


MONDAY 30 OCTOBER 2017 

Prayers:    The Mayor’s Chaplain will say prayers at the start of the meeting. 

AGENDA 

1. DECLARATIONS OF INTEREST

To receive Members’ declarations of Disclosable Pecuniary Interests (as
defined by the Relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012) where these Disclosable Pecuniary Interests:

a) Have not already been entered into the register and
b) Relate to a matter to be considered

To note that such interests so declared must be formally notified to Town 
Clerk and the Monitoring Officer at East Hertfordshire District Council of the 
interest within 28 days. 

To receive Members’ declarations of Declarable Interests in accordance with 
Hertford Town Council’s Code of Conduct (adopted 8th April 2013). 

2. MAYOR’S ANNOUNCEMENTS

3. TO CONFIRM THE MINUTES of the Full Town Council meeting held on
10 July 2017. 

4. QUESTIONS AND/OR STATEMENTS FROM MEMBERS OF THE PUBLIC

Members of the public may speak about specific items on this agenda which
contain a recommendation, provided they have advised the Town Clerk of
their wish to speak no later than midday on the Friday before the meeting (or
midday of the last working day of the week before the meeting).  A list giving
details of the name(s) and relevant agenda item(s) will be circulated to
Councillors before the meeting commences.

5. COMMUNITY SERVICES

To receive the report of the Community Services Committee held on
18 September 2017.

6. DEVELOPMENT AND LEISURE

To receive the report of the Development and Leisure Committee held on
2 October 2017 (including the reports of the Planning Sub-Committee
meetings of 26 June, 10 July, 24 July, 7 August, 21 August, 4 September and
18 September 2017, the Sele Neighbourhood Planning Working Party of 8
June 2017, the Bengeo Neighbourhood Plan Working Party of 6 July, 3
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August and 31 August 2017, and the Markets Working Party held on 24 July 
2017) 

7. FINANCE, POLICY AND ADMINISTRATION

To receive the report of the Finance, Policy and Administration Committee
held on 16 October 2017 (including the report of the Personnel Sub-
Committee meetings of 4 September 2017)

RECOMMENDATION: that subject to any changes the Council may wish to 
make, the Financial Risk Assessment, PAPER A (Page 3) and the contents of 
the final external audit report with audit certificate be noted. PAPER B (Page 9) 

8. REVISED STAFF STRUCTURE

To approve the revised staff structure.  PAPER C (Page 15)
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PAPER A

HERTFORD TOWN COUNCIL - FINANCIAL RISK ASSESSMENT 2017/18 

Risk Procedures to Address Reassess 

Lack of general financial control 

1 Lack of responsible officer Appointment of RFO When Clerk or 

RFO  resigns  

2 Lack of Financial SOs Financial Standing Orders based on NALC guidelines are reviewed annually 

and  changes adopted by Council 

Annually 

3 Lack of overview of Council’s 

Financial Position 

FPA Committee’s responsibility to check periodically 

Internal Auditor’s report and review of internal audit effectiveness 

Regular reporting of Budget v. Actual to FPA Committee 

Ongoing 

Annually 

Each meeting 

4 Lack of Power to spend Town Clerk and RFO to check Council spending within powers Ongoing 

5 Loss/destruction of financial 

documentation 

RFO & Town Clerk or assistant to hold keys to finance office filing cabinets 

and basement finance archive.  

RFO to lock away cheque book and other important documents 

Ongoing 

Ongoing 

6 Loss of computerised records Daily back-up of computerised systems  

Storage off-site on the server of the Council’s IT support contracter. 

Daily 

Ongoing 

7 Lack of skill in systems Training for RFO & Town Clerk or Assistant 

External IT support contractor engaged for technical assistance. 

As needed 

8 Inadequacy of Lease 

Arrangements 

All leases and licences are reviewed by Town Clerk and Council’s Solicitor As needed 

9 Bad Debt Management RFO conducts a monthly reconciliation of outstanding debts and passes to 

Finance Assistant pursue payment 

RFO to report any debts outstanding for more than 90 days to FPA 

Long standing debts are pursued through small claims court. 

New lessees to be required to submit a substantial rent bond to cover potential 

non-payment. 

On going 

10 Lack of effective internal and 

external auditing processes 

Appointment of competent auditors to carry out internal audit twice per year. 

External Auditors appointed by Audit Commission  

Twice per year 

Accounting errors 

1 Incorrect expenditure code 

attribution 

RFO to attribute code on receipt of invoice 

RFO to check budget allocation  

Ongoing 

Monthly 
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PAPER A
2 Incorrect data entry RFO enters data on spreadsheets or computer software which is checked by 

assistant 

Entries on schedule are checked by RFO and assistant before submission to 

Council 

Ongoing 

Quarterly 

HERTFORD TOWN COUNCIL - FINANCIAL RISK ASSESSMENT 

Risk   Procedures to Address Reassess 

3 Incorrect entries by Bank/RFO RFO to do bank reconciliation through software or manually  

RFO to examine resultant reconciliation and checked by Town Clerk 

Monthly 

Monthly 

4 Discrepancies in reports to Council Statement of payments reported checked and countersigned by RFO, 

Chairman & a third Councillor signatory  Monthly 

5 VAT discrepancies VAT reconciled to financial schedule 

VAT reclaimed quarterly  

Monthly 

Ongoing 

6 Incorrect invoicing Clerk or Assistant to prepare invoices and enter on schedule 

RFO to check invoices before sending 

RFO to check schedule for debtors 

Ongoing 

Ongoing 

Monthly 

Budget overspend 

1 Overspend against Budget RFO to check sufficient funds available prior to expenditure incurred 

Budget v. Actual examined  

Monthly 

At each Ctte meeting 

2 Lack of resources to meet contract 

commitments 

Review contracts through committees Annually and as and when 

3 Inadequacy of reserves Reviewed by FPA Annually 

4. Loss of income Credit references to be taken out on all new lessees of Council 

properties to reduce the risk of loss of income prior to the end of the 

lease. 

Ongoing 

Misappropriation of public funds 

1 Expenditure without authority Prior approval for spending outside the scope of agreed budget to be 

authorised by and reported to Council or committee 

Ongoing 

2 Invoice payment without authority All payments to be listed on a schedule and reported to FPA Ctte at 

each meeting, with Town Clerk and RFO authorised to make 

payment in accordance with the budget  

Monthly 

3 New cheque book misappropriation All cheque books to be collected from the bank 

Cheques to be stored in a locked drawer on Council premises. Ongoing 
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PAPER A
4 Cheque misuse Cheques agreed against the approved schedule to be signed by at 

least two signatories, who must be councillors authorised by the bank 

mandate (currently under review). All signatories must initial the 

invoice. 

Ongoing 

5 Incoming cash and cheque 

misappropriation 

All cash and cheques to be stored securely and banked within 5 

working days. Individual receipts to be issued for allotments rents 

and other payments, as requested, and stored securely. Ongoing 

HERTFORD TOWN COUNCIL - FINANCIAL RISK ASSESSMENT 

Risk   Procedures to Address Reassess 

6 Cheque fraud Monthly bank reconciliation to be carried out promptly at month end 

and regular checks to be made of bank account for suspicious items 

Ongoing 

7 Theft of funds Bank statements to be reconciled and signed off by RFO, checked by 

Town Clerk and examined by Finance Committee  

RFO to ensure Fidelity Insurance in place against theft of funds by 

staff, councillors and other persons. 

Monthly 

Reviewed annually 

8 Theft of petty cash Petty Cash to be kept in a locked box in a locked cupboard. Petty 

Cash level to be as agreed by Council. Payments to be made against a 

slip signed and countersigned by the RFO and the Town Clerk or 

Assistant; or in either’s (but not both) absence by an appropriate 

member of Council 

Daily or as needful 

9 ‘Key Man’ Risk Daily limit on total amount of transactions. Payroll figures checked 

by both RFO and Town Clerk prior to payroll run. Bank 

reconciliation carried out monthly and checked by RFO and Town 

Clerk. List of payments and bank reconciliations presented to 

Finance Committee.  

Finance Assistant has been trained to cover key aspects of the RFO’s 

work in order to cover the loss of RFO  

Ongoing 

10 Debit/Credit Card Terminal Fraud Monthly scrutiny of refunds processed via the card terminals at the 

Castle and Town & Tourist Information Centre to ensure that refunds 

are genuine and justified transactions. 

Ongoing 

Other Financial Risk 

5



PAPER A
1 Risk of Bank Failure Banking and short-term sterling investments must be with 

bodies/institutions with a credit rating of AA- or higher from at least 

2 of the top 3 agencies comprising Moody’s, Standard and Poor’s 

and Fitch.   Currently HSBC. 

Ongoing 

Under Insurance of Council Assets 

1 Level of cover inadequate Reviewed by RFO in association with FPA Committee Annually 

2 Inadequate records of possessions Asset Register maintained by RFO and listed in Notes to the 

Accounts at Audit. 

Deeds and other legal documents relating to assets stored securely by 

Council’s Solicitor.  

Annually 

Ongoing 

HERTFORD TOWN COUNCIL - FINANCIAL RISK ASSESSMENT 

Risk Procedures to Address Reassess 

Public Liability to provide a Duty 

of Care 

1 Injury to public H&S checks to be carried out on public areas of The Castle 

Inspection of memorials 

Visual inspections of other Town Council open spaces. 

Inspection of trees. 

Adequate insurance for risk. 

Weekly visual inspection by 

Facilities Manager. 

Formal five yearly by ground staff 

and regular monitoring 

Fortnightly by ground staff 

Annually by tree surgeon 

Annual reappraisal by RFO 

Employers’ Liability 
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PAPER A
1 Compensation claim from employee Contract of employment in place after confirmation of 

permanent employment. 

Job description reviewed at appraisal. 

Matters relating to staff discussed in confidential session. 

Appropriate training offered for appropriate identified 

needs. 

Assessment of employee’s work station carried out. 

Reimbursement of cost of eye test and provision of a basic 

pair of VDU glasses (max amount to be determined). 

Adequate insurance for risk. 

On appointment 

Annually 

When appropriate 

Ongoing 

As required 

Annually 

Annually 

Clerk’s Signature: 

Date: 

Approved by Chairman of Finance: 

Date: 

Date for review: October 2018 
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PAPER B
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Town Clerk

Finance Manager Civic Administration 
Manager

Marketing & Events 
Manager

Grounds 
Supervisor

Groundsman x2

Finance Assistant
Cemetery officer

Allotments Officer
P/T

TTIC Manager 

TTIC Assistants
1xFT

2 x PT

Town Centre 
Officer P/T

Events Co-ordinator
(P/T) 

Sergeants at Mace
X3

Stave Bearers
X2

Project Officer Mayor’s Secretary/
Receptionist

Facilities Officer Housekeeping P/T Private Hire and 
Functions Co-

ordinator

Weekend Facilities 
Officer

PT

Weekend Customer 
Services Assistant

PT

PA
PER

 C
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