SECTION 16

16. EINANCIAL PROCEDURE RULES
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FINANCIAL PROCEDURE RULES

16.1 General

16.2

16.1.1

16.1.2

16.1.3

16.1.4

The Council collects and spends large sums of public money. Sound
financial control is, therefore, essential in order to maintain accountability at
all levels of management.

An effective system of financial control must be supported by a written code
which sets out a clear framework of financial administration. Financial
Procedure Rules (FPRs) provide such control and govern the way in which
the Council manages its finances and safeguards its assets.

These Rules are intended to be read in conjunction with the Council’s
Contracts Procedure Rules (CPRs) and will be supported, where
necessary, by Financial Procedure Notes which give instructions on specific
areas of financial control. These Rules apply to schools, who must also
have regard to the Financial Scheme for Schools, which is based on the
legislative requirements of the Schools Standards and Framework Act
1998.

Compliance with CPRs, FPRs and any associated policies, strategies or
procedure notes is mandatory for all Members and employees of the
Council. Where a Chief Officer has been issued with delegated powers the
application of those powers will still be subject to such compliance.

Roles and Responsibilities

16.2.1

16.2.2

16.2.3

Councill

The Roles and Responsibilities of the Council are as defined in Section
13 of the Council’s Constitution.

Cabinet

The Roles and Responsibilities of Cabinet are as defined in Section 13 of
the Council’'s Constitution.

Managing Director

16.2.3.1 The Managing Director is the Head of Paid Service appointed
under Section 4 of the Local Government and Housing Act 1989.

16.2.3.2 The Managing Director has delegated powers to act, after
consulting with the appropriate Cabinet Member and, in the case
only of matters involving the Council in additional financial
commitments, the Leader, the Section 151 Officer and appropriate
Chief Officer(s) in respect of any matter which, in his/her opinion:

(@) requires immediate action; and,



16.2.4

(b)

16.2.3.3

16.2.3.4

does not justify holding a special meeting of the body which would
usually consider the matter, or, it is of such urgency as not to
allow time for such a meeting; the use of such delegated powers
to be subsequently reported back to the next Cabinet/Council as
appropriate.

The Managing Director is the lead director on corporate areas of
activity, policy and organisational development.

The Managing Director has overall responsibility for managing and
deploying the budget and wider resources in order to meet the
Council’s current and longer range strategic objectives.

Section 151 Officer

16.2.4.1

(@)

(b)

()

(d)

(e)

16.2.4.2

(@)

The Section 151 Officer has specific responsibilities for the overall
finances of the Council, under the general direction of the Cabinet,
including:

establishing a clear framework for the financial management of
the Council’s affairs and for ensuring that arrangements for their
proper administration are made under Section 151 of the Local
Government Act 1972,

acting as the Proper Officer to whom all other Officers must
account to for all money and property committed to their charge
under Section 115 of the Local Government Act 1972;

determining the accounting records including the form of accounts
and supporting accounting records to be adopted by the Authority
under the Accounts and Audit (Wales) Regulations 2014 (as
amended from time to time);

reporting to the Council any potential overspend of the overall
budget, recommending corrective action where necessary and
ensuring generally, under Section 114 of the Local Government
Finance Act 1988, that the Council takes no unlawful financial
actions;

having delegated authority under the Accounts and Audit (Wales)
Regulations 2014 (as amended from time to time) to maintain an
adequate and effective system of internal audit.

The Section 151 Officer will agree departmental financial
management arrangements with Chief Officers which ensure that
the role defined above is properly carried out and is in accordance
with the best accounting practices. To this end:

no changes to agreed procedures should be implemented without
the prior approval of the Section 151 Officer;



16.2.5

16.2.6

(b)

()

16.2.4.3

the Section 151 Officer must be given access to any information
necessary in order to comply with his/her statutory duties and the
requirements and instructions of the Cabinet and Council;

no departures from any of the requirements of these FPRs may be
made without the express written permission of the Section 151
Officer.

All references to the Section 151 Officer in these Rules shall allow
for delegation to the Deputy Section 151 Officer in accordance
with the Council’s official policy on delegation.

Head of Legal and Democratic Services

The Head of Legal and Democratic Services is the Monitoring Officer
appointed under Section 5 of the Local Government and Housing Act 1989.

Chief Officers

16.2.6.1

16.2.6.2

16.2.6.3

16.2.6.4

(@)

(b)

()

(d)

16.2.6.5

Chief Officers are fully accountable for the financial management
of those services which form their areas of responsibility.

Chief Officers are responsible for ensuring that the arrangements,
guidelines and procedures for the proper administration of their
services’ financial affairs are agreed with the Section 151 Officer
and operated in accordance with the Council’'s framework of
approved rules and regulations.

Chief Officers shall make proper arrangements within their
Services for securing economy, efficiency and effectiveness in the
use of resources, taking into account the policies and objectives of
the Council.

Before any commitment is made and before reporting the matter
to Cabinet, a Chief Officer must consult the Section 151 Officer in
respect of:

the incurring of expenditure in excess of the approved budget;

the incurring of expenditure which the Council has no statutory
power to incur;

any failure to comply with the financially related provisions of any
United Kingdom (UK) or European legislation;

any failure to comply with the financially related provisions of any
Code of Practice adopted by the Council.

Chief Officers are responsible for the management and
administration of Grant Funding within the areas of their



16.3

16.4

Budget

16.3.1

16.3.2

16.3.3

(@)

(b)

(©)

16.3.4

16.3.5

responsibility. This should be undertaken in accordance with the
relevant Financial Procedure Note.

Every Chief Officer will prepare, for their areas of responsibility, revenue
and capital budgets, the detailed form of which, including procedures and
the timetable to be followed, shall be determined by the Section 151 Officer,
consistent with the general direction of the Cabinet.

Each capital scheme shall include such details as shall be determined by
the Section 151 Officer.

The Section 151 Officer will report to the Cabinet and Council on:

the aggregate of the revenue estimates and their financing and compliance
with Government rules and regulations;

the aggregate of the capital estimates and their financing and compliance
with Government rules and regulations;

the options available to the Council in the light of the resources available
and the Council’s corporate objectives and policies.

The Cabinet shall consider the aggregate effect of the report on the
Council’s financial resources and shall submit a recommendation to the
Council on the final Capital Programme and revenue budget and the
Council Tax to be levied for the ensuing financial year.

Any Cabinet report which involves capital or revenue expenditure shall
include a reference to the finance provision in the budget.

Authority to Incur and Control Capital Expenditure

16.4.1

16.4.2

(@)
(b)

(©)

Any proposal to incur expenditure on a new capital scheme, not included in
the approved Capital Programme, shall initially be the subject of a report by
the appropriate Chief Officer, in consultation with the Section 151 Officer, to
the Cabinet.

The inclusion of any scheme in the first year of the approved Capital
Programme shall confer the necessary authority to incur expenditure,
provided that:

all necessary statutory or other approvals have first been obtained; and

Procedure Rules with respect to contracts, including these Rules and any
relevant policies, strategies and Financial Procedure Notes have been
complied with; and

the total amount of the tender or quotation does not exceed the total
approved sum for the contract for that scheme in the Capital Programme.



16.5

(d)

16.4.3

16.4.4

16.4.5

16.4.6

16.4.7

(@)
(b)
()
16.4.8

no reservation has been placed on the expenditure by the Cabinet or
Council.

Subject to the above, inclusion of a scheme in the approved Capital
Programme shall also confer authority on the Cabinet to incur expenditure
on the acquisition of any necessary land to enable the scheme to be
progressed, providing that provision for the cost of acquisition is also
included in the Capital Programme.

Chief Officers shall monitor the capital budget with a view to avoiding
delays in the progress of schemes under their control and to avoid
overspending against the approved capital estimate. Overall monitoring of
the Capital Programme will be carried out by the Section 151 Officer who
will report to the relevant Scrutiny Committee, the Cabinet and Council as
applicable.

Chief Officers must not incur greater expenditure on a scheme than the
amount included in the Capital Programme. |If it appears that any such
overspending may be incurred, a report must be submitted to the Cabinet
detailing how the shortfall will be funded.

Resources shall not be transferred between schemes unless Cabinet has
given prior approval.

Chief Officers may incur expenditure on a capital scheme previously
notified in writing to be carried out on behalf of a third party, provided that:

the terms and conditions of the third party have been complied with;
the cost of the scheme will be fully reimbursed by the third party;
prior written approval has been obtained from the Section 151 Officer.

At the end of the financial year, Chief Officers, in consultation with the
Section 151 Officer, shall report to the Cabinet on the actual capital
expenditure incurred compared to the budget. The Section 151 Officer will
also report to the relevant Scrutiny Committee, Cabinet and the Council on
the aggregate position for the Council.

Authority to Incur and Control Revenue Expenditure

16.5.1

16.5.2

16.5.3

Any proposal to incur expenditure which will result in a new or change of
existing policy will be the subject of a report by the appropriate Chief Officer
to Cabinet.

A Chief Officer may incur revenue expenditure for a purpose included in
the revenue budget unless the Cabinet or Council has placed a reservation
on such expenditure. In the case of grants to outside organisations or
individuals, specific approval of the Cabinet must also be obtained to
sanction the payment (except where the Scheme of Officer Delegations
provides otherwise).

Unless otherwise determined by the Council:



(@)

(b)

16.5.4

16.5.5

(@)

(b)

(©)

16.5.6

16.5.7

16.5.8

16.5.9

(@)
(b)
(€)

all services’ budgets will be cash limited and not augmented during the
year to meet pay and price increases;

overspending at the financial year end will be carried forward to be offset
against the following year’s budget for that head of expenditure.

Chief Officers are responsible for monitoring their budgets to ensure that
the cash limited expenditure for each budget head under their control does
not exceed the budget estimate. For the purpose of these Rules, the term
“‘budget head” refers to the objective analysis detailed in the approved
estimates reported to Council.

The Managing Director, Directors and Heads of Service may, in
consultation with the Section 151 Officer, transfer budgetary provision from
one budget head to another (virement) provided that:

the budget heads are the responsibility of the same Officer and do not
exceed £100,000 per year in aggregate;

the transfer will not result in the adoption of a new policy or change to an
existing policy;

the transfer will not result in additional revenue commitments in future
years.

Any transfer of budgetary provision which does not meet the criteria set
out in Rule 16.5.5 shall be subject to approval by the Cabinet.

Chief Officers will be expected to contain expenditure within their approved
budgets by the exercise of budgetary control and virement. If unforeseen
changes in expenditure arise during the year which cannot be contained
within a Chief Officer's overall budget, the matter should be reported
immediately to the Section 151 Officer who shall determine the appropriate
action to be taken.

A Chief Officer, without abrogating responsibility, may delegate to a budget
holder the control of all or part of his/her budget, together with the relevant
authority to incur and control expenditure, including powers of virement. In
each case, the Chief Officer will maintain a record of such delegation and
the limits imposed.

Chief Officers may incur expenditure on a revenue scheme previously
notified in writing to be carried out on behalf of a third party, provided that:

the terms and conditions of the third party have been complied with;
the cost of the scheme will be fully reimbursed by the third party;

prior approval has been obtained from the Section 151 Officer.

16.5.10 At the end of the financial year, each Chief Officer, in consultation with the

Section 151 Officer, shall report to the Cabinet on the outturn of



16.6

expenditure and income and the performance against the approved budget
for each budget head. The Section 151 Officer will also report to the
relevant Scrutiny Committee, Cabinet and the Council on the aggregate
outturn position for the Authority.

16.5.11 The Section 151 Officer shall have authority to:

(@)

(b)

(©)

incur expenditure that can be funded from monies set aside in a
contingency sum, other provision or earmarked reserve, as appropriate;

approve supplementary estimates, provided such expenditure may be met
within the overall revenue budget and the total of such approvals do not
exceed £100,000 in any one financial year;

set aside monies and utilise monies previously set aside as a contingency
sum, provision or earmarked reserve as appropriate.

Accounting

16.6.1

16.6.2

16.6.3

(@)

(b)

(©)

(d)

(€)

The Section 151 Officer shall be responsible for determining all accounting
systems, form of accounts, supporting accounting records and accounting
control systems of the Council and its Officers in accordance with the
Accounts and Audit (Wales) Regulations 2014 (as amended from time to
time).

The Section 151 Officer shall make appropriate decisions in accordance
with his/her professional judgement, best and proper practices in line with
the Accounts and Audit (Wales) Regulations 2014 (as amended from time
to time).

The accounting control systems to be determined by the Section 151
Officer shall include:

measures to ensure that all financial transactions of the Council are
recorded as soon as is reasonably practicable and as accurately as
possible; and

measures to enable the prevention and detection of inaccuracies and fraud
and the ability to reconstitute any lost records; and

identification of the duties of Officers dealing with financial transactions
and the division of responsibilities of those Officers in relation to significant
transactions; and

procedures for uncollectable amounts, including bad debts, not to be
written off, except with the approval of the Section 151 Officer, or as
provided for under Delegated Powers or Cabinet, as appropriate; and

measures to ensure that all accounting records and control systems
accommodate any legal requirements of the Council.



16.7 Audit

16.7.1

16.7.2

(@)

(b)

16.7.3

16.7.4

(@)
(b)

16.7.5

(@)

Section 151 of The Local Government Act 1972 requires that authorities
“‘make arrangements for the proper administration of their financial affairs
and shall ensure that one of their officers has responsibility for the
administration of those affairs”. In the Vale of Glamorgan Council, that
Officer is the Head of Finance.

The Accounts and Audit (Wales) Regulations 2014 (as amended from time
to time) states that “A relevant body (i.e. Council) must maintain an
adequate and effective system of internal audit of its accounting records
and accounting control systems in accordance with the proper internal
audit practices, and any officer or member of that body shall, if the body
requires;

Make available such documents of the body which relate to its accounting
or other records as appear to that body to be necessary for the purpose of
audit; and

Shall supply the body with such information and explanation as the body
considers necessary for that purpose”.

The Accounts and Audit (Wales) Regulations 2014 (as amended from time
to time) state that Internal Audit must work in accordance with the “proper
audit practices”. These “proper audit practices” are in effect “the
Standards” for Local Authority internal audit. The guidance accompanying
the Accounts and Audit Regulations makes it clear that for principal Local
Authorities proper practices are those contained within “The Public Sector
Internal Audit Standards (PSIAS).

The internal audit function shall comply with the PSIAS; and will review,
appraise and report upon:

The soundness, adequacy and application of internal controls; and

The extent to which the Council’s assets and interests are accounted for
and safeguarded from losses of all kinds arising from:

0] Fraud and other offences;

(i) Waste, extravagance, inefficient administration, poor value for
money or other cause; and

(iii) The suitability and reliability of financial and other management
information and data developed within the Council.

The Section 151 Officer, or his/her authorised representative shall have
authority to:

enter at all reasonable times on any Council premises or land; and



16.8

(b)

(©)

(d)

16.7.6

Assets

have access to and removal, if necessary, into his/her custody of all
records, documents and correspondence, including data held on electronic
media, relating to any financial or other transactions of the Council; and

require and receive such explanations as are necessary concerning any
matter under examination; and

require any officer or Member of the Council to produce cash, stores or
any other Council property under his/her control.

Whenever any matter arises which involves, or is thought to involve,
irregularities concerning cash, stores or other property of the Council, or
any suspected irregularity in the exercise of the functions of the Council,
the Chief Officer, or any other Officer, concerned shall forthwith notify the
Section 151 Officer.

And Land Dealings

16.8.1

16.8.2

16.8.3

16.8.4

16.8.5

16.8.6

16.8.7

16.8.8

The Head of Finance shall maintain a register of all land and buildings
owned by the Council and the Head of Legal and Democratic Services
shall notify him/her on the required form, of all land and buildings acquired,
sold or disposed of.

For the purpose of these Rules the term “land” shall mean any interest in
land (including buildings), or any right in, on, over or under land.

All dealings with land (including acquisitions, disposals, grant and
acquisition of leases) will be conducted by the Head of Finance in
conjunction with the Head of Legal and Democratic Services and relevant
Chief Officer(s), and in accordance with the instructions of Cabinet or
Council or in exercise of Delegated Powers.

The written instruction of the Head of Finance will be necessary to instruct
the Head of Legal and Democratic Services to proceed with an acquisition
or disposal of land, including for the avoidance of doubt the utilisation of
Compulsory Purchase Powers.

All transactions dealing with the purchase, sale or disposal or improvement
of land must be undertaken in accordance with CPRs and the Financial
Procedure Note - Dealings with Land: Procedure Rules.

The Head of Finance has delegated powers in relation to the provision of
valuation services and other matters relating to land.

Notification of all other assets bought, sold or disposed of and valued at
over £20,000 shall be made to the Head of Finance.

The Head of Legal and Democratic Services shall have custody of all
deeds, documents, contracts and agreements relating to assets owned by
the Council.



16.9 Banking Arrangements

16.10

16.9.1

16.9.2

16.9.3

16.9.4

16.9.5

16.9.6

16.9.7

16.9.8

16.9.9

All arrangements with the Council’s bankers and the operation of bank
accounts shall be made by or under arrangements approved by the
Section 151 Officer.

All cheques (excluding cheques drawn on authorised imprest accounts)
and all Bank / Post Office Stationery relating to income, shall be ordered
only on the authority of the Section 151 Officer, who shall make proper
arrangements for their safe custody.

All Council bank accounts shall bear an official title and, under no
circumstances, shall an account be opened in the name of an individual.

Cheques on the Council’s main bank accounts shall bear the facsimile
signature of the Section 151 Officer or be signed by them or such other
officer sanctioned by him/her.

The Section 151 Officer shall be responsible for the operation and control
of the scheme for Purchasing Cards.

A copy of all Direct Debit Mandates/Standing Orders must be furnished to
the Section 151 Officer, together with the relevant debit reference. All
Direct Debits and Standing Orders payable by the Council shall be
authorised by the Section 151 Officer or such other officer sanctioned by
him/her.

No Direct Debits or Standing Orders are to be set-up on imprest Bank
Accounts without prior agreement from the Section 151 Officer.

The Section 151 Officer shall review, at regular intervals, the banking
arrangements made with the Council’s bankers, particularly in relation to
overdraft facilities.

The policies and administration of all other accounts, must be undertaken
in accordance with procedures agreed by the relevant Chief Officer and
the Section 151 Officer.

Income

16.10.1 The collection of all income due to the Council and the form of records

maintained shall be under the supervision of the Section 151 Officer.

16.10.2 Each Chief Officer shall furnish the Section 151 Officer with such

particulars in connection with work done, goods supplied or services
rendered and of all other amounts due as may be required by him/her to
record correctly all sums due to the Council and to ensure the prompt
rendering of accounts for the recovery of income due.

16.10.3 The Section 151 Officer shall be notified promptly in writing of all income

due to the Council including contracts, leases, tenancy agreements,
grants, sales of property and all other instances which involve the receipt



16.11

of monies by the Authority and shall have the right to inspect any records
or other documentation in this respect.

16.10.4 All official receipt books, tickets, invoices, account books and other related
items shall be in a form prescribed by the Section 151 Officer who shall
satisfy himself/herself as to the arrangements for their control.

16.10.5 All income received by the Council must be recorded using such official
documentation.

16.10.6 All monies received by an Officer on behalf of the Council shall be paid
without delay to the Council’'s bank or transmitted directly to any other
body or person entitled thereto. No deduction shall be made from such
income save to the extent that the Section 151 Officer may authorise.

16.10.7 Each Officer who banks monies on behalf of the Council shall enter on the
paying in slip or any other relevant documentation a reference to the
related debt as may be required by the Section 151 Officer.

16.10.8 Personal cheques shall not be cashed out of income held on behalf of the
Council, nor payments made out of income received.

16.10.9 Every transfer of official income from one member of staff to another shall
be evidenced in the records of the departments concerned by the date,
amount and signature of the receiving Officer.

16.10.10 Any debt due to the Council, once established, shall not be discharged,
other than by payment in full or by such other means approved by the
Council. An irrecoverable debt may be written off, or provided for under
separate delegated authority.

16.10.11 Chief Officers, in consultation with the Section 151 Officer, shall
undertake a review of fees and charges on, at least, an annual basis.

Money Laundering

16.11.1 Money laundering is the process by which criminals attempt to conceal the
true origin and ownership of the proceeds of their criminal activities. If
they are successful, it also allows them to maintain control over those
proceeds and, ultimately, to provide a legitimate cover for their sources of
funds, with their money appearing to become “clean”.

16.11.2 There is no one method of laundering money and methods can range from
the purchase and resale of a luxury item (e.g. car or jewellery), to passing
money through a complex international web of legitimate businesses and
“shell” companies (i.e. companies that primarily exist only as named legal
entities, without any trading or business activities). Initially, however, in
the case of drug trafficking or other serious crime such as robbery, the
proceeds are usually cash that needs to enter the financial system by
some means.
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16.11.3 From 1% March 2004 the law requires those organisations in the regulated
sector and conducting relevant business to:-

(@) Implement a procedure to require the reporting of suspicions of money
laundering, including the appointment of a Money Laundering Reporting

Officer (MLRO) to receive disclosures from their staff of money laundering
activity. The Council’s designated MLRO is the Head of Finance.

(b) Maintain certain client identification procedures; and
(c) Maintain record keeping procedures.

16.11.4 Under the legislation there are three main types of offences that may be

committed:
(@) Money laundering offences,
(b) Failure to report money laundering offences,

(c) “tipping off”.

16.11.5 From the Council’s perspective “relevant business” mainly relates to the
Resources Directorate and includes:-

(@) The accountancy and audit services carried out;

(b) The Legal Services Department carrying out financial, company and
property transactions;

(c) The Property Section.

16.11.6 Although the conduct of relevant business does not apply to the Council
as a whole, all members of staff are required to comply with the Council’s
Anti-Money Laundering Policy in terms of reporting concerns of money
laundering. This will ensure consistency throughout the Council and avoid
inadvertent offences being committed.

16.11.7 Given the nature of what the Council does and for whom it can provide
services, instances of suspected money laundering are unlikely to arise
very often, if at all. However, the Council must be mindful of the legislative
requirements, as failure to comply with them may render individuals liable
to prosecution.

Insurance

16.12.1 The Head of Finance shall administer all of the Council’s insurance cover,
including its own fund insurance, and shall negotiate all claims, in
consultation with other Chief Officers where necessary, and keep a
register of all insurances affected.



16.13

16.14

16.15

16.12.2 Chief Officers shall give prompt notification to the Head of Finance of all
new risks, indemnities, liabilities, properties, events or vehicles which
require to be insured, including the amount of cover required, and any
changes affecting existing insurances.

16.12.3 Chief Officers shall promptly notify the Head of Finance in writing of any
loss, liability, damage, or event likely to lead to a claim, giving full details of
the particular occurrence, and inform the police where criminal activities
are suspected or it is a requirement to inform the Police.

16.12.4 All appropriate employees of the Council shall be included in a suitable
fidelity guarantee insurance.

16.12.5 The Head of Finance shall, from time to time, review all insurances in
consultation with other Chief Officers, where appropriate.

Inventories

16.13.1 Each Chief Officer shall be responsible for the plant, vehicles, machinery,
equipment, tools, furniture and other non-consumable property in the
Directorate and shall have a duty to:

(@) Maintain an up-to-date inventory of such goods;

(b) Carry out an annual physical check on goods listed in the inventory and
take action in relation to surpluses or deficiencies, including noting the
inventory accordingly and notifying the Head of Finance of any suspected
irregularities;

(c) As far as is practicable see that such goods are marked as Council
Property;
(d) Ensure that such goods are not removed or used except in accordance

with the ordinary course of the Council’s business.

16.13.2 Every transfer of items contained in the inventory from one establishment
to another shall be evidenced in the records of the establishment
concerned by the signature of the receiving officer.

Stocks and Stores

Chief Officers shall be responsible for the care and custody of all stocks and stores
under their control and the management of these stores should be in line with the
relevant Financial Procedures Notes.

Security

16.15.1 Each Chief Officer shall have overall responsibility to the Council for
security of Council Property under their control.

16.15.2 Each Chief Officer shall be responsible for maintaining proper security at
all times for all buildings, stocks, stores, furniture, equipment, cash, title
deeds, securities, etc. under his/her custody.



16.15.3 Maximum limits of cash holding shall be agreed with the Head of Finance.

16.15.4 Every transfer of official money from one member of staff to another will be

evidenced in the records of the Directorate concerned by the signature of
the receiving Officer.

16.15.5 Keys to safes and similar receptacles for the safeguarding of money or

other valuables are to be carried on the person of those responsible; the
loss of any such keys must be reported to the Head of Finance.

16.16 Data Protection, Freedom of Information and Requlation of Investigatory

Powers Acts

16.16.1 Data Protection

(@)

(b)

(©)

(d)

(€)

The Head of Finance shall have overall responsibility for data protection
assuming the role of the Council’s Senior Information Risk Owner (SIRO).

Chief Officers shall be responsible for ensuring that the requirements of
the Data Protection Act 1998 are met in relation to all personal data which
they hold, including adherence to the eight Data Protection principles and
act as Information Asset Owners in relation to information that they
operationally own within their systems. Their role will include, in addition to
compliance with the Principles, monitoring the use of portable devices,
understanding what information is held, how it is used and transferred,
who has access to it and why, in order for business to be transacted within
an acceptable level of risk.

The Head of Finance shall be responsible for maintaining the Council’s
Data Protection notification. Chief Officers shall promptly notify him/her of
any additions, amendments or deletions to the Council’s Data Protection
notification for all personal data held in their areas of responsibility.

Chief Officers be granted delegated authority to enter into individual
Information Sharing Protocols (ISPs) under the Wales Accord on Sharing
Personal Information (WASPI) where necessary and appropriate.

All requests by individuals for access to personal information shall be dealt
with in accordance with the Council’s procedures.

16.16.2 Freedom of Information

All requests for information under the Freedom of Information Act 2000 or
the Environmental Information Regulations 2004 shall be dealt with under
the Council’s procedure in relation to requests for information.



16.17

16.18

16.16.3 Appeals

(@) Appeals are to be determined by the Monitoring Officer or such person(s)
as nominated by the Monitoring Officer who are independent of the original
requests.

(b) The Monitoring Officer will be the Council’s qualified person in respect of
the exemption set out at Section 36 of the Freedom of Information Act
2000.

16.16.4 The Requlation of Investigatory Powers Act 2000

The Monitoring Officer will be responsible for monitoring and adherence to
the requirements of the Regulation of Investigatory Powers Act 2000 and
shall act in the capacity of senior responsible officer in relation to same.

Risk Management

16.17.1 The Managing Director shall be responsible for putting into place and
ensuring that there are effective arrangements for risk management in
accordance with Section 4 of the Accounts and Audit (Wales) Regulations
2014 (as amended from time to time).

16.17.2 It is the duty of all Chief Officers to ensure that risk management is brought
to the attention of relevant staff in their service areas.

16.17.3 The Managing Director shall ensure that arrangements are in place for
measuring the effectiveness of the risk management process, and that all
findings from monitoring arrangements are fed back into the risk
management cycle.

16.17.4 Chief Officers shall ensure that there are regular reviews of risk within their
service areas. These shall take into account any implications arising from
the Freedom of Information Act and the Human Rights Act.

Salaries and Wages

16.18.1 The payment of all salaries, wages, compensation and other emoluments
to all employees or former employees of the Council shall be made by the
Head of Human Resources in consultation with the Section 151 Officer or
under arrangements approved and controlled by him/her.

16.18.2 Each Chief Officer shall notify the Head of Human Resources as soon as
possible, and in the form prescribed by him/her, of all matters affecting the
payment of such emoluments and, in particular:

(@) appointments, resignations, dismissals, secondments and transfers;

(b) absences from duty for sickness or other reasons, other than approved
leave;

(© changes in remuneration, other than normal increments and pay awards

and agreements of general application;
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(d) information necessary to maintain records of service for superannuation,
income tax, national insurance etc.

16.18.3 Appointments of employees shall be made in accordance with the
regulations of the Council, within the authorised establishment and in
accordance with approved grades and rates of pay, and must adhere to
the Council’'s Safer Recruitment Policy.

16.18.4 All time records or other pay documents shall be in a form prescribed or
approved by the Head of Human Resources in consultation with the
Section 151 Officer and shall be certified by the relevant Chief Officer or
his/her authorised representative.

Travelling and Subsistence Allowances

16.19.1 All claims for payment of car allowance, subsistence allowance, travelling
and incidental expenses shall be in accordance with the relevant Financial
Procedure Note and be certified by the relevant Chief Officer or his/her
authorised representative for submission to the Head of Human Resources
in consultation with the Section 151 Officer in a form approved by him/her.
All claims, accompanied by receipts where required, shall be made up to a
specified day of each month and submitted within the time frame approved
by the Head of Human Resources in consultation with the Section 151
Officer.

16.19.2 Payments to Members, including Co-Opted Members of the Council who
are entitled to claim travelling or other allowances, will be made by the
Head of Human Resources in consultation with the Section 151 Officer
upon the receipt of the prescribed form, duly completed. All claims are to
be submitted on a monthly basis. The accuracy of the information
contained in a claim shall be the responsibility of the Member concerned.

16.19.3 The certification of an Officer's claim by, or on behalf of a Chief Officer
shall be taken to mean that the journeys were authorised, the expenses
properly and necessarily incurred and that the allowances are properly
payable by the Council.

16.19.4 Officers’ claims submitted more than three months after the expenses
were incurred shall only be paid following the written approval of the
relevant Chief Officer.

16.19.5 Members’ claims submitted more than three months after the expenses
were incurred shall only be paid following written approval from the
Monitoring Officer.

Treasury Management

16.20.1 The Council adopts the key recommendations of CIPFA’s Treasury
Management in the Public Services: Code of Practice (the Code), as
described in Section 4 of that Code.



16.20.2 Accordingly, the Council will create and maintain, as the cornerstones for
effective treasury management:

(@) a treasury management policy statement, stating the policies and
objectives of its treasury management activities;

(b) suitable treasury management practices (TMPs), setting out the manner in
which the Council will seek to achieve those policies and objectives, and
prescribing how it will manage and control those activities;

(c) The content of the policy statement and TMPs will follow the
recommendations contained in Sections 6 and 7 of the Code, subject only
to amendment where necessary to reflect the particular circumstances of
this Council. Such amendments will not result in the Council materially
deviating from the Code’s key recommendations.

16.20.3 The Council will receive reports on its treasury management policies,
practices and activities, including, as a minimum, an annual strategy and
plan in advance of the year (which incorporates the annual investment
strategy and the prudential indicators for the forthcoming three years), and
an annual report after its close, in the form prescribed in its TMPs.

16.20.4 The Council delegates responsibility for the implementation and monitoring
of its treasury management policies and practices to Cabinet, and for the
execution and administration of treasury management decisions to the
Section 151 Officer, who will act in accordance with the Council’s policy
statement and TMPs and, if he/she is a CIPFA member, CIPFA’s
“Standard of Professional Practice on Treasury Management”.

16.20.5The Council’'s Treasury Management Prudential Indicators will be
determined each year for the forthcoming three years.

16.20.6 An annual Treasury Management Policy Statement shall be adopted by
the Council and thereafter, its implementation and monitoring shall be
delegated to the Cabinet.

16.20.7 All money in the hands of the Council shall be aggregated for the purposes
of treasury management and shall be under the control of the Section 151
Officer.

16.20.8 All investments of money by the Council shall be under the control of the
Section 151 Officer and be made in the name of the Council or in the
name of nominees approved by the Council. Bearer securities shall be
excluded from this Regulation but any purchase of such securities shall be
reported to Council.

16.20.9 All borrowings shall be effected in the name of the Council and must be
authorised by the Section 151 Officer who shall be the Council’s Registrar
of stocks, bonds and mortgages.
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16.20.10 All trust funds shall, wherever possible, be in the name of the Council.
Officers acting as trustees by virtue of their official position shall deposit all
securities etc. relating to the trust with the Head of Legal and Democratic
Services unless otherwise provided for in the deed.

16.20.11 The Section 151 Officer shall report to Cabinet and where appropriate to
Council not less than twice in each financial year on the activities of the
Council’'s Treasury Management operation and on the exercise of the
Treasury Management powers delegated to him/her.

Procurement

16.21.1 Chief Officers shall ensure that all procurement arrangements within their
service areas must comply with CPRs, the Procurement Code of Practice
(PCoP) and these rules.

16.21.2 CPRs form part of the Council’s Constitution. Compliance with CPRs as
well as FPRs, the PCoP and any associated policies, strategies or
procedure notes is mandatory for all Members and employees of the
Council. Where a Chief Officer has been issued with delegated powers
the application of those powers will still be subject to such compliance.

Payment of Accounts

16.22.1 Apart from the payment from petty cash and other imprest accounts and
purchasing cards, the normal method of payment of money due from the
Council shall be by cheque or by an approved electronic instrument such
as BACS or CHAPS drawn on the Council’s bank account by the Head of
Finance.

16.22.2 A Chief Officer or other authorised Officer issuing an official order shall be
responsible for arranging for the examination, verification and certification
of the related invoice(s) and payment vouchers or accounts in line with the
PCoP.

Leasing Arrangements

16.23.1 The leasing of goods and vehicles can only be made following
consultation with the Head of Finance.

16.23.2 The Head of Legal and Democratic Services shall sign and seal every
lease agreement entered into by the Council.

Imprest Accounts (Petty Cash etc.)

16.24.1 The Head of Finance shall provide such imprest accounts as he/she
considers appropriate for such Officers of the Council as may need them
to meet petty disbursements which shall be supported by receipted
vouchers, to the extent that he/she may require.



16.25

16.24.2 The Head of Finance shall open an account with the Council’s bankers for
use by the imprest holder, who shall not cause such account to be
overdrawn.

16.24.3 No income received on behalf of the Council shall be paid into an imprest
account, but instead banked or paid to the Council as provided for
elsewhere in these Rules.

16.24.4 An Officer responsible for an imprest account shall, as at 31% March each
year, and at any other time if so required, provide to the Head of Finance,
a certificate as to the state of the imprest account.

16.24.5 Whenever an Officer, who is an imprest holder, leaves the employment of
the Council or otherwise ceases to be entitled to hold an imprest advance,
the Chief Officer concerned shall ensure that the relevant Officer accounts
to the Head of Finance for the amount advanced to that Officer, including,
where appropriate, the repayment of any unexpended balance of the
account.

Value Added Tax

16.25.1 Chief Officers are responsible for providing or securing the provision of
information to the Section 151 Officer to ensure VAT records are
maintained in accordance with the VAT Act 1994 and regulations and
interpretations issued by HM Revenue and Customs.

16.25.2 It is the responsibility of Chief Officers to make arrangements to ensure the

following:

Input Tax

(@) That appropriate VAT documentation is obtained to maximise the recovery
of VAT,

(b) That documentation evidencing the recovery of VAT satisfies Revenue and

Customs regulations;

(© That VAT included on invoices is coded correctly;

(d) That VAT invoices are processed expeditiously and are not unduly
delayed.

Output Tax

(@) That invoices are raised and cash income processed to ensure that VAT is

correctly categorised and declared in accordance with Revenue and
Customs regulations.

(b) That tax invoices are raised and cash income deposited expeditiously and
are not unduly delayed.
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16.25.3To ensure that documentation identifying VAT transactions, including
proof of payment and banking records, are retained for the period
specified by HM Revenue and Customs.

16.25.4 To ensure that arrangements are in place for all relevant staff to be
informed about the correct VAT treatment of all transactions and of
changes to this as notified by the Council’'s Section 151 Officer.

Unofficial Funds

16.26.1 An “unofficial fund” shall mean any fund, the management of which
involves an employee of the Council, and which may affect any person or
property for which the Council has a responsibility, irrespective of the fact
that no contributions towards such a fund shall have been made by the
Council.

16.26.2 All accounts must be held in the name of the fund and not an individual(s). A
minimum of two countersigned signatories, of appropriate seniority is required
for each account.

16.26.3The Chief Officer concerned shall be responsible for the financial
management and independent audit of unofficial funds and shall consult the
Head of Finance before formulating regulations which shall apply to such
funds.

16.26.4 The Head of Finance or his/her representative shall have the right of access
to any unofficial fund including access to all cash and relevant
documentation.

Financial Procedure Notes

16.27.1 To enable Chief Officers and the Head of Finance to carry out the
responsibilities referred to in these Regulations, the Head of Finance shall
issue supplementary instructions on financial arrangements and procedures
as he/she considers appropriate in the form of Financial Procedure Notes.

16.27.2 Compliance with such Financial Procedures Notes shall be mandatory for all
Members, Chief Officers and Officers of the Council and Chief Officers shall
ensure that the required management arrangements and procedures are
applied to the services under their control.

Review and Amendments of Financial Procedure Rules

These FPRs shall be reviewed and updated as necessary as part of the ongoing
review of the Constitution.



