the approved capital
programme for submission to the Executive.
Responsibilities of Senior Officers

4.6.7

Senior Officers are responsible for:
(a) complying with guidance issued by the Section 151 Officer
regarding preparation of the Capital Programme
(b) ensuring all capital proposals are properly appraised and
supported by a documented business case and options appraisal
(c) ensuring that adequate records are maintained for all capital
contracts
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(d) ensuring expenditure is not incurred on a capital project prior to its
agreed inclusion within the Capital Programme and with the
agreement of the Section 151 Officer, where required
(e) ensuring credit arrangements, such as leasing agreements, are not
entered into without the prior approval of the Section 151 Officer
and, if applicable, approval of the scheme through the capital
programme
(f) undertaking robust financial management of schemes on a day to
day basis and ensuring that each individual schemes provide value
for money
(g) undertaking an annual review of schemes within the Capital
Programme for which they are responsible and consequential
revenue expenditure, for inclusion in the medium term financial
plan
(h) monitoring and reporting on a quarterly basis on capital
expenditure against approved capital budgets, on project slippage
and variations, on additions/deletions, and on any changes in
projected expenditure
(i) reporting to the Executive if proposed sources of funding are not
secured
(j) ensuring spending remains within the overall cash limit and that
individual contracts are not overspent, by monitoring the contract
and taking appropriate corrective action where significant
variations from the approved contract are forecast. Where
corrective action cannot be taken, Senior Officers should prepare
and submit a report to the Executive and Full Council explaining
the circumstances.

4.7

Levels and Use of Reserves
Responsibilities of the Section 151 Officer

4.7.1

It is the responsibility of the Section 151 Officer to:
 advise the Executive and Full Council on prudent levels of reserves for
the Authority
 ensure that there are clear protocols for their establishment and use
 consider and approve or reject requests for the creation of earmarked
reserves
 approve or reject transfers to or from reserves, or the re-designation of
existing reserves.

Allerdale Borough Council

Page 22

Financial Regulations
Responsibilities of Senior Officers
4.7.2

It is the responsibility of Senior Officers to:
 comply with guidance issued by the Section 151 Officer in relation to
the establishment of earmarked reserves


ensure that reserves are used only for the purposes for which they
were intended



authorise expenditure from reserves for which they are responsible.

Other considerations
4.7.3

In proposing revenue and capital budgets, Senior Officers shall have regard
to the need to maintain the capital value of buildings through regular repair
and maintenance and periodic refurbishment.

4.7.4

The Full Council may amend the draft revenue/capital budgets previously
considered by the Executive or ask the Executive to reconsider them prior to
approval.

4.8

Budget Monitoring and Control

4.8.1

Senior Officers will control and manage capital and revenue spending to
ensure that each is contained within their approved budget spending limit or
cash limit in accordance with any guidelines issued by the Authority. Senior
officers will seek further approval from the Authority for any proposal that
involves a new policy or a change to an existing policy where this would
have a financial effect on the Authority’s forward planning of resources and
before taking any action which might significantly limit the discretion of the
Authority in the future allocation of its resources.

4.8.2

The Section 151 Officer is responsible for providing Senior Officers and their
staff with appropriate access to financial information - via the corporate
accounting and budgeting systems - to enable budgets to be monitored
effectively. He or she must monitor and control overall expenditure against
budget allocations, assisted by all other Senior Officers who will monitor and
control at service and more detailed levels and will report to the Executive on
the overall position on a regular basis.

4.8.3

It is the responsibility of Senior Officers to control income and expenditure
within their area and to monitor performance taking account of financial
information derived from corporate accounting and budgeting systems
maintained by the Section 151 Officer and also derived from financial
management/control systems which they maintain for their service areas.

4.8.4

Senior Officers will provide the Section 151 Officer with any information
required to enable effective corporate monitoring and control of expenditure
and income against approved budgets and to meet corporate deadlines, and
will report on variances within their own service areas. They will take any
action necessary to ensure that expenditure is contained within or income

Allerdale Borough Council

Page 23

Financial Regulations
attains the relevant budget provision and will alert the Section 151 Officer to
any problems as soon as these are identified.
4.8.5

The Section 151 Officer shall report quarterly to Executive on the latest
position against budget.

4.8.6

Where significant savings or increased income were not included in the
budget, but arise fortuitously because of external factors outside the control
of the department involved, these new resources shall be reported to the
Executive and Full Council, or delegated officer, before any decision is taken
about their utilisation.

4.8.7

The Section 151 Officer shall establish within the accounting system such
control, holding and suspense accounts as are properly required for the
efficient and effective administration of the Authority’s financial affairs and
shall ensure that all transactions posted to such accounts are regularly
monitored, reconciled, investigated and re-allocated as appropriate.
Responsibilities of the Section 151 Officer

4.8.8

The Section 151 Officer is responsible for:
(a)

establishing an appropriate framework of budgetary management
and control that ensures that:
(i)

budget management is exercised within annual cash
limits and the medium term financial plan unless the
Full Council agrees otherwise

(ii)

each Senior Officer has available accurate and timely
information on income and expenditure on each budget
which is sufficiently detailed to enable managers to
fulfill their budgetary responsibilities

(iii)

expenditure is committed only against an approved
budget head

(iv)

all staff responsible for committing expenditure comply
with the Financial Regulations and relevant guidance

(v)

each cost centre has a single named manager,
determined by the relevant Senior Officer. As a
general principle, budget responsibility should be
aligned as closely as possible to the decision-making
processes that commits expenditure.

(vi)

Each cost centre is assigned to an Executive Member
Portfolio

(vii)

significant variances from approved budgets are
investigated and reported by budget holders regularly.

(b)

preparing and submitting reports to the Executive on the
Authority’s projected income and expenditure compared with the
budget on a regular basis in consultation with Senior Officers

(c)

administering the Authority’s scheme of virement
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(d)

recording approved virements in the Authority’s financial systems
and reflecting the impact of these in regular monitoring reports

(e)

ensuring that a monitoring process is in place to review
performance levels/levels of service in conjunction with the
budget and that it is operating effectively.

Responsibilities of Senior Officers
4.8.9

Senior Officers are responsible for:
(a)

maintaining budgetary control within their department and
ensuring that all income and expenditure is properly recorded,
accounted for and committed only against approved budget lines

(b)

ensuring spending remains within the relevant cash limits by
controlling income and expenditure, monitoring performance and
taking corrective action where variations from budget are forecast

(c)

forecasting accurately throughout the financial year and regularly
reporting performance, variances and forecasts to the Section 151
Officer and Executive

(d)

ensuring any risks or issues relating to over- or under-spends are
escalated to finance on a timely basis

(e)

ensuring compliance with the scheme of virement

(f)

submitting reports to the Executive and to the Full Council, in
consultation with the Section 151 Officer, where a Senior Officer
is unable to balance expenditure and resources within existing
approved budgets under his or her control.
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5. RISK MANAGEMENT AND CONTROL OF RESOURCES
5.1

Introduction

5.1.1

Sound systems of internal control are essential to the proper economic,
efficient and effective use of resources, the achievement of Council
objectives and the safeguarding of public funds.

5.1.2

Legislation establishes a requirement that the Council provides for both
internal and external audit. External audit provides an independent
assessment of the Council’s financial statements and the adequacy of its
arrangements for securing value for money. Internal audit evaluates and
reports on the adequacy of the Council’s control systems in securing the
proper, economic, efficient and effective use of resources.

5.1.3

There is a basic expectation that members and all officers will act with
integrity and with due regard to matters of probity and propriety and comply
with all relevant rules, regulations, procedures and codes of conduct,
including those in relation to receipt of gifts and hospitality and declaration of
conflicts of interest.

5.1.4

The Council will not tolerate fraud or corruption in the administration of its
responsibilities, whether perpetrated by members, officers, customers of its
services, third party organisations contracting with it, or other agencies or
individuals with which it has any business dealings.

5.1.5

Risk management is an integral part of effective management and planning.
It is concerned with identifying and managing key obstacles to the
achievement of Council objectives.

5.2

Internal Control
Responsibilities of the Section 151 Officer

5.2.1

The Section 151 Officer is responsible for advising on effective systems of
internal control to ensure:


financial transactions of the Authority are recorded as soon as, and
as accurately as, reasonably practicable



the prevention and the detection of inaccuracies and fraud, and the
reconstitution of any lost records



risk is appropriately managed



identification of the duties of officers dealing with financial
transactions and division of responsibilities of those officers



public funds are properly safeguarded and used economically,
efficiently, and in accordance with statutory and other authorities
that govern their use.
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Responsibilities of the Head of Governance
5.2.2

The Head of Governance is responsible for conducting an annual review of
the effectiveness of the system of internal control and publishing the results
of this within the Council’s Annual Governance Statement.
Responsibilities of Senior Officers

5.2.3

Senior Officers are responsible for:
(a) complying with the controls set down in these Regulations and
accompanying Financial Procedures
(b) taking corrective action in respect of any non-compliance by staff
with relevant rules, regulations, procedures and codes of conduct
(c) implementing effective systems of internal control including
adequate separation of duties, clear authorisation levels, and
appropriate arrangements for supervision and performance
monitoring
(d) planning, appraising, authorising and controlling their operations in
order to achieve continuous improvement, economy, efficiency and
effectiveness and for achieving their objectives, standards and
targets.

5.3

Internal and External Audit
Responsibilities of the Section 151 Officer

5.3.1 The Section 151 Officer is responsible for ensuring:
(a) the Authority’s compliance with statutory requirements for external
audit - including the appointment of auditors
(b) that audit plans and findings issued by the external auditors are
reported to the Audit Committee.
Responsibilities of the Head of Governance
5.3.2

The Head of Governance is responsible for:
(a) maintaining an effective internal audit service in accordance with
the requirements of the Accounts and Audit Regulations to evaluate
the effectiveness of its risk management, control and governance
processes, taking into account public sector internal auditing
standards or guidance.
(b) ensuring that audit plans and results are reported to the Audit
Committee.
Responsibilities of Senior and other Officers

5.2.3

Senior Officers are responsible for:
(a) ensuring that the appointed auditors (internal and external) have
access to all documents and records required for the purposes of
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the audit and are provided with the facilities and any information and
explanations considered necessary by those conducting the audit
(b) cooperating in the production of annual audit plans by highlighting
any areas of risk that may benefit from audit review
(c) timely consideration and response to recommendations made in
audit reports
(d) implementing audit recommendations within agreed timescales.

5.4

Preventing Fraud and Corruption
Responsibilities of the Head of Governance

5.4.1

The Head of Governance is responsible for:
(a) developing and maintaining an anti-fraud and anti-corruption policy,
promoting awareness and ensuring that all suspected irregularities
are reported in accordance with the Authority’s Counter Corruption
Framework
(b) advising on the controls required for fraud prevention and detection
(c) appointing a Money Laundering Reporting Officer and Deputy to
ensure that systems are in place to counter opportunities for money
laundering and that appropriate reports are made.
Responsibilities of Senior Officers

5.4.2

Senior officers are responsible for:
(a) complying with the Council’s anti-fraud and corruption policy
(b) ensuring that there are sound systems of internal control within
their service are for fraud prevention and detection
(c) ensuring that all suspected irregularities are reported in
accordance with the Authority’s Counter Corruption Framework,
Anti Money Laundering Policy and Whistleblowing Policy
(d) instigating the authority’s disciplinary procedures where the
outcome of an investigation indicates improper behaviour
(e) ensuring that where financial impropriety is discovered, the
Monitoring Officer is informed, and where sufficient evidence exists
to believe that a criminal offence may have been committed, the
police are called in to determine with the Crown Prosecution
Service whether any prosecution will take place
(f) maintaining a departmental register of interests
(g) ensure mandatory training is completed in respect of fraud, bribery
and corruption.
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5.5

Risk Management

5.5.1

Effective risk management is essential if the Authority is to achieve its
corporate objectives and sustain and enhance service delivery by
maximising opportunities and minimising threats to which it is exposed. How
this is achieved is detailed in the Integrated Assurance Strategy.

5.2

Risk Management and Insurance Roles and Responsibilities

5.5.2

To achieve enterprise wide risk management every employee and elected
member has a defined role and responsibility:
Specific Responsibilities
Risk
Management
Portfolio Holder

Gain an understanding and promote risk management and its
benefits throughout the Authority, ensuring members take risk
management into consideration when making decisions.

Executive

Oversee the effective management of risk throughout the
Authority, gain an understanding of its benefits, provide
oversight and direction to assist officers develop and implement
an all-encompassing approach to risk management. To add any
assurances to support Corporate risk mitigation that arise from
their roles as community leaders and their role on outside
bodies. Approve the overall Strategy for Risk Management.

Corporate
Overview and
Scrutiny
Elected
Members

To review the Corporate Risk Log quarterly as part of the
review of the performance report as part of their oversight role.

Corporate
Leadership
Team

Gain an understanding and promote the risk management
process and its benefits, oversee the implementation of the risk
management framework and agree any inputs and resources
required supporting the work corporately. To review the
Corporate Risks and Issues Log on a monthly basis and
contribute to risk mitigation. Promote a risk awareness culture.

Director

Champion the risk management framework throughout the
Authority with both members and officers, ensuring the process
is embedded and effective. Promote the importance of risk
management to support effective decision making. Ensure
adequate Insurance cover exists across all areas, including
fidelity guarantees. Maintain effective liaison with the Health
and Safety Officer.

Senior
Management
Team (SMT)

Support the development of the risk management framework,
share experience on risk, maintain the Corporate Risks and
Issues log and ensure mitigation responsibilities are
communicated to Service managers and responsible officers.
Identify areas of overlapping risk and share good practice on all
aspects of risk management. Identify opportunities which may
occur as risks emerge and evolve. To notify the Director
immediately of any loss, liability or damage that may lead to a
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Specific Responsibilities
claim against the authority, together with any information or
explanation required by the Director or the Authority’s insurers.
Heads of
Service

Ensure that the risk management process is promoted,
managed and implemented effectively in their service areas
within the organisation. Liaising with stakeholders to identify
and manage risk. Regularly communicating corporate risk
information to service managers and team members. Be aware
of insurance requirements and ensure there is adequate
insurance in place for their area of responsibility.

Third Tier
Managers

Raise awareness, manage and implement the risk
management process effectively in their service areas,
supporting the need for risk management training. Incorporating
risk ownership through the appraisal scheme with employees
and share relevant information with colleagues in other service
areas. Have an appetite for risk management information from
Senior Management.

Employees

Manage risk effectively in their jobs, liaising with their line
manager to assess areas of risk in their job. Identify new or
changing risks in their job and understand how to effectively
escalate these back to their line manager.

Section 151
Officer

Ensure that the risk management processes are considered
and specified in the Finance Regulations. To support
organisational governance through the discharge of the Chief
Financial Officer duties as defined in the CIPFA Guide to
delivering good governance. Maintain adequate reserves in
respect of risk management.

Monitoring
Officer

Promoting and maintaining high standards of financial conduct
and advice on legal risks and effective mitigation strategies for
legislative risk.

Governance
Group

Assess the processes in place that provide the supporting
information necessary to produce the Annual Governance
Statement and to review the progress on assurance actions.

Assurance, Risk
and Audit

Support the Authority and its services in the effective
development, implementation and review of the Authority’s risk
management processes and promote integrated assurance.
Provide advice on risk management, governance and internal
control. Be a catalyst for change through training or direct
support. Complete an independent review of the risk
management framework to evaluate its effectiveness in line
with policy and best practice.

Project Board

Includes the project manager and project executive as a
minimum, provides oversight, aids decision making and
responsibility to provide performance reports to the programme
manager and SMT board

Program
Manager

Oversight of the purpose and status of all projects in the
program to ensure overall objectives and benefits are met

Commissioning,
Procurement &

A senior management and member board responsible for
providing oversight for risk management, governance and
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Specific Responsibilities
Projects Board

assurance for all commissioning, procurement and project
activity within the Authority. To oversee the corporate approach
to contractual compliance and strategy for top ten areas of
spend within the Authority. Ensures commissioning,
procurement and projects are aligned with corporate strategies.
Ensures compliance with Contract and Procure Rules and an
agreed project management framework.

Commercial
Board

A management board for commercial projects, the membership
will change dependent on the projects in progress, the board
should continually manage commercial risks to the delivery of
projects primarily focused on developing and expanding the
business and income generation.

Audit Committee Independent scrutiny of the Authority’s corporate risks, financial
and non-financial performance and oversee the financial
reporting process. Provides oversight over the effectiveness
and efficiency of the Assurance Risk and Audit service activities
Scrutiny
Scrutinise the implementation of risk management policies and
Committees
strategies agreed by the Executive.
Health and
Safety Group
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The purpose of the group is to ensure employee participation
and cooperation between employers and employees in health
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6. FINANCIAL SYSTEMS AND PROCEDURES
6.1

Introduction

6.1.1

Sound systems and procedures are essential to the effective management
and administration of the Authority’s financial affairs. This includes:
Accounting

The main accounting system provides the prime source of
financial data for budget monitoring reports, statutory
accounts and government returns. It is essential that this
system complies with legislation and proper accounting
practice and that all information is recorded accurately,
completely and in a timely manner and that any errors or
omissions are detected promptly and rectified.

Income

Effective systems are necessary to ensure that all income
due is collected, receipted, recorded and banked properly.
Where possible income should be collected in advance to
improve cash flow and avoid costs of debt collection.
Debts should only be written off once all reasonable
avenues have been exhausted or where it would prove
uneconomical to pursue.

Expenditure

Expenditure may only be incurred where budgetary
provision is available and must comply with the Authority’s
procurement rules and approved payment procedures.
Purchase orders must be raised to ensure that the
expenditure is recorded as a commitment in the Authority’s
main accounting system.

Banking

All transactions through the Authority’s bank accounts
must be properly processed, recorded and reconciled.

Treasury
management

Effective strategies must be maintained for the investment
of cash balances and for borrowing to fund the capital
programme.

Taxation

Effective systems must be in place to ensure that all tax
liabilities and obligations are properly reported and
accounted for and that losses, fines and penalties are
avoided.

Asset
management

The Authority’s assets must be properly recorded,
safeguarded from loss or damage and utilised effectively,
any disposals must be undertaken in a controlled manner.

Insurance

Appropriate insurance cover is necessary to protect the
Authority from financial claims arising from unforeseen
events such as damage to property or injury to employees
or to the public.

Recharges &
internal
trading

The Authority is required to allocate all of its support
service costs to service areas in compliance with
accounting codes of practice
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accounts
Confidentiality,
Security &
Protection of
Information

6.2

Information held by the Authority should be protected
against inappropriate disclosure. This includes information
held in both manual and electronic form. Information may
be sensitive, privileged, or possess some intrinsic value
and its disclosure or loss could result in financial loss or
reputation damage to the Authority.

Accounting Systems
Responsibilities of the Section 151 Officer

6.2.1

The Section 151 Officer is responsible for:
(a) the design and operation of the Authority’s corporate accounting
systems including the main accounting system, subsidiary information
systems (feeder systems) operating outside of the main accounting
system and other supporting financial records
(b) ensuring that subsidiary information systems, operating outside of the
main accounting system, are sound and are properly integrated and
interfaced with the main accounting system
(c) approving any changes proposed by Senior Officers to the existing
financial systems or the establishment of new systems
(d) ensuring financial data held within the main accounting system is
maintained accurately and reliably and updated in accordance with
agreed timescales and deadlines
(e) ensuring regular reconciliations between the main accounting and
subsidiary information systems (feeder systems) are undertaken
(f) ensuring Senior Officers and their staff are provided with appropriate
access to this information or with such computerised reports as may
be agreed
(g) issuing appropriate advice and guidance about the accounting
systems and controls required to secure required standards of probity
and regularity and to monitor that these are achieved
(h) issuing guidance on the use and maintenance of the main accounting
system and related financial systems and ensuring that supporting
records and documents are retained.
Responsibilities of Senior Officers

6.2.2

Senior Officers are responsible for:
(a) ensuring that the main accounting system is used to accurately record
financial transactions in accordance with guidance issued by the Section
151 Officer
(b) the proper operation of financial processes in their own departments
(c) ensuring an adequate audit trail of financial information and compliance
with the Authority’s policies in respect of the retention of documents
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(d) ensuring that implementation of any departmental financial system has
the express approval of the Section 151 Officer, and is adequately
documented, tested and interfaced with the main accounting system
(e) consulting with the Section 151 Officer before changing any existing
system or procedures
(f) documenting each financial system in sufficient detail to allow a
competent person with basic knowledge of the purpose of the system
to operate, maintain or monitor the system
(g) ensuring that staff receive financial training appropriate to their role
and are sufficiently competent in the use of financial systems to
perform their role effectively
(h) incorporating appropriate controls to ensure that, where relevant:
- all input is genuine, complete, accurate, timely and not
previously processed
- all processing is carried out in an accurate, complete and timely
manner
- output from the system is complete, accurate and timely
(i) ensuring that the organisational structure provides an appropriate
segregation of duties to provide adequate internal controls and to
minimise the risk of fraud or other malpractice
(j) establishing a scheme of delegation identifying staff authorised to act
upon the Senior Officer’s behalf in respect of payments, income
collection and placing orders, including variations, and showing the
limits of their authority
(k) designating one officer as system administrator with responsibility for
ensuring the correct operation of every financial system operating
within his/her Department in accordance with these Financial
Regulations
(l) supplying lists of authorised staff, with specimen signatures and
delegated limits, to the Section 151 Officer, together with any
subsequent variations
(m) ensuring there is a documented and tested disaster recovery plan to
allow information system processing to resume quickly in the event of
an interruption
(n) ensuring effective contingency arrangements, including back-up
procedures, exist for computer systems. Wherever possible, back-up
information should be securely retained in a fireproof location,
preferably off site or at an alternative location within the building
(o) ensuring that, where appropriate, computer and other systems are
registered in accordance with Data Protection legislation and that staff
are aware of their responsibilities under data protection and freedom
of information legislation
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(p) ensuring that regular reconciliations are made between the main
accounting system and any subsidiary information systems (feeder
systems) operated by him/her
(q) complying with any timetable issued by the Section 151 Officer for the
submission of data and information to be provided to the Section 151
Officer.

6.3

Income & Debt Management

6.3.1

No person acting on behalf of the Authority shall take any action which
results in another person or body becoming indebted to the Authority, unless
one or more of the following conditions is fulfilled:


the other person or body becomes so indebted as a result of a
statutory right or court order



there is a statutory obligation for the Authority to act in a manner
which unavoidably results in such indebtedness



indebtedness results from provision by the Authority of goods, works
or services of a type and value which the Full Council has resolved to
provide in the course of business on credit terms



the other person or body has entered into a binding agreement to pay
the debt and the person acting on behalf of the Authority has good
reason for believing that the other person or body will honour that
agreement.

6.3.2 All sums due to the Authority will be recorded, collected, held securely,
banked promptly and credited to the proper head of account in the proper
accounting period in accordance with the requirements of the Section 151
Officer. All income must be banked intact and payments shall not be made
from receipts. The encashment of cheques on behalf of employees or clients
is not permitted.
6.3.3 Cheques received in payment shall be made payable to Allerdale Borough
Council and not to an individual, department or section and Senior Officers will
ensure that this requirement is communicated to payers at the time the
amount is requested, and is understood by employees involved in collecting
income.
6.3.4 All receipt forms, tickets, and all other prime documents required for
accounting for income, shall be ordered and controlled by the Section 151
Officer or under arrangements commissioned or approved by the Section 151
Officer. No officer shall give a receipt for money received on behalf of the
Council on any form other than an official receipt form.
6.3.5 Once raised, no debt may be cancelled except by full payment or by its formal
writing off by the Section 151 Officer, or by resolution of the Executive, which
will receive regular reports of amounts written off using delegated powers, and
those requiring specific approval. A credit note to reduce a debt can only be
issued to correct a factual inaccuracy or administrative error in the calculation
and/or billing of the original debt.
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Responsibilities of the Section 151 Officer
6.3.6

The Section 151 Officer is responsible for:
(a) agreeing procedures for the collection of all income due to the
Authority and approving procedures, systems and documentation for
its collection
(b) ordering and supplying to departments all receipt forms, books or
tickets and similar items and establishing arrangements for their
control
(c) ensuring that all monies received are properly receipted, recorded and
banked promptly
(d) administering the process for writing off irrecoverable debts, and
monitoring and reporting on write off levels including:
- agreeing the write-off of bad debts up to an approved limit in
each case and to refer larger sums to the Executive
- approving all debts to be written off in consultation with the
relevant Senior Officer and to keep a record of all sums written
off up to the approved limit
- obtaining the approval of the Executive in consultation with the
relevant Senior Officer for writing off debts in excess of the
approved limit
- ensuring that appropriate accounting adjustments are made
following write-off action
(e) recommending and implementing the Council’s debt management
policy

(f) agreeing such arrangements as is deemed to be appropriate for
devolving debt recording and collection to Senior Officers and their
staff, subject to assurance of adequate and effective information and
control
(g) submitting regular reports to the Executive about the overall position
on collection of the Council's debts.
Responsibilities of Senior Officers
6.3.7

Senior Officers are responsible for:
(a) administering invoicing, income collection and debt recovery procedures
as directed by the Section 151 Officer

Fees and charges
(b) establishing a charging policy for the supply of goods or services,
including the appropriate charging of VAT, and to review it regularly,
in line with corporate policies
(c) reviewing scales of charges for services at regular intervals (minimum
annually) in consultation with the Section 151 Officer and in
accordance with any general strategy or policy of the Council
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(d) ensuring there is appropriate statutory provision and Council policy for
the levying of any charge or fee for service, seeking advice where
necessary from the Monitoring Officer and/or Section 151 Officer
Debt Collection
(e) collecting payment at point of sale wherever possible to improve cash
flow

(f) where income cannot be collected immediately, ensuring that a
debtor's account is raised in accordance with procedures defined by
the Section 151 Officer
(g) supplying, where appropriate, the Section 151 Officer, with details
relating to work done, goods supplied, services rendered or other
amounts due, to enable the Section 151 Officer to record correctly the
sums due to the authority and to ensure invoices are sent out
promptly
(h) ensuring that all amounts due to the Authority are factually correct,
accurately recorded, collected promptly and in the most efficient way,
as agreed with the Section 151 Officer
(i) separating the responsibility for identifying amounts due and the
responsibility for collection, as far as is practicable
(j) issuing official receipts or to maintain other documentation for income
collection
(k) ensuring that at least two employees are present when post is opened
so that money received by post is properly identified and recorded
(l) holding securely receipts, tickets and other records of income for the
appropriate period
(m) locking away all cash holdings to safeguard against loss or theft, and
ensure the security of cash handling
(n) ensuring cash holdings on premises are kept to a minimum and within
specified insurance limits
(o) ensuring that income is paid fully and promptly into the appropriate
Authority bank account in the form in which it is received and ensuring
appropriate details are recorded on to paying-in slips to provide an
audit trail
(p) ensuring income is not used to cash personal cheques or other
payments
(q) assisting the Section 151 Officer in collecting debts that they have
originated, by providing any further information requested by the
debtor, and in pursuing the matter on the Authority’s behalf, including
legal action where necessary, for debts that are not paid promptly
(r) taking all necessary steps- together with the Monitoring Officer and/or
Section 151 Officer - to obtain recovery of the debts where the task of
debt collection has been devolved
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(s) notifying the Section 151 Officer of irrecoverable debts to be written
off and to keeping a record of all sums written off. Once raised, no
bona fide debt may be cancelled, except by full payment or by its
formal writing off. A credit note to replace a debt can only be issued
to correct a factual inaccuracy or administrative error in the calculation
and/or billing of the original debt
(t) notifying the Section 151 Officer of outstanding income relating to the
previous financial year as soon as possible after 31 March in line with
the timetable determined by the Section 151 Officer
(u) providing the Section 151 Officer, with any information required for
purposes of submitting regular reports to the Executive about the
overall position on collection of the Council's debts.
Other responsibilities
6.3.8

The Executive is responsible for approving procedures for writing off debts
as part of the overall control framework of accountability and control.

6.4

Expenditure – Non-Pay Items
Creditors Payments

6.4.1

Expenditure may be incurred on the Authority’s behalf where, but only
where, each of the following conditions is satisfied:
(i)
it is reasonably incurred in furtherance of a statutory obligation or
agreed policy of the Authority
(ii)
it is charged to the proper head of account in the correct accounting
period
(iii)
it is in accordance with the approved revenue budget or capital
programme for the relevant accounting period or is chargeable to a
head of account which is properly recoverable from other sources
or which is properly rechargeable to other heads of account within
the approved revenue budget or capital programme
(iv)
any condition imposed by the Authority when approving the relevant
budget or programme has been fulfilled
(v)
it is authorised by the relevant budget holder or another officer
acting with his/her authority
(vi)
any external approval required to incur or finance such expenditure
has been obtained in writing
(vii)
it complies in all respects with these Financial Regulations.
Responsibilities of the Section 151 Officer

6.4.2

The Section 151 Officer is responsible for:
(a) establishing procedures for the ordering, receipting and payment of
invoices for the supply of goods and services to the Authority
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(b) issuing guidance on the ordering, certification and payment for all
works, goods and services, subject to the provisions of the
procurement code.
(c) agreeing any exceptions to the requirement to raise purchase orders
for all works, goods and services.
(d) processing all payments due on receipt of a valid invoice or contract
certificate which satisfies VAT regulations, and confirmation that
works, goods and services have been received.
(e) providing advice on making payments by the most economical means
(f) administering procurement cards and credit cards and processing
payments.
(g) ensuring that an effective procurement code is in place.
Responsibilities of Senior Officers
6.4.3

Senior Officers are responsible for:
(a) ensuring that no financial liability is knowingly incurred by, or on
behalf of the Authority, by any person unless it is incurred by way of
one or more of the following in accordance with these financial
regulations :
- a statutory obligation or court order
- a formally documented contract
- an agreement to purchase goods or services for cash
disbursed from an imprest established for the purpose
- a treasury management operation
- a loan or grant of financial assistance
- a minute of the Authority agreeing the amount of the liability
and the identity of the person to whom the Authority is liable
- an official order issued on behalf of the Authority
(b) ensuring that all goods and services are ordered in accordance with
the Authority’s e-procurement procedures. All orders should be
issued in the approved form, include an adequate specification of all
material aspects of the order, detail the proper heads of accounts to
which the liability is to be charged, a purchase price or a reasonable
estimate and be authorised by or on behalf of the relevant Budget
Holder
(c) ensuring that orders are only used for goods and services provided to
the department. Individuals must not use official orders to obtain
goods or services for their private use
(d) ensuring that the authoriser of the order is satisfied that the goods and
services ordered are appropriate and needed, that there is adequate
budgetary provision and that quotations or tenders have been
obtained if necessary
(e) ensuring that all purchase orders are raised using the Council’s
financial system, for all works, goods and services other than:
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-

purchases appropriately made through petty cash,
procurement card or credit card
continuous charges for utilities supplies, or periodic
payments such as rents or rates and treasury management
payments

(f) ensuring that no purchase orders are placed without the proper
approvals and financial authorities set out in the Schedule of Financial
Authority to Officers and the Procurement Code
(g) complying with the requirements of the Council’s procurement code
(h) ensuring that goods and services are checked on receipt to verify that
they are in accordance with the order. This check should, where
possible, be carried out by a different officer from the person who
authorised the order. Appropriate entries should then be made in
inventories or stores records
(i) receipting all works, goods and services on the financial system
(j) ensuring the proper authorisation of invoices in accordance with
procedures determined by the s151 Officer
(k) ensuring that all procurement and credit cards are appropriately
controlled, and that all expenses and other transactions are reviewed
and authorised, are for proper business purposes, are supported by
receipts, and are compliant with any other restrictions in force
(l) complying with approval limits set out in the Schedule of Financial
Authority to Officers and any further limitations set out within the
procurement code
(m) ensuring that payment is not made unless a proper VAT invoice has
been received, checked, coded and certified for payment, confirming:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

receipt of goods or services
that the invoice has not previously been paid
that expenditure has been properly incurred and is within
budget provision
that prices and arithmetic are correct and accord with
quotations, tenders, contracts or catalogue prices
correct accounting treatment of tax
that the invoice is correctly coded
that discounts have been taken where available
that appropriate entries are made in accounting records

(n) ensuring that two authorised Members of staff are involved in the
ordering, receiving and payment process. If possible, a different
officer from the person who signed the order, and in every case, a
different officer from the person checking a written invoice, should
authorise the invoice
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(o) ensuring that the department maintains and reviews periodically a list
of staff approved to authorise invoices. Names of authorising staff
together with specimen signatures and details of the limits of their
authority shall be forwarded to the Section 151 Officer
(p) ensuring that payments are not made on a photocopied or faxed
invoice, statement or other document than the formal invoice.
(q) encouraging suppliers of goods and services to receive payment by
the most economical means for the Authority. It is essential, however,
that payments made by direct debit have the prior approval of the
Section 151 Officer
(r) notifying the Section 151 Officer of outstanding expenditure relating to
the previous financial year as soon as possible after 31 March in line
with the timetable determined by the Section 151 Officer
(s) notifying the Section 151 Officer immediately of any expenditure to be
incurred as a result of statute/court order where there is no budgetary
provision
(t) ensuring that all appropriate payment records are retained and stored
for the defined period, in accordance with the document retention
schedule
(u) ensuring that every payment of monies by or on behalf of the Council
are made, in accordance with arrangements approved by the Section
151 Officer, by a person who is duly authorised in writing to make
such a payment. Payment shall be made by one of the methods
listed below:
- electronic transfer from the Council’s account to the payee’s
account
- non-negotiable cheque drawn on the Council’s account and
payable to the payee only
- Purchasing card or corporate credit card
- cash disbursement from a designated cash imprest
In each instance payment shall be made only where there is
adequate evidence that the amount is due from the Council to the
payee and, in each instance where payment is made by cash, only in
exchange for adequate evidence that the payee has acknowledged
receipt of payment.
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6.5

Payroll
Responsibilities of the Section 151 Officer

6.5.1

The Section 151 Officer is responsible for:
(a) payment of salaries and wages to all staff, including payments for
overtime and for payments of allowances to Councillors.
(b) ensuring proper calculation of all pay and allowances, national
insurance and pension contributions, income tax and other deductions
(c) making emergency payments to staff in extremis and where
practicable, such as in the case of payroll failure
(d) making arrangements for payment of all travel and subsistence claims
or financial loss allowance
(e) paying employees securely and accurately, maintaining appropriate
records and ensuring that a proper allocation of those costs, deductions
and related employer's contributions and payments is provided for the
purpose of updating the Authority’s financial records
(f) recording and making arrangements for the accurate and timely
payment of income tax, national insurance, pension contributions and
other deductions
(g) providing advice to secure payment of salaries and wages by the most
economical means
(h) ensuring that all appropriate payroll documents are retained and stored
for the defined period in accordance with the Authority’s document
retention schedule.
Responsibilities of Senior Officers

6.5.2

Senior Officers are responsible for:
(a) controlling resources and containing staff numbers within approved
establishment and budget levels
(b) ensuring - in consultation with Human Resources - that all employee
appointments, including temporary staff, are made in compliance with
the Council’s policies.
(c) notifying Human Resources of all appointments, terminations or
variations which may affect the pay or pension of an employee or
former employee, in the form and to the timescale required.
(d) ensuring that adequate and effective systems and procedures are
operated, so that:
- payments are only authorised to bona fide employees
- payments are only made where there is a valid entitlement
- conditions and contracts of employment are correctly applied
- employees’ names listed on the payroll are checked at regular
intervals to verify accuracy and completeness
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(e) providing an up-to-date list of the names of staff authorised to sign
records to the Section 151 Officer, together with specimen signatures.
The payroll provider should have signatures of personnel staff and staff
authorised to sign timesheets and claims
(f) ensuring that all persons employed by the Authority are paid through
the Authority’s payroll, other than where the individual is confirmed as
bona fide self-employed or employed by a recognised agency
(g) ensuring that all items subject to taxation or national insurance are
submitted to the Section 151 Officer for payment via the payroll system
(h) establishing, in consultation with the Section 151 Officer, the
employment status of individuals employed on a self-employed
consultant or subcontract basis
(i) ensuring that all payments made to employees are properly authorised
in compliance with the requirements and financial limits set out in
Council’s human resources policies
(j) ensuring that employees submit claims for travel and subsistence
allowances on a monthly basis and, in any event, within one month of
the year end
(k) ensuring staff claims for travel and subsistence (which must be paid
through the payroll system for taxation and national insurance
requirements), comply with Council policy, and that the most cost
effective use of travel arrangements is achieved
(l) ensuring that all claims for travel and subsistence (which must be paid
through the payroll system for taxation and national insurance
requirements) comply with Council policy and are reviewed and
authorised by the relevant line manager prior to payment
(m) ensuring that the Section 151 Officer is notified of the details of any
employee benefits in kind, to enable full and complete reporting within
the income tax self-assessment system.
(n) ensuring that no Member or employee of the Council seeks or accepts
any form of remuneration or other benefit, either from the Council or
from any other person or body, in connection with the performance of
their official duties or by virtue of their position with the Council, except
for:
(i). their proper remuneration
(ii). other remuneration or benefits necessarily incidental to the
performance of Council duties
(iii). gifts and hospitality received in the course of their official duties,
provided that such gifts and hospitality are:
- of a nature and value such that they could not reasonably
be perceived as an inducement of any kind, and
- are fully and promptly declared in a record held for the
purpose by the relevant Senior Officer
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Responsibilities of Councillors
6.5.3

Councillors are responsible for:
 submitting claims for Councillors’ travel and subsistence allowances on a
monthly basis and, in any event, within one month of the year end.
Responsibilities of the Head of People Resources

6.5.4

The Head of People Resources is responsible for:
(a) maintaining an accurate and up to date record of the Authority’s
establishment
(b) notifying the Section 151 Officer of all appointments, terminations or
variations which may affect the pay or pension of an employee or
former employee, in the form and to the timescale required
(c) ensuring regular reconciliation between payroll and HR records.

6.6

Banking
Responsibilities of Section 151 Officer

6.6.1

The Section 151 Officer is responsible for:
(a) managing and operating all the Authority’s bank accounts and ensuring
that all payment methods, whether physical (e.g. cheques) or electronic
have the appropriate authorisations, approvals and signatures
(b) ensuring that adequate controls are in place for the control of payment
methods (including cheques) covering access, ordering, custody,
preparation, signing and despatch as appropriate
(c) ensuring regular (monthly) bank reconciliations are carried out for all
bank accounts of the Authority
(d) approving the operation of any local cash imprest accounts
(e) providing employees with cash imprest accounts to meet minor
expenditure on behalf of the Authority and to prescribe rules for
operating these accounts
(f) determining the petty cash limit , maintaining a record of all
transactions and petty cash advances made and periodically reviewing
arrangements for the safe custody and control of these advances
(g) reimbursing imprest holders to restore imprest balances.
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Responsibilities of Senior Officers
6.6.2

Senior Officers are responsible for:
(a) following the instructions on banking issued by the Section 151 Officer.
(b) ensuring the proper administration of any local cash imprest accounts
including record keeping, document retention, paying in income,
reconciliation and control of cheques including ordering, custody,
preparation, signing and despatch. This include ensuring that
employees operating an imprest account:
(i) obtain and retain vouchers to support each payment from the
imprest account. Where appropriate, an official receipted VAT
invoice must be obtained
(ii) make adequate arrangements for the safe custody of the
account
(iii) produce upon demand by the Section 151 Officer cash and all
vouchers to the total value of the imprest amount
(iv) record transactions promptly
(v) reconcile and balance the account at least monthly;
reconciliation sheets to be signed and retained by the imprest
holder
(vi) provide the Section 151 Officer with a certificate of the value of
the account held at 31 March each year
(vii) the float is never used to cash personal cheques or to make
personal loans and that the only payments into the account are
the reimbursement of the float and change relating to purchases
where an advance has been made
(viii) cash payments are only made when justified and that imprests
are properly managed
(ix) on leaving the Authority’s employment or otherwise ceasing to
be entitled to hold an imprest advance, accounting to the
Section 151 Officer for the amount advanced to him or her
(c) ensuring that no bank accounts are opened in the name of the Council
other than with the express written authority of the Section 151 Officer
(d) reporting to the Section 151 Officer on the nature and state of any bank
accounts for which they are responsible.

6.7

Treasury Management

6.7.1

The Council will create and maintain, as the cornerstones for effective
treasury management:
 a treasury management policy statement, stating the policies, objectives
and approach to risk management of its treasury management activities
 suitable treasury management practices (TMPs), setting out the manner
in which the organisation will seek to achieve those policies and
objectives, and prescribing how it will manage and control those
activities.

Allerdale Borough Council

Page 45

Financial Regulations
Responsibilities of the Section 151 Officer
6.7.2

The Section 151 Officer is responsible for:
(a) preparing and presenting an annual treasury management strategy to
Audit Committee prior to submission to the Full Council for approval.
(b) implementing, reviewing and reporting on the progress and
performance of the strategy and recommending any changes
(c) preparing and maintaining a treasury management policy statement,
stating the policies, objectives and approach to risk management of its
treasury management activities
(d) preparing and maintaining suitable Treasury Management Practices
(TMPs), setting out the manner in which the organisation will seek to
achieve those policies and objectives, and prescribing how it will
manage and control those activities. The content of the policy
statement and TMPs will follow the recommendations contained in
Sections 6 and 7 of the Treasury Management Code, subject only to
amendment where necessary to reflect the particular circumstances of
this Authority. Such amendments will not result in the Authority
materially deviating from the Code’s key principles.
(e) ensuring that Full Council and the body responsible for the scrutiny of
treasury management strategy and policies receive reports on its
treasury management policies, practices and activities, including, as a
minimum, an annual strategy and plan in advance of the year, a midyear review and an annual report after its close, in the form prescribed
in its TMPs
(f) arranging the borrowing and investments of the Authority in such a
manner as to comply with the Treasury Management Code and the
authority’s treasury management strategy statement and annual
investment strategy
(g) ensuring that all investments of money are made in the name of the
authority or in the name of nominees approved by the Full Council.
(h) effecting all borrowings are in the name of the Authority
(i) acting as the Authority’s registrar of stocks, bonds and mortgages and
to maintain records of all borrowing of money by the Authority
(j) effecting all investments and arranging borrowings within the limits
imposed by the Council and reporting on the funding methods used
(k) approving the use of leases
(l) ensuring that the use of any financial derivatives is intra-vires and
properly risk assessed and monitored
(m) ensuring compliance with all applicable laws, regulations and codes of
practice relating to treasury management and capital finance
(n) ensuring that cash flow forecasting and monitoring systems are in
place.
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6.7.3

The Section 151 Officer has delegated responsibility for the implementation
and regular monitoring of treasury management policies and practices and
for the execution and administration of treasury management decisions. In
discharging these responsibilities the Section 151 Officer will act in
accordance with the Council’s Treasury Management Policy Statement and
TMPs and, if he/she is a CIPFA member, CIPFA’s Standard of Professional
Practice on Treasury Management.
Responsibilities of Senior Officers

6.7.4

Senior Officers are responsible for:
(a) assisting cash flow through timely billing of income due, appropriate
consideration of contracts payment terms and minimising advance
payments wherever possible
(b) supporting cash flow forecasting and notifying financial services in
advance of any high value receipts or payments that may impact on
investments and borrowings
(c) ensuring that no leases or borrowings (or other forms of credit) are
entered into without the approval of the Section 151 Officer
(d) providing the Section 151 Officer with copies of all leases and similar
credit agreements and with any information relating to those
agreements necessary to ensure that the agreement is correctly
accounted for.
Other responsibilities

6.7.5

The Audit Committee is responsible for ensuring effective scrutiny of the
treasury management strategy and policies.

6.8

Taxation

6.8.1

The Section 151 Officer is responsible for:
(a) ensuring that appropriate advice is available to Senior Officers and
employees on all taxation issues that affect the Authority, having regard
to guidance issued by appropriate bodies and relevant/applicable
legislation
(b) ensuring that the authority’s tax records are maintained and that all tax
payments are made, tax credits received, and tax returns submitted by
their due date as appropriate
(c) ensuring that adequate arrangements exist for all aspects of tax
management including providing to and requiring of relevant Budget
Holders such information as is necessary for the proper discharge of
that responsibility
(d) completing all HM Revenue and Customs (HMRC) returns relating to
PAYE, NIC and VAT
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(e) providing details to HM Revenue and Customs regarding the
construction industry tax deduction scheme, and making monthly
Construction Industry Scheme returns to HMRC
(f) dealing with HMRC in relation to PAYE, NIC and VAT queries,
inspections and exemptions and dispensations
(g) obtaining guidance, as required, on taxation matters from the
Authority’s tax advisers
(h) ensuring that transactions comply with relevant statutory requirements
and authorities. Completing a monthly return of VAT inputs and outputs
to HMRC, ensuring prompt recovery of sums due, and reconciliation of
tax records to the main accounting system
(i) managing the Council’s VAT partial exemption position
(j) preparing and submitting Voluntary Disclosure Notices to HMRC and
recovery of any revenues due.
Responsibilities of Senior Officers
6.8.2

Senior Officers are responsible for:
(a) ensuring budget holders are aware of their responsibilities for ensuring
information provided to or required of them by the Section 151 Officer is
promptly and accurately conveyed to or obtained from relevant staff
under their control
(b) ensuring the correct VAT liability is attached to all income due and that
all VAT recoverable on purchases complies with HM Revenue &
Customs regulations
(c) ensuring that, where construction and maintenance works are
undertaken, the contractor fulfills the necessary construction industry
tax deduction requirements
(d) ensuring that all persons employed by the Authority are notified to the
Section 151 Officer for addition to the authority’s payroll, except where
the individuals are bona fide self-employed or are employed by a
recognised staff agency
(e) complying with guidance issued by the Section 151 Officer in relation to
taxation. Any loss or penalty incurred by the Council as a result of
failure to require or provide information shall be a charge against the
budget of the service whose manager failed to require or provide that
information, as the case may be
(f) seeking advice on the potential tax implication of any new initiatives for
the delivery of Council activity and services
(g) ensuring the taxation implications of proposed land and building
acquisitions and sales are properly identified and considered at the
planning stage.
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6.9

Asset Management

6.9.1 The assets of the Authority include:
 land and buildings,
 vehicles, plant, furniture and equipment,
 stocks and materials,
 cash, debtors and investments and
 intangible assets including intellectual property.
6.9.2 Every arrangement for acquisition or disposal by the Council of assets shall
comply with these Financial Regulations.
6.9.3 Every arrangement within the scope of these Financial Regulations shall,
unless made in accordance with express delegated authority, be made only in
accordance with a resolution of the Full Council.
6.9.4 All acquisitions and disposals of land, buildings and other assets shall comply
with the Authority’s Disposals and Acquisitions Policy.
Responsibilities of the Section 151 Officer
6.9.5

The Section 151 Officer is responsible for:
Asset Management
(a) obtaining the information required for accounting, costing and financial
records from each Senior Officer
(b) ensuring that - for the purposes of preparing the annual statement of
accounts - an asset register is maintained in an appropriate format for
all non-current assets (which are not financial assets) with a cost or
value in excess of £10,000
(c) ensuring that non-current assets are measured and reported in the
Statement of Accounts in accordance with Code of Practice on Local
Authority Accounting in the United Kingdom
(d) arranging for the regular valuation of assets in accordance with Code of
Practice on Local Authority Accounting in the United Kingdom
(e) ensuring that depreciation is included in the Statement of Accounts in
accordance with the Code of Practice on Local Authority Accounting in
the United Kingdom
(f) maintaining adequate accounting records of all assets retained,
acquired and disposed by the Authority
(g) ensuring that all asset acquisitions and disposals are properly recorded
and comply with the Authority’s disposal and acquisition policy

(h) ensuring land and buildings for which he/she is responsible are
maintained in accordance with the Authority’s Asset Management Plan
(i) issuing guidelines in consultation with the Head of Economic Growth
representing best practice for disposal of assets
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Inventories of moveable assets,Stocks and Stores
(j) prescribing the records to be maintained for any stocks and stores and
for inventories of moveable assets
(k) approving the write off of deficiencies in any stocks, stores and
inventory items subject to the limits set out in the Schedule of Financial
Authority to Officers
Intellectual property
(l) developing and disseminating good practice through the Authority’s
intellectual property procedures.
Responsibilities of Senior Officers
6.9.6

Senior Officers are responsible for:
Asset Management
(a) ensuring that assets are recorded, properly maintained and securely
held, and that use is properly authorised and controlled, (including
adequate and effective security measures to prevent loss, and
procedures to minimise damage and vulnerability of the Authority’s
assets)
(b) ensuring that all management responsibilities under delegated
arrangements are clearly defined
(c) ensuring that lessees and other prospective occupiers of council land
are not allowed to take possession, or enter the land, until a lease or
agreement, in a form approved by the Head of Governance (Monitoring
Officer) in consultation with the Section 151 Officer, has been
established as appropriate
(d) ensuring that professional valuation advice - either from its own inhouse valuer, or external advisers – is obtained for all disposals and
purchases of land and buildings
(e) ensuring that all title deeds are passed to the Head of Governance who
will retain them in a secure location
(f) ensuring that when the original documents are removed from their
normal place of custody, a record should be made of their whereabouts
and of the person responsible for their custody
(g) ensuring that an annual assessment is carried out of all assets in order
that they are providing best value for the Council
(h) ensuring that the method selected for disposal of land and buildings is
consistent with the Authority’s statutory duty to obtain best
consideration
(i) ensuring that – subject to the requirements of the Authority’s Disposals
and Acquisitions Policy - the following procedures are implemented in
the disposal of assets:
- adequate publicity to ensure all potential purchasers are aware.
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- elimination of unsuitable interested parties – i.e. those not able to
provide satisfactory evidence of ability to finance the purchase.
- invitation of offers from all suitable interested parties.
- evaluation of offers in accordance with pre-determined criteria
and weighting.
(j) ensuring that the precise method of inviting and receiving bids, (e.g.
auction, sealed bid, negotiation), is determined in each instance on the
advice of a qualified valuer so as to give the best prospects of a
competitive response. Whichever method is chosen, it should be made
clear to interested parties at the outset and should be conducted
throughout in as even-handed and open manner as is reasonably
practicable
(k) notifying the Section 151 Officer of all acquisitions and disposals so
that the accounting records can be updated
(l) complying with the Authority’s Disposals and Acquisitions Policy
guidance issued by the Section 151 Officer in connection with the
acquisition and disposal of assets
(m) providing the Section 151 Officer and Head of Economic Growth with
all relevant information and documentation for the purposes of
maintaining an up to date and complete asset register
(n) ensuring land and buildings under their control are maintained in
accordance with the Council’s asset management plan
Security of assets
(o) ensuring the proper security of all buildings and other assets under
their control
(p) ensuring that contingency plans for the security of assets and
continuity of service in the event of disaster or system failure are in
place and are regularly tested
(q) ensuring that no Authority asset is subject to personal use by an
employee without proper authority
(r) ensuring the proper security and safe custody of assets and reporting
any assets that are lost, stolen or destroyed to the insurance team,
facilities management and internal audit as appropriate
(s) ensuring that any cash holdings are kept to a minimum, within
insurance limits and held securely
(t) ensuring that assets are identified, their location recorded and that they
are appropriately marked and insured
(u) consulting with the Head of Governance and/or Section 151 Officer in
any case where security is thought to be defective or where it is
considered that special security arrangements may be needed
Inventories of moveable assets
(v) maintaining local inventories of moveable assets as directed by the
Section 151 Officer
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(w) making sure that property is only used in the course of the Authority’s
business, unless the Senior Officer concerned has given permission
otherwise
(x) carrying out an annual check of all items on the inventory in order to
verify location, review condition and to take action in relation to
surpluses or deficiencies, annotating the inventory accordingly
(y) ensuring that portable items such as computers, cameras and video
recorders are be identified with security markings as belonging to the
Authority
Stocks and Stores
(z) making arrangements for the care and custody of stocks and stores
(aa) ensuring stocks are properly recorded, maintained at reasonable levels
and subject to a regular physical check. All discrepancies should be
investigated and pursued to a satisfactory conclusion
(bb) investigating and removing from the Authority’s records (i.e. write off)
discrepancies as necessary, or to obtain Executive approval if they are
in excess of a predetermined limit
(cc) seeking approval of the Section 151 Officer to write off deficiencies in
any stocks or inventory. items, subject to the limits set out in the
Schedule of Financial Authority to Officers
(dd) seeking Executive approval to the write-off of redundant stocks and
equipment in excess of a predetermined sum
Intellectual property
(ee) establishing controls to ensure that staff do not carry out private work in
Council time and that staff are aware of an employer’s rights with
regard to intellectual property.
Responsibilities of the Head of Economic Growth
6.9.7

The Head of Economic Growth is responsible for:
(a) maintaining up to date records of all freehold and leasehold land and
buildings held by the Authority including values, the purpose for which
they are held, their location, extent, acquisition details and the nature
all interests therein
(b) reconciling on a regular basis (at least annually) records of land and
buildings with the asset register maintained by the Section 151 Officer
for the purposes of preparing the Authority’s annual statement of
accounts
(c) establishing and maintaining - in consultation with the Section 151
Officer - a Disposals and Acquisitions Policy
(d) establishing and maintaining - in consultation with the Section 151
Officer -an Asset Management Plan that details short, medium and long
term use of assets, and monitoring and reporting on performance.
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(e) arranging the disposal of surplus assets in compliance with the disposal
policy, and subject to the necessary approvals.
(f) acquiring - subject to the necessary approvals - land and buildings on
behalf of the Authority in accordance with the acquisition policy asset
management plan, capital programme and medium term financial plan.
(g) notifying the Section 151 Officer of acquisitions and disposals so that
the accounting records can be updated.
Responsibilities of the Governance
6.9.8

The Head of Governance is responsible for:
(a) the safe custody of all deeds and other legal documents related to all
assets owned by or mortgaged to the Authority
(b) notifying the s151 officer of all (completed) acquisitions and disposals
of land and buildings
(c) the safe custody of all deeds and other documents evidencing the
Authority’s title to or interest in land or buildings
(d) ensuring that the Authority’s interest in land and buildings is registered
with the Land Registry.

6.10 Insurance
Responsibilities of the Section 151 Officer
6.10.1 The Section 151 Officer is responsible for:
 determining the nature and level of insurance cover to be effected
 effecting insurance cover and processing and settlement of all claims
Responsibilities of Senior Officers
6.10.2 Senior Officers are responsible for:
 all new risks, properties or vehicles for which insurance is required
 alterations affecting insurance arrangements
 any loss, damage or claim

6.11 Recharges
Responsibilities of the Section 151 Officer
6.11.1 The Section 151 Officer is responsible for:
 maintaining an appropriate system of internal recharges which ensures
that the full cost of each service is identified
 processing all charges and recharges on a regular and timely basis
 advising on the operation of internal trading accounts
Responsibilities of Senior Officers
6.11.2 Senior Officers are responsible for:
(a) agreeing the basis of internal charges/recharges in advance of the
financial year as part of the budget setting process
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(b) maintaining appropriate systems to calculate recharges or justify their
apportionment
(c) providing data to enable recharges to be processed on a regular and
timely basis and responding in the event of any disputed charges
(d) complying with guidance issued by the Section 151 Officer in relation to
the operation of trading accounts.

6.12 Confidentiality, Security & Protection of Information
6.12.1 All employees of the Authority have a personal responsibility with regard to
the protection and confidentiality of information, whether held in manual or
computerised records. Information may be sensitive, or privileged, or may
possess some intrinsic value, and its disclosure or loss could result in a cost
to the Council in some way
Responsibilities of Senior Officers
6.12.2 Senior Officers are responsible for ensuring that:
(a) systems are, where appropriate, registered with the Data Protection
Registrar
(b) all employees receive copies of, and are familiar with, the Authority’s
Computer Security Code of Practice and email/internet use policy and
that adequate and effective controls and security routines are operated
to protect data against the hazards described therein, (e.g. computer
viruses; unauthorised access; loss of data; abuse of internet facilities)
(c) all employees are aware of their responsibilities, particularly in relation
to the Data Protection Act and Freedom of Information Act.
(d) all computerised and manual systems and records within his/her
responsibility are operated in accordance with the requirements of Data
Protection and other legislation, including any necessary registration of
such information, security, and properly administering any rights of
access.
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7.

COMMISSIONING, PROCUREMENT, CONTRACTS AND
ROUTINE PURCHASING OF GOODS AND SERVICES

7.1

Commissioning

7.1.1

Strategic commissioning will help realise the Authority’s vision through the
way in which we design, develop and deliver improved and effective services
that meet the needs of local people.
A Strategic Commissioning approach involves the following key stages within
a cyclical process:
1. Analyse and understand the evolving needs of the community, so that
we can shape the key strategic priorities that we are committed to deliver
against
2. Plan, design, and deliver appropriate services to meet the needs of our
communities and secure value for money
3. Do - Commission both in-house services and outside providers - from
the private, voluntary and community sectors
4. Review and validate what it is we are doing to deliver against our
priorities - whether mainstream work done by partners, or the work we
have commissioned through private and third-sector providers
5. Govern this process effectively, facilitating and enabling collaboration,
challenge, and innovation.

7.2

Procurement

7.2.1

Procurement is one part of the commissioning cycle when goods or services
are put out to tender. Commissioning with Procurement has a far wider
scope than “purchasing” or “buying”. It is primarily about options appraisals
of the best service delivery model and securing services and products that
best meet the needs of users and the local community.

7.2.2

The process spans the whole cycle from identification of needs, through to
the end of a services contract or the end of the useful life of an asset. It
involves an option appraisal and the critical “make or buy” decision, which
will determine whether the provision of services is externally provided or
provided in-house.

7.2.3

Decisions about how we procure must demonstrate how it will further
corporate objectives on the basis of best value for money (the most
economically advantageous offer). Best value is defined as “the optimum
combination of whole life costs and benefits that meet the customer’s
requirement”.

7.2.4

Government requires greater transparency across all public bodies so that
the public can hold organisations and politicians to account. The Central
Procurement Team is responsible for publishing procurement information
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required by the Local Government Transparency Code 2015 and for
managing Freedom of Information Requests relating to procurement.
7.2.5

Whilst the council has a commitment to transparency it is also responsible
for ensuring the appropriate confidentiality and viability of its procurement.
Unless directed or required under legislation, officers should consider the
procurement process and information supplied by bidders to be confidential.

7.2.6

Council Officers must have regard to the Authority’s Procurement Code and
Guidance or any replacement of such Guidance from time to time in force.
In these Rules this will be referred to as the ‘Procurement Code’.

7.2.7

All purchasing and disposal procedures must:







achieve Best Value for public money spent
be consistent with the highest standards of integrity
ensure fairness in allocating public contracts
comply with all legal requirements
ensure that Non-Commercial Considerations do not influence any
Contracting Decision
support the Authority’s corporate and departmental aims and
policies

Officers’ Responsibility
7.2.8

Officers responsible for purchasing must take all necessary legal, financial
and professional advice and comply with these Financial Regulations, the
Code of Conduct and with all UK and European Union binding legal
requirements and, relevant Government Regulations and EU Directives.

7.2.9

Officers responsible for commissioning and procurement must in addition
comply with other relevant parts of the Constitution and with all applicable
laws.

7.2.10 Every Officer and Member has a responsibility to declare any links or
personal interests which they may have with suppliers and/or contractors if
they are engaged in contractual or purchasing decisions on behalf of the
Authority. Officers must comply with section 117 of the Local Government
Act 1972 by declaring in writing any personal interest in a contract. If Officers
are involved in a tender exercise they must state on the Procurement
Request Template that each member of the panel has been asked about any
conflict of interest and where a link or personal relationship has been
identified that this has been recorded on a Conflict Of Interest Form that is
returned to Corporate Procurement. See Procurement Code.
7.2.11 Officers must not accept any gifts or hospitality from any candidate for any
contract being procured by the Authority and to do so is a disciplinary
offence. Officers must inform the Head of Governance and Head of Service
in writing (this includes email) immediately if offered any gift or hospitality
during a tender process or at any other time by a provider who we may/may
not have a contract with us now or in the future.
Allerdale Borough Council

Page 56

Financial Regulations
7.2.12 Official orders must not be raised for any personal or private purchases, nor
must personal or private use be made of the Authority’s contracts.
7.2.13 When any employee either of the Authority or of a service provider may be
affected by any transfer arrangement, Officers must ensure that the Transfer
of Undertakings (Protection of Employment) Regulations 2006 (TUPE)
issues are considered and obtain legal and personnel advice before
proceeding with inviting tenders or quotations.
7.2.14 Officers must ensure that value for money is optimised, procurement must
take into account whole-life cost and quality to meet the users’ requirement.
7.2.15 Officers must inform Procurement of any new or existing contracts to keep
the Register of Contracts up to date.
7.2.16 Contracts should be agreed with Legal and Financial Services prior to final
execution. This is detailed further in the Procurement Code.
Responsibilities of Section 151 Officer
7.2.17 The Section 151 Officer is responsible for:
(a) ensuring that the Authority’s procedures and systems are sound
and properly administered
(b) reviewing and reporting to the Executive recommending revised
values to the procurement categories as necessary
(c) making payments to suppliers on the certificate of the appropriate
Senior Officer, which must include details of the work, and if
appropriate, details of retention money, amounts previously
certified and amounts now certified
(d) ensuring that there are appropriate accounting procedures to
identify payments to suppliers and commitments in respect of
monies held by way of retention
(e) issuing advice, guidelines and procedures for staff and others
acting on the Authority’s behalf ( also senior officers).

7.3

Exceptions

7.3.1

Except as provided for in this Financial Regulation, no procurement shall be
entered into unless it is entered into as a result of a competitive process
appropriate to its value. The exemptions, which are set out in the list below,
must be recorded on Allerdale Borough Council’s official Exemption Form
(available on the Intranet) and retained by the Procurement Officer
(Exemption Form is not required for [f] and [g]):
(a) procurement from an in-house supplier provided it demonstrated
value for money
(b) procurement is of such a specialised nature that the goods,
services or works can only be obtained from one particular
supplier
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(c) purchases at auction provided the person bidding is satisfied that
the cost of the purchase is reasonable compared to other
alternative methods of purchase
(d) emergencies where there has been an unavoidable administrative
delay or in cases of genuine emergencies, such as “an unplanned
event that requires an immediate response to safeguard life,
health or property’’ where applying the rules are likely to cause
danger to life or property
(e) the goods, services or works constitutes an extension of an
existing contract in accordance with Financial Regulation 7.18
(f) procurement from a Framework contract in accordance Financial
Regulation 7.7
(g) procurement having a value of less than £2,000 subject to the
officer authorising such procurement being satisfied that it
represents reasonable value for money
(h) services in respect of temporary agency or seconded staff, where
the appropriate recruitment or selection process applicable at the
time of engagement has been followed to justify the selection and
the appropriate authorisation obtained
(i) grants which the Authority may receive or award, except as
otherwise provided in the Contract Rules
(J) contracts of employment which make an individual a direct
employee of the Authority
(k) agreements regarding the acquisition, disposal, or transfer of land
which do not form part of a wider transaction under which the
Authority procures works, goods or services.
7.3.2

No exemptions can be used if EU Consolidated Procurement Directives
apply except in accordance with Financial Regulation 7.7 where the contract
has been awarded in accordance with the EU Directives.

7.3.3

Where an exemption is sought and approved, the award of the procurement
shall proceed on such terms as are determined as representing reasonable
value for money, as set out in Financial Regulation 7.11.

7.4

Waiver

7.4.1

Where complying with Financial Regulations in a particular situation might
conflict with the achievement of value for money or the principles of Best
Value or the best interests of the Authority. Advice shall be sought from the
Section 151 Officer following which the Chief Executive, Director or Head of
Service will, if he or she considers necessary and appropriate, seek formal
approval from the Authority for a specific waiver of the Financial Regulations,
or an amendment thereto.
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7.5

Procurement of Contracts

7.5.1

These Procure Contract Rules apply to all Relevant Contracts. A Relevant
Contract is any arrangement including Framework Agreements and any
other arrangements permitted under the Regulations, made by or on behalf
of the Authority for the carrying out of works or the supply of works, or for the
provision of supplies or services, or the disposal of an asset, unless the
arrangement is subject to an exception to these Rules (see Exceptions).

7.5.2

A Relevant Contract includes a contract for appointment of Consultants.

7.5.3

A contract procured on behalf of by any organisation which is in receipt of
funding for which the Authority is the Accountable Body is also a Relevant
Contract under these rules.

7.6

Common Requirements for all Procurements

7.6.1 The Officer must appraise the purchase, in a manner commensurate with its
complexity and value. Where the total value is less than £50,000, the
following records must be kept:
 a unique reference number for the contract and the title of the
contract
 a Procurement Request Form
 the method for obtaining quotes or tenders
 criteria for the award
 any contracting decision and the reasons for it including the
evaluation of the quotation or tender
 written records of communications with the successful contractor or
an electronic record if a written record of the transaction would
normally not be produced.
7.6.2

Where the total value exceeds £50,000 the Officer must record:
 a unique reference number for the contract and the title of the
contract
 a Procurement Request Form
 a Procurement Scoping Document which sets out the business case
(including details of pre-tender market research, options appraisal
and risk assessment, and input from legal) a unique reference
number for the contract and the title of the contract
 tender documents sent to and received from candidates
 award Criteria in descending order of importance
 invitation to Tender documents sent to and tender documents
received from candidates
 clarification and post-tender negotiation (to include minutes of
meetings)
 the contract documents
 post-contract evaluation and monitoring
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 communications with candidates and with the successful contractor
throughout the period of the procurement.
7.6.3

Records required by this rule must be kept for six years after the end of the
contract.

7.6.4

The decision to award a Relevant Contract is a key decision if the total value
of the contract exceeds the financial thresholds for a key decision.

7.7

Frameworks

7.7.1

Officers shall ensure that, where proposed Relevant Contracts or Framework
Agreements, irrespective of their total value, might be of interest to potential
candidates located in other member states of the EU, a sufficiently
accessible advertisement is published.

7.7.2

Notice of the procurement must be in appropriate media to ensure equality of
opportunity for potential suppliers to compete if they choose. Notices must;
describe the nature of the procurement, date to respond to the advert, return
address and contact details of the appropriate Officer.

7.7.3

The relevant Procurement Officer must be notified with the details of the
advertisement prior to it being placed.

7.7.4

Any query raised by suppliers during the competitive process must be made
anonymous and copied along with the appropriate response to all potential
suppliers. Identical information shall be supplied at the same time to every
prospective supplier.

7.7.5

The Responsible Officer must check whether there is a suitable existing
contract, Framework Agreement or collaborative agreement in place before
seeking to procure another contract. Where the Authority identifies a
suitable Framework Contract(s) that has been competitively tendered and
awarded by central or local government or other public sector agencies, the
Authority may benefit from using such contract without entering into a
separate procurement, provided:
 the Framework is compliant with the EU Consolidated Procurement
Directives
 the Framework provides best value for money
 the Framework was awarded to include the Authority for use of that
Framework contract
 where more than one supplier is identified by the buying organisation
a competitive exercise is conducted between the suitable suppliers.

7.7.6

Examples of such Framework contracts include those awarded by; another
local authority and Crown Commercial Services (CCS). Any such
arrangement must be approved for use by the Procurement Officer.
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7.7.7

The term of a Framework Agreement which is subject to the EU Procedure
must not exceed four years and Framework Agreements may be entered
into with one or several providers.

7.7.8

Where a Framework Agreement is concluded with a single provider
contracts let under that Framework agreement shall be awarded within the
limits of the terms specified in the Framework Agreement.

7.7.9

Where a Framework Agreement is concluded with more than one provider,
contracts based on that Framework Agreement shall be awarded as follows:
 without re-opening competition where all the terms of the contract
are set out in the Framework Agreement and the objective conditions
for determining which party shall perform the contract are identified
in the Framework Agreement, or
 where not all the terms of the contract are set out in the Framework
agreement, by holding a mini-competition with the providers that are
party to the Framework Agreement

7.8

Approved Lists

7.8.1

Approved Lists are lists of suppliers who meet the Authority’s minimum
technical and financial standards for the types of contract.

7.8.2

Where not precluded by European Directives or competition regulations,
approved lists may be maintained of suppliers who have expressed a
general willingness to enter into and demonstrate a general competence to
fulfil procurement arrangements of a specified nature and value.

7.8.3

Any request for approval must specify:
 the business case for establishing an Approved List
 the proposed duration of the Approved List
 the maximum spend on the Approved List and
 the method of procurement of and from the Approved List.

7.8.4

In conducting any procurement exercise the Authority must treat all
contractors equally and without discrimination and must act in a transparent
and proportionate manner.

7.8.5

Electronic procurement using the e-tendering portal must be used for all
tenders and quotations unless authorisation has been given by a Senior
Officer.

7.8.6

The responsible officer must consult with the Commissioning and
Procurement Team on the appropriate procurement procedures.

7.8.7

Where a Relevant Contract is being procured, the minimum procurement
process and rules for inviting candidates are as set out below. Where the
total value for a purchase is within the values in the first column, the award
procedure in the second column must be followed. The third column
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indicates the authorisation to award. The table is subject to the requirement
that a contract of any value which is likely to have ‘cross border’ interest (i.e.
be of interest to Contractors of any member states) in the European
Community must be advertised.
Threshold

Procedure

Who may Award*

Up to £2,000

One oral quote (confirmed in writing
where the total value exceeds £500)

Budget Holder

£2,000 £50,000

A minimum of 4 written quotations should
be sought and recorded. At least 2 from
a Supplier based in Allerdale
** if in doubt contact Procurement
Officer**

Service Manager

£50,000 £75,000

Invitation to tender by advertisement/list
to at least 4 candidates – At least 2 from
a Supplier based in Allerdale. Seek
guidance from Procurement Officer.
See Procurement Code on how to
incorporate social value at the preprocurement stage.

Head of Service or
his/her nominated
representative

£75,000 – EU
Threshold
(refer to
Guidance)

Invitation to tender by advertisement/list
to at least 4 candidates – guidance
should be sought from Procurement
Officer. In addition a report will be
required by Scrutiny. See Procurement
Code on how to incorporate social
value at the pre-procurement stage.

Chief Executive,
Director or Head of
Service in
consultation with
relevant Executive
Members

Above EU
Thresholds

Must be awarded in accordance with the
relevant European Directives that cover
works, supplies and services - guidance
should be sought from Procurement
Officer. See Procurement Code on
how to incorporate social value at the
pre-procurement stage.
A report will be required by Executive.

Chief Executive,
Director or Head of
Service in
consultation with
relevant Executive
Members

* subject to limits imposed by the Council’s Scheme of Delegation

7.8.8

An officer must not enter into separate contracts or select a method of
calculating the total value in order to minimise the application of these
contract procedure rules, or make multiple purchases to the same supplier
below the threshold to avoid procurement thresholds.

7.8.9

The value shall be calculated with reference either to a particular clearly
defined project taking into account whole life costs or, in all other
circumstances, to all procurement of a similar nature.

7.8.10 If at any time during the procurement process it becomes apparent that it
has been assigned to the wrong value category, such parts of the
procurement process as have already been completed shall not be
invalidated, but all subsequent parts of the process shall be conducted in
accordance with the corrected value category, unless the value exceeds the
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EU Consolidated Procurement Directives Thresholds in which case the
procurement must be re-entered in accordance with the EU Consolidated
Procurement Directive.

7.9

Consultants

7.9.1

Consultant architects, engineers, surveyors and other professional
Consultants shall be selected and commissions awarded in accordance with
the procedures detailed within these contract procedure rules.

7.9.2

The engagement of a Consultant shall follow the agreement of a brief that
adequately describes the scope of the services to be provided and shall be
subject to completion of a standard contract of appointment.

7.9.3

Consultants shall be required to provide evidence of, and maintain,
professional indemnity insurance policies to the satisfaction of the relevant
Head of Service, Director or the Chief Executive for the periods specified in
the respective agreement.

7.9.4

The appointment of Consultants to manage a contract or to carry out any
other work on the Authority’s behalf shall comply with these Financial
Regulations as regards both procurement procedures and contracting
arrangements. Copies of these Financial Regulations shall be made
available to Consultants and they shall be required, as a condition of their
engagement, to comply with the Regulations as if they were employees of
the Authority in relation to all matters for which they are responsible.

7.9.5

The appointment of Consultants does not relieve the responsibility for
delivering the service in question.

7.10

Pre-tender Research

7.10.1 The Officer responsible for the purchase: may consult potential suppliers
prior to the issue of the Invitation to Tender in general terms about the
nature, level and standard of the supply, contract packaging and other
relevant matters, provided this does not prejudice any potential candidate,
but must not seek or accept technical advice on the preparation of an
Invitation to Tender or quotation from anyone who may have a commercial
interest in them, if this may prejudice the equal treatment of all potential
candidates or distort competition.

7.11

Standards and Award Criteria

7.11.1 The Officer must ascertain the standards necessary to properly describe the
subject matter of the contract having regard to any relevant British,
European or international standards.
7.11.2 Officers undertaking procurement on behalf of the Council have a duty to
apply Best Value principles in accordance with section 3 of the Local
Government Act 1999. The Best Value principles are relevant to the entire
procurement process and this Code and must always be taken into account.
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7.11.3 The duty to achieve best value for the Authority requires us to consider and
investigate economic, environmental and social aspects and outputs in
relation to the purchasing decisions we make. Through our procurement
processes and activities we aim to minimise the negative impacts associated
with goods, services and works and their associated supply chains and
maximise potential benefits including social value. This commitment is
regulated in public services contracts by the Public Services (Social Value)
Act 2012.
7.11.4 The Officer must define Award Criteria that are appropriate to the purchase
and designed to secure an outcome giving Value for Money for the Authority.
The basic criteria shall be one of the following:


‘lowest price’ where payment is to be made by the Authority



‘highest price’ if payment is to be received by the Authority or



MEAT (most economically advantageous tender)’, where
considerations other than price also apply. If the last criterion is
adopted, it must be further defined by reference to sub-criteria
which may refer only to relevant considerations.

7.11.5 Award Criteria must not include:

7.12



non-Commercial Considerations that are prohibited under UK and
European Union law



matters which discriminate against suppliers from the European
Economic Area or signatories to the Government Procurement
Agreement.

Invitation to Tender

7.12.1 The Invitation to Tender shall state that the Authority reserves the right to
reject a tender that is not received by the date and time stipulated in the
Invitation to Tender. No tender delivered in contravention of this requirement
shall be considered without the Head of Governance’s prior approval and
shall not be considered under any circumstances when it is received after
the other tenders have been opened.
7.12.2 All Invitations to Tender must include:


a specification to describe the Authority’s requirements in clear
sufficient detail to enable the submission of competitive offers



a requirement for tenderers to declare that the tender content,
price or any other figure or particulars concerning the tender have
not been disclosed by the tenderer to any other party (except
where such a disclosure is made in confidence for a necessary
purpose)



a requirement for tenderers to complete fully and sign all tender
documents including a form of tender and certificates relating to
canvassing and non-collusion
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7.13



notification that tenders are submitted to the Authority on the
basis that they are compiled at the tenderer’s expense



a description of the award procedure and, unless defined in a
prior advertisement, a definition of the Award Criteria in objective
terms and if possible in descending order of importance



all Invitations to Tender or quotations must specify the goods,
service or works that are required, together with the terms and
conditions of contract that will apply



a notice which states that the Authority is not bound to accept any
quotation or tender



a notice which states that the Authority is not obliged to enter into
a contract as a result of a tender.

Shortlisting

7.13.1 Any shortlisting must have regard for the financial and technical standards
relevant to the contract.
7.13.2 For contracts over EU Threshold the EU Consolidated Procurement
Directive must be followed.
7.13.3 Where approved lists are used, the responsible Officer must shortlist in
accordance with the shortlisting criteria approved for procurement from the
Approved List.

7.14

Receipt, Custody and Opening of Tenders

7.14.1

Candidates must be given an adequate period in which to prepare and
submit a proper quotation or tender, consistent with the complexity of the
Authority’s requirement. Normally at least four weeks should be allowed for
submission of tenders. The EU Procedure lays down specific time periods.

7.14.2 Tenders received must only be opened after expiry of the closing date as
notified to bidders. All tenders must be opened together and recorded in the
presence of a witness or witnesses. Any opening prior to the return deadline
will render the tender invalid. Any electronic copies of the tenders must only
be received after the return deadline has elapsed or included within the hard
copy tenders received from suppliers.
7.14.3 Officers involved in the opening, recording and witnessing of the tenders
must play no part in the preparation of the specification or selection of
prospective bidders and will not play any part in evaluating tenders or
selecting the successful supplier.

7.15

Clarification Procedures

7.15

Providing clarification of an Invitation to Tender to potential or actual
candidates or seeking clarification of a tender, whether in writing or by way
of a meeting, is permitted. However, discussions with tenderers after
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submission of a tender and before the award of a contract with a view to
obtaining adjustments in price, delivery or content (i.e. post-tender
negotiations) are the exception rather than the rule. In particular, they must
not be conducted in an EU Procedure where this might distort competition,
especially with regard to price.

7.16

Evaluation and Notification

7.16.1 Apart from the debriefing required or permitted by these contract procedure
rules, the confidentiality of quotations, tenders and the identity of candidates
must be preserved at all times.
7.16.2 Contracts must be evaluated and awarded in accordance with the Award
Criteria. During this process, Officers shall ensure that submitted tender
prices are compared with any pre-tender estimates and that any
discrepancies are examined and resolved satisfactorily.
7.16.3 The arithmetic in compliant tenders must be checked. If arithmetical errors
are found they should be notified to the candidate. A candidate who has
made an arithmetical error must be permitted to correct the error if they
choose to. A candidate who has made an error of omission must not be
permitted to amend their tender and must be asked to confirm their tender or
withdraw it.
7.16.4 All valid tenders received or all potential sources of supply shall be evaluated
on a common basis which clearly demonstrates the relative merits of each in
terms of both cost and effectiveness in meeting the Authority’s specified
requirements.
7.16.5 The successful supplier must have the necessary financial standing,
technical capacity and ability to fulfil all the requirements of the arrangement.
7.16.6 Any procurement previously advertised in OJEU will, prior to any award
being made upon the evaluation of the bids, have a 10-day standstill period
during which unsuccessful suppliers shall be debriefed on the intended
outcome and appraised of the evaluation results (whilst retaining the
confidentiality of competitors). If formal objections to the intended award are
raised in this 10-day period the relevant Procurement officer must be
consulted and procedures in line with current EU legislation followed.

7.17

Post Tender Discussions

7.17.1 Post-tender negotiations under the EU Procedure can only be undertaken on
the grounds allowing for such specified in the EU Procedure. For all other
procedures if post-tender negotiations are necessary after a single-stage
tender or after the second stage of a two-stage tender, then such
negotiations shall only be undertaken with the candidate who is identified as
having submitted the most economically advantageous tender and after all
unsuccessful candidates have been informed.
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7.17.2 During negotiations tendered rates and prices shall only be adjusted in
respect of a corresponding adjustment in the scope or quantity included in
the tender documents. Officers carrying out post tender negotiations should
ensure that there are recorded minutes of all negotiation meetings and that
both parties agree actions in writing.
7.17.3 Negotiations must be conducted by a team of at least two officers, one of
whom must be from a service independent to that leading the negotiations.
7.17.4 Where post-tender negotiation would result in fundamental changes to a
Relevant Contract or Framework Agreement (such as to the specification or
price) which would be likely to distort competition the contract or agreement
must not be awarded but re-tendered.

7.18

Contracts

7.18.1 In most cases the ‘Standard Allerdale Contract’ will be used. In addition all
contracts must be in writing and, irrespective of value, shall clearly specify as
a minimum, all the information detailed in the ‘Standard Allerdale Contract’.
7.18.2 All transactions must use an appropriate form of contract approved by a
suitably qualified officer in legal services.
7.18.3 Legal Services must be instructed prior to the start of a tender exercise to
produce an appropriate form of contract.
7.18.4 The Authority’s standard terms and conditions or standard contract forms
issued by a relevant professional body must be used wherever possible.
7.18.5 The advice of the Section 151 Officer must be sought for the following
Relevant Contracts or Framework Agreements:
 where the total value exceeds £75,000
 those involving leasing arrangements
 where it is proposed to use a supplier's own terms or
 those that are complex in any other way.
7.18.6 Every contract shall, having proper regard to its nature and value,
adequately define the rights and obligations of all parties to the agreement
and protect the Authority against any undue cost, loss or other risk arising
from the agreement.
7.18.7 A contract for supplies, services or works shall only be extended where the
contract terms and conditions expressly provide for an option for extension,
unless otherwise approved by the Monitoring Officer. Any such extension
shall only be considered in circumstances where:
 the extension does not breach Financial Regulations
 the extension will deliver best value for money
 performance requirements under the contract have been met or
exceeded
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 continuous improvement or innovative service delivery under the
contract can be demonstrated.
7.18.8 Where the contract does not stipulate a method of indexation in relation to
annual price fluctuation, advice should be sought from the Section 151
Officer prior to the inclusion of an indexation clause.
Contract Formalities
7.18.9 Agreements shall be completed as follows:
Total Value

Method of Completion

Authorised by

£0-£50,000

Signature - all purchases
must be in line with the
Authority’s standard terms
and conditions

Officer authorised by the
relevant Senior Officer

£50,001 - £75,000

Signature - legal consulted
before agreeing contract
and before signing
(unless 7.18.13 applies
when sealing will also be
required)

Senior Officer authorised by
Director and Legal Services

£75,000 – OJEU

Sealing

Officers authorised by the
Senior Officer/ Legal and
Democratic Services to
witness the seal

7.18.10 Any arrangement which is strategically or politically important requires the
Authority to have the benefit of a twelve year limitation period for taking legal
action on the contract. In such circumstances the contract must therefore be
completed under seal regardless of the value.
7.18.11 All contracts must be concluded formally in writing before the supply, service
or construction work begins, except in exceptional circumstances, and then
only with the written consent of Legal Services.
7.18.12 The Officer responsible for securing the signature of the contract must
ensure that the person signing for the other contracting party has authority to
bind it.
Sealing
7.18.13 Where contracts or agreements are completed by each side adding their
formal seal, such contracts shall be executed by the fixing of the Authority’s
seal. More information about when an Authority Seal should be used can be
found in the Authority’s Constitution section 9.5.
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7.19

Contract Management Responsibilities

7.19.1 Every contract must have a nominated responsible officer. This must be
revised and a different Officer appointed should the designated person leave
the Authority or role. Contracts must be managed in accordance with the risk
and contract management arrangements prepared to support award of the
contract which should be kept up to date by the Contract Manager during the
life of the contract.
7.19.2 Contract managers should follow the procedures set out in the Procurement
Code in preparing risk assessment and contract management arrangements
and managing contracts. The designated Officer will be the contract owner,
during the life of the contract, and must regularly monitor the contract in
respect of:
(a)

performance

(b)

compliance with specification and contract

(c)

cost and financial forecast

(d)

value for money requirements

(e)

user satisfaction and risk management

(f)

any health and safety legislation compliance

(g)

the risks of fraud and misappropriation

(h)

informing the procurement team of awarded contracts for the
contract register

(i)

accuracy of financial performance data for suppliers in relation to
all contracts in excess of £50,000 with the agreement of open
book accounting.

7.19.3 Heads of Service in sponsoring departments are to name contract managers
for all new contracts. All contracts must have a named Authority contract
manager for the entirety of the contract.

7.20

Risk and Contingency Planning

7.20.1 A business case must be prepared for all procurements with a potential
value over the EU Threshold. Provision for resources for the management of
the contract, for its entirety, must be identified in the business case.
7.20.2 For all contracts with a value of over £75,000, contract managers must
consider maintaining a risk register during the contract period, undertake
appropriate risk assessments and for identified risks ensure contingency
measures are in place.

7.21 Contract Evaluation
7.21.1 At the conclusion of every contract for a major procurement arrangement
over £75,000, the Senior Officer responsible shall report within two months
of the completion of the contract, to the Executive on the outcome of the
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contract, including an overall opinion on the cost-effectiveness of the
arrangement and explanation of any material variations to the original
specification or price.

7.22

Routine Purchase of Goods and Services

7.22.1 Where an order is placed on behalf of another department to which any part
of the cost is to be charged, the officer placing such an order must advise
the relevant Budget Holder of the cost involved and obtain confirmation that
budgetary provision is available (and that the charge will be accepted) before
placing the order.
7.22.2 Orders for goods and services shall be issued through the e-procurement
paperless ordering system as approved by the Section 151 Officer and
operated using adequate and effective controls, including a unique
identifying reference number in respect of each separate order. Only where
this is not possible may orders be issued on stationery approved by the
Section 151 Officer. In such circumstances orders shall be on pre-numbered
official stationery to provide an identifying reference (unique within the
Authority’s organisation) as agreed or as otherwise authorised by the
Section 151 Officer. Electronic tendering systems involving the preparation,
authorisation and transmission of electronic data, may be implemented if
adequate and effective controls are operated, but only after prior approval of
the Section 151 Officer, and such systems shall always, include an audit trail
and secure electronic folder for the receipt of bids.
7.22.3 If an employee of the Authority shall have a reasonable ground for believing
that the requirements of the Financial Regulations are not being observed,
he or she shall refer to the Authority’s Whistleblowing Policy for instruction.
7.22.4 Use of the Internet to place orders electronically shall be in accordance with
any overall policy of the Authority and will comply with procedures and
guidance issued by the Section 151 Officer. All those internal controls
applicable to existing ordering processes should also be applied to Internet
orders, including restriction to authorised signatory officers, retention of
documentary evidence (including screen prints), the quoting of official order
numbers and using only reputable suppliers, as well as dealing only with
firms which guarantee their website as secure with encryption.
7.22.5 The use of personal credit cards to make purchases on behalf of the
Authority (with subsequent reimbursement to the individual) is not regarded
as desirable although it is permissible where such use is authorised by the
responsible Senior Officer. Such use is entirely at the risk of the individual
involved although credit card firms may provide cover against loss in specific
circumstances which they define.
7.22.6 The use of purchasing cards requested on behalf of and issued to Allerdale
Borough Council is permissible in specific instances agreed by the Section
151 Officer and subject to financial procedures and guidance which he/she
will provide, and subject to any overall policy of the Authority on this aspect.
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7.22.7 The Government Procurement Card will only be issued to an officer of the
Authority if a request has been received from a Head of Service after receipt
of confirmation from a Senior Officer or the Section 151 Officer.
7.22.8 The aim of the Government Procurement Card is an alternative method to
the current buying process of paying for low value, high volume goods or
services. By simplifying transaction processing it assists purchasing
efficiency and will save the organisation time and money.
7.22.9 The card should never be used to circumvent the procurement procedures
that are set out in the Authority’s Financial Regulations.
7.22.10 The information contained in the document “Allerdale GPC Cardholder
guidance” sets out the operating procedures for procurement cardholders.
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8. EXTERNAL ARRANGEMENTS

8.1

Introduction

8.1.1 All partnerships and joint working arrangements with outside bodies must be
properly evaluated for risk before they are entered into and be supported by
clear governance, accounting and audit arrangements. Approval by the
Authority’s Executive is required in order to set-up a new entity, such as a joint
venture.
8.1.2 External funding can prove an important source of income, but funding
conditions must be carefully considered - before any agreement is entered
into to ensure they are compatible with the aims and objectives of the
Authority.
8.1.3 Legislation enables the Authority to trade and provide services to third parties.
All such work must be intra-vires and the respective risks and financial
benefits associated with such work must be properly considered and a
business case approved before any trading activities take place. The
Executive is responsible for approving the contractual arrangements for any
work for third parties or external bodies.

8.2

Partnerships and Joint Working

8.2.1 The Executive is responsible for approving delegations, including frameworks
for partnerships. The Executive is the focus for forming partnerships with other
local public, private, voluntary and community sector organisations to address
local needs.
8.2.2 The Executive can delegate functions, including those relating to partnerships,
to staff as set out in the authority’s constitution. Where functions are
delegated, the Executive remains accountable for them to the Full Council.
8.2.3 Councillors and staff will represent the Authority on partnership and external
bodies in accordance with the Scheme of Delegation.
8.2.4 The Monitoring Officer is responsible for promoting and maintaining the same
high standards of conduct with regard to financial administration in
partnerships that apply throughout the Authority.
8.2.5 When arranging contracts with external bodies, the Chief Executive and other
Senior Officers must:
 consider the overall corporate governance arrangements and legal
issues, having regard to advice from the Director and/or the Head of
Governance
 ensure that the risks have been fully appraised before agreements are
entered into with external bodies.
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Responsibilities of Section 151 Officer and Senior Officers
8.2.6

The Section 151 Officer is responsible for:
(a) advising on the finance, accounting and financial governance
including:
(i) financial viability in current and future years
(ii) risk appraisal and risk management, arrangements in
consultation with the Director and/or the Head of
Governance)
(iii) resourcing and taxation issues
(iv) audit, security and control requirements (in consultation
with the Director and/or the Head of Governance)
(b) ensuring that the accounting arrangements are satisfactory.

8.2.7

Senior officers are responsible for:
(a) ensuring that appropriate approvals are obtained from the Council
or the Executive, (as applicable in any particular case), before any
negotiations are concluded in relation to work with external bodies
(b) maintaining local registers of contracts and partnerships entered
into with external bodies in accordance with procedures specified
by the Section 151 Officer
(c) ensuring that, before entering into agreements with external
bodies, a risk management appraisal has been prepared for the
Director and/or the Head of Governance
(d) ensuring that such agreements and arrangements do not impact
adversely upon the services provided by the Authority
(e) ensuring that all agreements and arrangements are properly
documented
(f) maintaining local registers of partnerships entered into
(g) providing appropriate information to the Section 151 Officer to
enable relevant entries to be made into the Authority’s statement
of accounts
(h) ensuring that appropriate mechanisms are in place to monitor and
report on performance
(i) ensuring that loans are not made to third parties and that interests
are not acquired in companies, joint ventures or other enterprises
without the approval of the Council/Executive following
consultation with the Section 151 Officer and monitoring officer.
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8.3

External Funding
Responsibilities of Section 151 Officer

8.3.1

The Section 151 Officer is responsible for:
(a) ensuring that all funding notified by or claimed from external bodies is
received and properly recorded in the Authority’s accounts
(b) issuing guidance and advice on the procedure/documentation
governing the claiming of grants
(c) ensuring that all audit/certification requirements imposed by the grant
paying body are met
(d) ensuring that any match-funding requirements are considered prior to
entering into the agreements, that future revenue budgets reflect these
requirements, and that any longer-term sustainability costs have been
properly assessed.
Responsibilities of Senior Officers

8.3.2

Senior officers are responsible for:
(a) ensuring the Section 151 Officer is informed of all funding bids and
subsequent grant offers
(b) ensuring that all claims for funds are made in accordance with the
guidance issued by the Section 151 Officer and grant paying body
(c) submitting claims for funds in a timely manner and by the due date
(d) providing the Section 151 officer with all necessary information to
ensure that all external funding is properly recorded in the Authority’s
accounts
(e) ensuring that activity is progressed in accordance with the agreed
project plan and that all expenditure is properly incurred and recorded
(f) ensuring compliance with stipulations contained in the grant offer/terms
and conditions
(g) ensuring that where the Authority is the accountable body responsible
for the spending of grant monies and the delivery of planned outcomes
by third parties, the acceptance of the related grant offer is signed by
the Section 151 Officer.

8.4

Work for Third Parties
Responsibilities of the Section 151 Officer

8.4.1

The Section 151 Officer is responsible for:
(a) issuing guidance and advice on the financial aspects of third party
contracts and the maintenance of the contract register
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(b) advising on the establishment and operation of trading accounts to
ensure that the accounting and control processes comply with Authority
and statutory requirements and that the results of trading operations
are properly recorded and reported
Senior Officers
8.4.2

Senior officers are responsible for:
(a) identifying potential trading opportunities, and evaluating the
respective risks and financial benefits in accordance with the
guidance issued by the Section151 Officer
(b) ensuring that the approval of the Executive is obtained before any
negotiations are concluded to work for third parties
(c) maintaining an up to date register of all contracts entered into with
third parties in accordance with procedures specified by the Section
151 Officer
(d) ensuring adequate insurance cover is arranged for all contracts
(e) ensuring that the Authority is not put at risk from any bad debts and
that, wherever possible, payment is received in advance of the
delivery of the service
(f) ensuring that no contract is subsidised by the Authority
(g) ensuring that the department/section has the appropriate expertise
to undertake the contract
(h) ensuring that such contracts do not impact adversely upon the
authority’s own services
(i) ensuring that all contracts are properly documented
(j) complying with guidance issued by the Section 151 Officer in relation
to the operation of trading accounts and the proper recording and
reporting of trading results

8.5

Grants (and other financial assistance) provided to Third Parties
Responsibilities of Section 151 Officer

8.5.1

The Section 151 Officer is responsible for:
(a) issuing guidance and advice on the accounting and financial
governance issues associated with the provision of grants and other
forms of financial assistance to third parties
(b) ensuring that all grants (and other forms of financial assistance) paid
to third parties are properly recorded in the Authority’s accounts
Responsibilities of Senior Officers

8.5.2

Where the Authority provides grants (or other forms of financial assistance)
to third parties (either from the Authority's own funds or from external funding

Allerdale Borough Council

Page 75

Financial Regulations
for which the Authority is the accountable body) it is the responsibility of
Senior Officers to ensure that:
(a) appropriate due diligence is carried out on the individual or body to
which the grant (or other forms of financial assistance) is to be paid
to confirm (as appropriate):
- the adequacy of the bodies financial standing and financial
governance arrangements
- the capability of the individual or body to undertake the grant
funded activities and deliver the planned outputs
- the individuals or body’s ability to repay loan funding provided
(b) the offer and acceptance of grant funding (or other financial
assistance) is documented in writing
(c) a written funding agreement is in place before any payment is made.
The agreement should set out (as a minimum):
- the amount of grant or other assistance to be paid
- the timing of payments and the conditions that must be
satisfied before payments will be made
- the purpose(s) for which funding is provided
- financial and performance monitoring arrangements
- procedures for recovery/repayment of amounts advanced
(d) the funding agreement requires the recipient to keep financial and
performance records sufficient to demonstrate compliance with the
funding agreement and for such records to be available for
inspection by the Authority on request
(e) robust financial and performance monitoring arrangements are in
place
(f) where appropriate, grant payments (or other financial assistance
payments) are only made subject to submission evidence of
expenditure incurred and satisfactory performance against agreed
metrics
(g) the Section151 Officer is notified of all grant and other funding
agreements.
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Appendix A

Schedule of Financial Authority to Officers
Activity

Financial
Regulations
Reference

Financial Limits & Restrictions

 Up to £1k – Administrator
 Up to £5k – Deputy Budget Holder
 Up to £10k – Budget Holder
 Up to £25k – Service Manager
 Up to £75k – Head of Service
 Up to £125k – Section 151 Officer
 Over £125k – Director & Chief Executive
Limits as in (1) above

1

Authorisation of Purchase
Orders

2

Authorisation of Invoices for
Payment (manual process)

3

Authorisation of Journals

Section 151 Officer and Financial Services staff
authorised by the Section 151 officer

4

Authorisation of Virements

In accordance with the virement policy

5

Goods Receipting

Where possible a different officer from the person
who authorised the order, should goods receipt it.

6
7
8
9
10
11
12

13
14
15
16
17
18
19
20
21

Requests for use of
Earmarked Reserves
Authorisation of Overtime /
Salary Variations

No individual may authorise his/her own overtime
claim forms

Authorisation of Time
Sheets

No individual may authorise his/her own timesheets.

Authorisation of Travel &
Subsistence Claims
Petty Cash Payments from
Imprest
Request raising of a Sundry
Debtor Invoice
Authorisation of Debtor
Credit Notes

No individual may authorise his/her own timesheets.

Request for Write-off of
Debt
Receipt/Recording of Cash
& Cheques
Authorisation of Contract
Certificates
Corporate Credit/Purchasing
Card

All requests should be made by a senior officer

Payment for Goods/
Services in Advance
Cheque Amendment/Stop
Requests
Grant Administration/
Monitoring
Control of Stocks and
Stores
Disposal of Financial
Records

All goods and services paid for in advance MUST be
authorised by a senior officer.

Allerdale Borough Council

Maximum individual payment from petty cash is £25.

A credit note can only be issued to correct a factual
inaccuracy or administrative error in the calculation
and/or billing of the debt. Authorisation must not be
carried out by the officer who raised the invoice
being credited.

In accordance with the Authority’s Government
Procurement Card Procedures Manual

In accordance with Corporate Document Retention
Schedule
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Activity

22

Counter-signing Cheques or
BACS Payments

23

Authorisation of Grant
Claims or Certificates

24

Borrowing
(Limits/Exceptions)

25

Investments
(Limits/Exceptions)

26
27
28
29
30
31
32
33

Approval of Advances of
Pay
Preparation of Payroll
Approval of Direct Debts
Instructions
Signing Leasing
Agreements
Bank Account
Administration
Controlled Financial
Stationery
Payments by Instalments
Authorisation of Statutory &
Non Statutory Financial
Returns

Allerdale Borough Council

Appendix A
Financial
Regulations
Reference

Financial Limits & Restrictions

Authorised bank signatories only
Section 151 Officer, Financial Services staff
authorised by the Section 151 officer (or other
nominated officer subject to restrictions imposed by
grant paying body)
Section 151 Officer and Financial Services staff
authorised by the s151 officer
Section 151 Officer and Financial Services staff
authorised by the Section 151 officer in accordance
with limits set out in Annual Investment Strategy
Section 151 Officer and Financial Services staff
authorised by the Section 151 officer
Financial Services Payroll staff only
Senior officers and Financial Services staff
authorised by the Section 151 officer

Section 151 Officer and Financial Services staff
authorised by the Section 151 officer
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Appendix B

Mandatory Financial Procedures
INTRODUCTION/STATUS
1. These Financial Procedures (Procedures) form part of the governance framework for
managing the Authority’s financial affairs. They are issued by the Section 151 Officer
(Chief Finance Officer) to support the operation of the Authority’s Financial
Regulations and provide greater detail on the arrangements to be compiled with.
2. The procedures apply to every elected member and officer of the Authority and to
anyone acting on its behalf. Compliance is mandatory unless an exception has been
agreed by the Section 151 Officer.

SCHEDULE OF PROCEDURES
3. A schedule of the procedures issued by the Section 151 Officer is set out in the
following tables grouped under the chapter headings used in the Financial
Regulations, i.e.







Financial Management
Financial Planning and Budgeting
Risk Management and Control of Resources
Financial Systems and Procedures
Commissioning, Procurement, Contracts and Routine Purchasing of Goods
and Services
External Arrangements

4. They are available on the intranet and their contents will be kept under review to
ensure they remain current and relevant. Advice on their application in practice can
be obtained by contacting the named procedure owner.

FINANCIAL MANAGEMENT
Subject

Title

Link/Location

Statement of Accounts

Year-end Budget holders pack

Annual guidance issued

Statement of Accounts

Related party relationships &
transactions: Annual Return by
Elected Members & Senior Officers

Annual guidance issued

Annual Governance Statement

Managers Assurance Statement

Annual guidance issued

Retention of Records &
Documents

Corporate Document Retention
Schedule

Retention schedule

Virement

Scheme of Virement

Scheme of Virement 2017

Allerdale Borough Council
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FINANCIAL PLANNING AND BUDGETING
Subject

Title

Budget Preparation Revenue
Budget Preparation - Capital

Link/Location

Revenue budget preparation

Annual guidance issued

Capital programme (capital budget)
preparation.

Annual guidance issued

RISK MANAGEMENT AND CONTROL OF RESOURCES
Subject

Title

Preventing Fraud and
Corruption
Preventing Fraud and
Corruption
Preventing Fraud and
Corruption
Preventing Fraud and
Corruption
Risk Management

Link/Location

Anti-Bribery Policy

Anti-Bribery Policy

Counter Corruption Framework

Counter Corruption Framework
July 2015
Anti-money laundering policy
2013

Anti-Money Laundering Policy
Whistleblowing Policy
Integrated Assurance Strategy

Whistleblowing Policy
July2015
Integrated Assurance
Strategy_Dec15

FINANCIAL SYSTEMS AND PROCEDURES
Subject

Title

Link/Location

Treasury Management

Treasury Management Policy

Financial Services

Treasury Management

Treasury Management Practices
(TMPs)
Treasury Management Strategy
statement, Annual Investment
Strategy and Minimum Revenue
Provision Policy Statement
Disposals and Acquisitions Policy
for Land and Property

Financial Services

Treasury Management

Asset Management

Income & debt management

‘How do I…’ Guides – Debtors

Expenditure – Non-Pay Items

Government Procurement Card
Procedures Manual
‘How do I…’ Guides – Creditors

Expenditure – Non-Pay Items

Allerdale Borough Council

Strategy prepared and
approved annually

Disposals and Acquisitions
Policy for Land and Property
2016
Delegated decisions flowchart
Financial Services
Procurement Card Guidance
Financial Services
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COMMSSIONING, PROCUREMENT CONTRACTS & ROUTINE PURCHASING
Subject
Procurement guidance and
standard templates

Title
Procurement Code

Link/Location
Procurement - Home

EXTERNAL ARRANGMENTS
Subject

Allerdale Borough Council

Title

Link/Location
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