Kingston Parish Council
Minutes of Meeting held at 8.00pm on 10 September 2009
Present: 

Simon Draper, Chairman

Helen Underwood

Julie Conder
Mike Warren

Peter Stokes, Clerk

1. Apologies
Tim Fitzjohn, Fiona Whelan, Robin Martlew
2. Minutes of last meeting

Accepted.
3. Matters Arising

3.1. 4.2 – 4.4 Kingston Play Area: The Clerk gave an update on the project. Consultation events have been arranged for Friday 11 Sep at 4.00 pm (children) and 6.00 pm (adults) to review the four design proposals. This will be followed by a meeting of the working group at 2.30 pm on Sunday 13 Sep to analyse the feedback from the two consultation events, choose a preferred supplier, and agree any changes to the design. Parish councillors are welcome to attend the adult meeting on 11 Sep and the meeting on 13 Sep.
3.2. 6.3 Crane’s Lane allotments: SCDC have replied to say they are willing to pay their own legal costs but not KPC’s costs. Agreed to approach Irena Spence and Co, solicitors in Comberton, to obtain another estimate of the legal costs. Action: Clerk.
3.3. 6.5 Withdrawal of 9.05 am bus: the Clerk advised that this has been re-instated – a service which previously terminated at Comberton now continues to Kingston, and then returns to Cambridge leaving Kingston at 9.08 am. The revised timetable is available on the CCC website.
3.4. 6.6 2008/09 accounts and annual return: the 2009/10 audit is closed, with no queries raised by the auditor. A notice has been posted announcing this as required by law.
3.5. 6.7 Draft Financial Regulations, standing orders, format of accounts and annual governance statement: 
3.5.1. The draft Financial Regulations together with the Internal Audit guidelines were accepted with the following change: a regulation was added to the effect that on-line financial transactions are normally carried out by the Clerk in his capacity as Responsible Financial Officer, and to avoid confusion or duplication members should not normally initiate transactions without his knowledge and agreement. It was also agreed that no additional regulation was required stipulating regular checks of the accounts by members. See Appendix A. Action: Clerk.
3.5.2. All members now have access to the on-line banking system. Passwords and other security information were issued to each member present by the Clerk.
3.5.3. The draft Standing Orders were accepted for the present. It was agreed that a section should be added listing recurring annual events and actions for the guidance of present and future council members. Other important documents such as that defining the role of KPC in the administration of the Village Hall should also be included. Clerk to email all members to ask for suggestions for inclusion in these and any other sections. Email also to be copied to Robin Martlew who may have useful advice to offer. See Appendix B for the current approved version of the Standing Orders. Action: Clerk.
3.5.4. The Chairman said KPC should consider writing a Health and Safety Management Policy. Agreed that the Clerk would find out what KPC’s responsibilities were in this regard and whether any model policies were available. Action: Clerk.

3.5.5. Question 5 of the 9 questions in the annual governance statement which KPC must agree to each year as part of the Annual Return relates to the assessment of financial and other risks. It was agreed that the Clerk would review what current risk assessments are in place so that the need for any further risk assessments may be considered. Action: Clerk.
3.5.6. The remaining 8 questions were considered, and it was agreed that no changes to procedures or regulations were required to comply.

3.5.7. The Clerk confirmed that KPC accounts were now maintained on the new format spreadsheet agreed between Julie Conder and him. Cash books were now kept for the two accounts separately, and provision was made for quarterly bank reconciliations.
3.5.8. Members were reminded that James Clear, who has been our internal auditor for a number of years, wishes to resign from this position. It was agreed that the Clerk would find out the cost of a professional Internal Auditor. Action: Clerk.
3.6. Hedge between Mr and Mrs Venn’s property and the recreation ground: it was agreed that the Venn’s should be approached with a view to removing the barbed wire, otherwise no further action needed. Action: Clerk.
4. Correspondence
4.1. Letter from CCC advising that the proposed order prohibiting vehicles from using Porter’s Way in the winter months has been confirmed. The order comes into effect on 1 October 2009 and prohibits all vehicles during the winter months, or any other time the barriers are locked closed, for two years. After two years the prohibition applies only to vehicles with more than two wheels.
4.2. Letter from CCC asking for volunteers to help staff anti-viral distribution centres which may become necessary in the event of further spreading of swine flu. The clerk has already publicised this appeal through the village email distribution list and the parish magazine. A small number of people has volunteered.
4.3. Letter from SCDC asking for details of 2 authorised signatories for KPC in connection with indemnity agreements for the transfer of open space contributions. The Clerk has responded.
5. County Councillor’s Report

5.1. Community Transport: I attended a meeting at SCDC on Friday to look at the issue of Community Transport throughout the South Cambs villages – the provision is very patchy depending on where you live. We will continue to look at Dial-a –ride (currently unable to drop off or pick up at Addenbrookes), community car schemes and other voluntary transport schemes. I will write an article for the next Parish Magazine as I’m keen to hear how effective people find it in Comberton.

5.2. CVC expansion: I attended the CVC meeting re the 6th form building plans on July 20th. Currently the County is 3 – 4 years away from funding for a second site at Cambourne – this site would hopefully take the 400 Cambourne students currently at CVC, ensuring that the overall size of the school did not extend beyond 1500. I’m currently working with colleagues to see what we can do to push this 2nd site forward in a shorter time frame given the ever expanding school population in Cambourne, and the proposed 6th form opening in 09/11. I hope to have more details for the next PC meeting.

6. District Councillor’s report
No report
7. Clerk’s report

Bi-monthly report attached – see Appendix C.
8. Planning

8.1. S/0576/09/F application for an extension and conversion of a garage at Kroken has been granted by SCDC.
8.2. S/0932/09/F and S0933/09/LB application relating to the roof of an outbuilding at South Sea House has been granted by SCDC following an amendment of the application.

8.3. C/11/40/056 application to remove a walnut tree at Green Ley has been submitted. Agreed that KPC would respond ‘no comment’,

9. Any Other business
9.1. Helen Underwood advised that although she had arranged for an announcement to appear on the old website explaining the problems in keeping it updated and plans for the new website, for unexplained reasons this did not appear on the website as viewed by other users. This has now been corrected. Meanwhile work on the new website is well advanced and members have been sent a link with which to view progress to date.

9.2. Helen Underwood reminded members that the heading ‘Any Other Business’ on meeting agendas and minutes is not recommended because unless sufficient detail has been published in the agenda, no decision can be taken on items under this heading (although the exchange of information only is permitted). It is recommended that the heading ‘Items for Next Meeting’ is used instead.
Meeting ended at 10.15
Next meeting: 12 November 2009 
Signed…………………………………………….
Date……………………………………………….

Appendix A to minutes of Parish Council Meeting on 10 Sep 2009
Kingston Parish Council

Financial Regulations
September 2009
1. Banking

1.1. All banking and savings/investment accounts are to be held in the name of Kingston Parish Council.

1.2. Accounts may only be opened or closed with the approval of the Council.

1.3. There are to be a minimum of three authorised signatories for all accounts, two signatures being required to authorise withdrawals. Withdrawal by cheque is preferred.

1.4. The Parish Clerk is the administrator for the Parish Council bank accounts and will maintain them such that any two signatories out of a list comprising the Clerk and the five Councillors are required to authorise cheque payments.

1.5. The Parish Clerk is the administrator for the online banking system for the Council, and will maintain it such that:

1.5.1.  All Parish Councillors are users with full access. 
1.5.2. Online payments and transfers require authorisation by any two users.

1.6. Any transactions on the online banking system will normally be carried out by the Clerk in his capacity as Responsible Financial Officer and other persons with authorised access to the system will not normally initiate transactions without the knowledge and agreement of the Clerk.
2. Expenditure

2.1. All payments made by the Council, and all contracts entered into which give rise to a financial obligation on the part of the Council, require Council authorisation, which must be minuted.

2.2. Council members and employees must obtain authorisation for incurring any expenditure on Council business.  This authorisation must be in advance for any item exceeding £25.00. Reasonable expenditure will be reimbursed subject to approval and the submission of valid receipts.

2.3. Reimbursement of expenditure incurred by the Parish Clerk is to be in accordance with the guidelines in appendix 1.

3. The Parish Clerk’s salary is to be reviewed and approved annually by the Council.

4. Financial books and records are to be maintained by the Parish Clerk, and subject to an annual internal audit in accordance with the Kingston Parish Council document “Guidance on the Function and Requirements for Internal Audit” (Appendix 2).
5. The Parish Clerk is the Responsible Financial Officer under Section 151 of the Local Government Act 1972 and is responsible for preparing the Annual Return, and making suitable arrangements for the timely completion of the internal and external audits.

This version dated:  7 September 2009

Approved by Kingston Parish Council at its meeting on 10 September 2009
Kingston Parish Council Financial Regulations – Appendix 1
Clerk’s expenses

Where possible all payments should be made directly from the Parish Council’s bank account by transfer or cheque. Where purchases are made or out of pocket expenses incurred by the Clerk, expense claims may be submitted for:

1. purchasing stationery necessary for Parish Council business

2. postage costs for Parish Council mail. 5p will be added to the postage cost of each item to cover stationery and printer ink.

3. other purchases approved by the Parish Council where it is not practical to pay by Parish Council cheque.
Kingston Parish Council Financial Regulations - Appendix 2
Guidance on the Function and Requirements for Internal Audit 

Objectives of the Audit

The purpose of the audit is to provide assurance to the Parish Council that financial matters are in order as detailed in the current Annual Internal Audit Report (example for the year ended 31 March 2008 attached). The main objectives are to review whether the systems of financial and other control are effective, and whether the books and records are being properly maintained by the Parish Clerk.

The council has to complete an Annual Governance Statement in respect of its statement of accounts (copy for the year ended 31 March 2008 attached).  It is expected that the internal audit will be carried out with this Statement in mind, and that any matters arising which could impact on the Council’s responses will be brought promptly to the Council’s attention. It is stressed that this Statement is the responsibility of the Council, not the auditor.  The audit is a tool for the Council to use in discharging its financial responsibilities, but does not obviate the need for the Council to make its own enquiries and exercise judgement as necessary.

Appointment of the Internal Auditor

The Council is responsible for the appointment of the auditor, though this may be effected by the Parish Clerk under instructions from the Council. The auditor reports to the Council, not the Parish Clerk. The person appointed need not be professionally qualified, but does need to have an understanding of basic accounting processes and to be independent of the Council. 
Timing of the Audit

The audit should be completed annually, as soon as the Clerk has completed the annual accounts, and before the Annual Return is submitted to the external auditor. The internal auditor therefore needs to make his/her report to the Parish Council in time for this to be considered at the meeting at which the accounts are to be considered and approved.

Audit Report

A formal internal audit report is included with the Annual Return made by the Parish Council. In addition, the internal auditor should notify the Council of any additional matters which he/she feels warrant the Council’s attention. 

Carrying out the Internal Audit

The details of timing, location and logistics will be organised by the Parish Clerk in conjunction with the auditor.  All books and records relating to Council matters will be made available by the Clerk to the auditor, and this will include Minutes of meetings and correspondence, as well as financial records. The Clerk and all members of the Council will also need to make themselves available to offer any further information and explanations as required by the auditor.

Audit Specifics

Annual Accounts

· These will have been prepared by the Parish Clerk in advance of the audit.  The auditor’s role is to check, not to prepare, the accounts. These checks should include a review of the accounts for reasonableness as a whole, and in comparison to previous years.  The explanation for any significant variances or unexpected items should be sought.

Objective A: appropriate books of account
· The ‘Cash Book’ is the ‘book of prime entry’: all receipts and payments made by the Council should be recorded here. The ‘Cash Book’ is held in the form of a spreadsheet, hard copies printed out as required. The various accounts held by the Council should be recorded separately, and any transfers between them need to be clear (currently the Council holds a bank current and deposit account, but no petty cash). 

· The entries should show the date and amount of each item, and have a description to explain the nature of the item.

Objective B: payments
· A sample of payments should be checked by the auditor, to verify that the items have been properly recorded, appropriate evidence is held to confirm the nature and amount of the expenditure (for example suppliers’ invoices), and to verify that the expenditure has been properly authorised and is in accordance with the council’s financial regulations (recorded in Council Minutes for example).

Objective C: risk assessment

· Ensure the Council is aware of and manages risk (review the Council Minutes).

Objective D: budgetary process
· The budget is set annually in January/February. Review the Council Minutes and schedules of actual and budget expenditure to ensure the adequacy of this process and approval of the precept.
Objective E: income

· A sample of receipts should be checked by the auditor, to verify that the items have been properly recorded and appropriate evidence is held to confirm the nature and amount of the income (for example the precept notification from the District Council).

Objective F: petty cash

· Currently not applicable
Objectives B, E & F: VAT

· VAT is reclaimed by the Council on an annual basis.  This should be reviewed to ensure that reclaimable amounts are being properly recorded, and that the reclaim is being carried out accurately and on a timely basis.

Objective G: employees

· Currently the Council has only one employee, the Parish Clerk. There is no ‘payroll’: payment is made gross, and the Clerk is responsible for his own PAYE & NI.  The auditor should verify that any changes to the salary paid have been approved and minuted by the Council. The auditor also needs to be alert to any changes to the system of gross payment, and to the existence of ‘contractors’ who should in fact be treated as employees, in which case more extensive auditing would be necessary.

Objective H: fixed assets

· The auditor should review the Register maintained by the Clerk for completeness and accuracy, paying particular attention to any changes.  The policy for recording the valuation of assets should be noted.  Currently, land is recorded at a nominal value of £1 and equipment at its replacement value. The Council is a ‘custodian trustee’ for the village hall, not the owner.

· The Council does not at present hold any investments. 
Objective I: bank reconciliations

· The auditor should check that a complete set of original statements is held, and that these have been regularly reconciled to the Cash Book.  The bank statements and reconciliations for the year end should be examined in detail, and any reconciling items checked.

· It will be useful also to review post year-end bank statements for any late items that in fact relate to the current year.

Objective J: preparation of the Annual Accounts
· The auditor needs to assure him/herself that all items have been correctly and completely included in the Annual Accounts: there should be a clear trail to show how the categorisation and totalling of items from the Cash Book to the Annual Accounts has been carried out. The Annual Accounts are currently prepared on a Receipts and Payments basis.

Objective K: trust funds
· Currently not applicable

This document is intended as a summary of the internal audit process, tailored to the needs of Kingston Parish Council. A comprehensive and much more detailed document entitled “Governance and Accountability for Local Councils – A Practitioners’ Guide” is also available. 
Appendix B to minutes of Parish Council Meeting on 10 Sep 2009

Kingston Parish Council

Standing Orders

September 2009
1. Planning Applications

1.1. The Parish Clerk will review promptly any planning applications copied to Kingston Parish Council as statutory consultees, and contact any neighbours to the property concerned to ensure they are aware of the proposals, offering assistance as appropriate in regard to the procedure to follow if they have any concerns or objections. 

1.2. If there is sufficient time for the Parish Council’s response to be determined and communicated to the planning authority at the following Parish Council meeting, the Clerk will include the item in the agenda for that meeting.

1.3. If there is insufficient time to respond after the following meeting, the Clerk will consult with the Chairman. 

1.3.1. If in the view of the Chairman the application is not potentially controversial he will authorise the Clerk to respond appropriately on behalf of the Parish Council. The Clerk will include the item for retrospective approval of the response at the following meeting. 

1.3.2. If in the view of the Chairman the application is potentially controversial, he will instruct the Clerk to call an Extraordinary Meeting to discuss the application.

This version dated:  7 September 2009

Approved by Kingston Parish Council at its meeting on 10 September 2009
Appendix C to minutes of Parish Council Meeting on 10 Sep 2009

	Financial report: 10 September 2009
	
	
	

	N.B. All figures exclude VAT
	
	
	
	

	Item
	Budget 
2009-10
£
	Expenditure YTD
£
	Budget minus expenditure YTD
£
	Comments

	Grass and Hedge cutting
	1710.00
	1035.60
	674.40
	Excl invoice received £345.20

	Insurance
	752.00
	515.33
	236.67
	No further expenditure expected this year

	Clerk's salary
	957.00
	0.00
	957.00
	 

	Churchyard (section 137)
	571.00
	0.00
	571.00
	 

	Audit fee
	140.00
	0.00
	140.00
	Excl invoice received £138.00

	Village asset maintenance
	250.00
	0.00
	250.00
	 

	Subscriptions
	170.00
	77.08
	92.92
	CALC membership + LCR

	Miscellaneous and expenses
	75.00
	43.51
	31.49
	Bank charges, Land Registry.

	Parish Magazine
	261.00
	0.00
	261.00
	 

	Footway lighting power and maintenance
	240.00
	0.00
	240.00
	 

	Village Hall rental
	100.00
	40.00
	60.00
	2008/09

	Other Projects
	0.00
	0.00
	0.00
	 

	Income other than precept
	-130.00
	-4.39
	-125.61
	Interest on deposit a/c

	To/from reserves
	1288.00
	 
	1288.00
	 

	Total
	6384.00
	1707.13
	4676.87
	 

	
	
	
	
	

	Bank balances
	Current account:
	£595.73
	 

	 
	Deposit account:
	£9,087.99
	excludes £30 refund from Land Registry


Initials:…………………….
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