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HAILSHAM TOWN COUNCIL 
AGENDA 

COUNCILLORS ARE SUMMONED TO ATTEND a meeting of the HAILSHAM 
TOWN COUNCIL to be held at the Civic Community Hall, Vicarage Lane, 

Hailsham, BN27 1BH,  

on 

Wednesday 22nd July 2026 at 7.00 p.m. 

1. Apologies for Absence  
To receive apologies for absence from Council members. 
 

2. Declarations of Interest   
To receive declarations of personal or prejudicial interest in respect of 
items on this agenda. 
 

3. Confidential Business 
To resolve that the press and public are excluded during the discussion 
for agenda item 4 as it concerns: negotiations for contracts. (In 
accordance with the Council's Standing Orders No. 1E). 
 

4 Vicarage Lane Car Park - CONFIDENTIAL 
To receive an update from Wealden District Council officers on proposals 
for Vicarage Lane Car Park 
 

5. Public Forum  
(No more than 15 Minutes). 
 

6. Vicarage Field Consultation 
To receive an update from Wealden District Council officers on the 
Vicarage Field project and Consultation 
 

7. Confirmation of Minutes  
To resolve that the minutes of the Annual Meeting of Hailsham Town 
Council held on 20th May 2026 may be confirmed as a correct record and 
signed by the Chairman. 
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8. Chairman’s Update 
To receive a verbal update from the Chairman of Hailsham Town Council. 
 

9. Town Clerk’s Update 
To receive a verbal update from the Town Clerk. 
 

10. 
 
 
 

East Sussex County Council Update  
To receive an update from the East Sussex County Councillors for 
Hailsham. 
 

11. Wealden District Council Update 
To receive an update from the Wealden District Councillors for Hailsham. 
 

12. Committee Recommendations to Council 
To consider recommendations made by committees, which are outside of 
their terms of reference or otherwise were resolved as recommendations 
to full council. 
 

13. ESALC AGM and Conference 
To appoint representatives to attend the ESALC AGM and Conference 
 

14. Town Council Finances 
To Note the Full Council’s current income and expenditure position 
To Note the Earmarked Reserves.  
To Note the expenditure through CiL.  
To Review, comment upon and approve the Councils Internal Control 
System 
To Review and Approve the latest Internal Auditors Report.  
 

15. Mayoral Chain 
To consider a request for additional funding for repairs to the mayoral 
Chain 
 

16. Twinning Charter 
To consider a request to re-sign the Twinning Charter between Hailsham 
and Gournay-en-Bray 
 

17. Confidential Business 
To resolve that the press and public are excluded during the discussion 
on the agenda items 18, 19 and 20 as they concern: the terms and 
conditions of service or negotiations for contracts. (In accordance with the 
Council's Standing Orders No. 1E). 
 

18. Town Council Property Working Group - CONFIDENTIAL 
To receive an update and consider recommendations from the Town 
Council property Working Group 
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19. Road Closures on South Road - CONFIDENTIAL 
To receive an update and appoint a member to attend weekly meetings 
 

20. Devolution Working group - CONFIDENTIAL 
To consider recommendations from the Devolution Working Group 
 

  

  

 

John Harrison, Town Clerk 
16th July 2026 

 

 



Vicarage Field Improvements 

Vicarage Field is an important part of Hailsham town centre, providing shops, services, 
public space, and key pedestrian connections through the town.

Wealden District Council aim to improve the appearance, functionality, and overall quality 
of Vicarage Field through a coordinated programme of building improvements and public 
realm enhancements.

The project is not redeveloping the area or changing the character of Hailsham. Instead, 
we aim to build on what already works well, better connect to the heritage of the area, and 
explore how the public spaces could better support everyday use of the town centre.

Please take a look at the proposals and share your thoughts. Thank you.

Public Realm Improvements 

Emerging proposals to improve the spaces around 
Vicarage Field, including:

•	upgraded paving and landscaping;

•	improved seating and lighting;

•	enhanced pedestrian routes and accessibility; and

•	a revitalised market square environment.   

Building Remedial Works

Focused repairs and upgrades to the existing shopping 
centre buildings, including:

•	replacement windows and cladding;

•	canopy and façade improvements; and

•	repairs and maintenance works.

Welcome to the Vicarage Field Improvements Consultation Event. 

There are 2 parts to this project:

Welcome

Why are we updating Vicarage Field?

Project Team

Improve the quality and 
appearance of the town 

centre

Ensure Vicarage Field 
remains a vibrant 

destination for the future

Create a more welcoming 
and accessible 

environment

Support local businesses 
and visitors

Enhance the setting of 
nearby heritage assets

Client
Wealden District Council
 

Architect
Roberts Limbrick
 

Project Manager & 
Quantity Surveying
Spider Projects

Planning Consultants
ECE Planning
 

Lighting
CES Group
 



Vicarage Field Improvements 

Vicarage Field

Extent of proposals

Conservation area

Grade II listed building

Grade I listed building

Waitrose

Asda

Hailsham Parish Church

Hailsham War Memorial

High Street

II

I

II
II

II

II

II
II

II
II

II

II*
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A place to shop and 
access local services

A route through the town 
centre

A place to meet, visit, and 
spend time

Vicarage Field is an important part of Hailsham town centre, 
located between the High Street and Vicarage Lane.

Many people use Vicarage Field as:

Historic Hailsham
Hailsham has a long history as a traditional Sussex market 
town, with the High Street and surrounding spaces forming 
the historic heart of the town centre.

Vicarage Field sits within the Hailsham Conservation Area and 
close to several important heritage assets, including:

•	Hailsham War Memorial — Grade II listed;

•	Parish Church of St Mary — Grade I listed;

•	The Old Vicarage — Grade II* listed; and

•	other listed buildings along the High Street including The 
Crown Hotel. 

The setting of these buildings and spaces contributes to the 
character and identity of Hailsham town centre.

The proposed improvement works seek to protect and 
enhance the setting of these heritage assets whilst improving 
the experience of moving through and using Vicarage Field.



Vicarage Field Improvements 

Current Issues

Service Yards Key Pedestrian LinksPublic Car Parks

Key Features
a aa a

Vicarage 
Field West 
Car Park

Site needs to retain good 
access to surrounding car parks

Service yards are 
situated behind

Vicarage 
Field East 
Car Park

Vicarage 
Lane Car Park

WaitroseWaitrose a

BUS STOP

a

Waitrose

a

BUS STOP

a

Bus Stop

Walled off War Memorial

Hailsham Parish Church

Mix of street furniture 

Vicarage Field gateway sign

Waitrose

Historic Location of Trees Key Views

a

BUS STOP

a

Area was a greenspace 
with mature trees

BUS STOP

a

BUS STOP

a

Bus stop blocks 
view from Waitrose

Long range view down High 
Street towards Church

View of Church obscured 
by street furniture

Why Change is Being Considered

Vicarage Field is an important and well-used part of Hailsham town centre, but parts 
of the area now feel dated and would benefit from investment and improvement.

Over time, the condition and appearance of some buildings and public spaces have 
declined, while the way people use town centres continues to evolve.

Current issues identified within the area include:

•	Ageing building materials and elements in need of repair;

•	Inconsistent public realm materials and street furniture;

•	Limited planting and greenery;

•	Areas that feel dominated by paving;

•	Opportunities to improve accessibility and movement through the site; and

•	Views towards important buildings and spaces being reduced by clutter and layout.

Despite these issues, Vicarage Field remains an important part of the town centre and 
provides a strong foundation for future improvements.

Opportunity to link 
up key desire lines 

A number of key 
landmarks in the area

Historically two mature 
trees stood within the site

A key view down the High 
Street towards the Church

The project aims to build 
on these existing strengths 
and explore opportunities 

to improve the quality, 
appearance, and experience 
of the area whilst respecting 

Hailsham’s character and 
heritage.



Vicarage Field Improvements 

Building Proposals

Area within which improvements are 
proposed

The proposals will enhance the building façades to better reflect the 
character of the town and surrounding buildings. This will include a 
traditional tile hanging frontage and timber sash windows, new canopy 
posts and lighting for a more historic look. 

Facade Improvements include: 

•	 New clay tile hanging cladding; 

•	 Replacement of all windows (timber 
double glazed heritage windows 
along conservation area frontage 
and double glazed uPVC/Aluminium 
elsewhere),

•	 New metal rainwater downpipes and 
gutters; 

•	 Canopy alterations including colour 
coating to all frame; 

•	 Decorative metalwork; and

•	 New lighting. 

Waitrose

Hailsham War Memorial

High Street



Vicarage Field Improvements 

Building Proposals
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Existing South-East facing facades

Proposed South-East facing facades

Existing Canopy re-coated in dark grey. 
New support posts and ironwork 
proposed.

Specimin tree and surrounding 
street furniture proposed

Existing windows replaced with 
single-hung timber sash windows

Existing soffits and fascias replaced

Street Lighting integrated into 
proposed canopies

New clay tile hanging cladding across 
all of first floor

Examples of hanging clay tiles 
in nearby town of Lewes, East 
Sussex
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Existing North-West facing facades

Proposed North-West facing facades

Examples of hanging clay tiles 
in nearby town of Lewes, East 
Sussex

Existing Canopy re-coated in dark grey
powder-coated aluminium. New support 
posts and ironwork proposed.

All windows replaced with timber triple glazed heritage 
windows along conservation area frontage and double 
glazed uPVC / Aluminium elsewhere

Existing soffits and fascias replaced

Street Lighting integrated into 
proposed canopies

New clay tile hanging cladding 
across all of first floor

Rain gardens proposed
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Vicarage Fields Improvements
Hailsham

Wealdon District Council

Proposed Vicarage Fields Elevations
Sheet 1 of 3
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F2201

Existing South-West facing facades (conservation area frontage)

Proposed South-West facing facades (conservation area frontage)

Existing Canopy re-coated in dark grey
powder-coated aluminium. New support 
posts and ironwork proposed.

Specimin tree and surrounding 
street furniture proposed

Existing windows replaced with 
single-hung timber sash windows

Rain gardens proposed Small square-framed windows infilled and 
made good; tile hanging installed over

New clay tile hanging cladding 
across all of first floor

Weatherboarding replcaed with hanging clay 
tiles, with opportunity for a decorative motif.

Existing soffits and fascias replaced

Street Lighting integrated into 
proposed canopies

Examples of hanging clay tiles 
in nearby town of Lewes, East 
Sussex

Existing South-West facing façades (conservation area frontage)

Proposed South-West facing façades (conservation area frontage)

Colour Palette

Existing South-East facing façades

Proposed South-East facing façades

Existing North-West facing façades

Proposed North-West facing façades

Existing Canopy re-coated in dark 
grey powder-coated aluminium

Existing windows replaced with 
single-hung timber sash windows

Tree and surrounding street furniture New clay tile hanging cladding across first floor

Weatherboarding replaced 
with hanging clay tiles

Small square-framed windows infilledRain gardens proposed

Existing windows replaced with 
single-hung timber sash windows

Tile Hanging

Location: Principal elevations facing precinct and 
Conservation Area

Powder Coated Black

Location: Rainwater Goods & Canopy

Windows (Timber)

Location: Principal Elevations facing precinct and 
Conservation Area

Windows (UPVC)

Location: Rear Elevations

Fascias & Soffits

Location: All Elevations

New clay tile hanging cladding across first floor

New clay tile hanging cladding across all of first floor

Existing Canopy re-coated in dark 
grey powder-coated aluminium

Existing Canopy re-coated in dark 
grey powder-coated aluminium

Rain gardens proposed

All windows replaced with timber triple glazed 
heritage windows along conservation area frontage



Vicarage Field Improvements 

Public Realm

BINS

Large mature trees create a focus 
for the space and reflect the 

historic character of the Fields 

Colourful rain gardens create 
visual link between the space 

and the Church grounds

New lighting will help 
create a safe and sociable 

space into the evening.

All images and photos are illustrative and 
are examples from other public spaces

Paving will help create a visual link 
between the shops,  War Memorial 

and Hailsham Parish Church

Fixed seating arranged 
into groups for socialising

Red clay pavers used in a mix of 
laying patterns to differentiate spaces

Enhancements of the public space outside of the shops will look to create a more vibrant and active 
town square. New trees and rain gardens will provide some much needed greenery, colour and shade 
to the space.  New seating is arranged in clusters to be more social and space is kept in front of shops 
and cafés for seating and displays. More traditional materials will help create visual connections to 
the War Memorial and Church, with a central area able to be used for events and activities. 

Key Landscape features:

Clay pavers - herringbone

Clay pavers - stretcher bond

New specimen trees

New street furniture

Rain gardens

New Town Council notice board

Relocated electronic notice board

Bus stop
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Vicarage Field Improvements 

Public Realm



Vicarage Field Improvements 

Rain Gardens

BINS

Rain gardens are shallow landscaped areas, planted with colourful native vegetation designed to 
capture rain water run-off from the paved areas. They will add some much needed landscaping to the 
space as well as help manage any flooding issues.



Vicarage Field Improvements 

Seating & Lighting 

Existing tree outside 
of site boundary

War Memorial outside 
of site boundary

Bus Shelter 
retained

Hanging baskets 
removed 

Vicarage Field 
sign retained 

Existing street 
furniture removed

The existing street furniture within the square will be removed and replaced 
with new seating and lighting. 

Lighting Examples

Seating Examples

The existing tree and War 
memorial at the southern 
end of the square sit outside 
of the site boundary and 
so will not be altered by the 
proposals. The bus shelter 
and Vicarage Field sign will 
also be retained. The digital 
display will be retained but 
relocated adjacent to the 
existing bus shelter.  



Vicarage Field Improvements 

Benefits & Next Steps

What Happens Next?

Create a more welcoming 
and accessible town 
centre environment

A better location for events 
and activities such as 

markets

Enhance walking routes 
and public spaces that 

people want to experience 
and enjoy

Improve the appearance 
and condition of Vicarage 

Field buildings

A more sociable town 
square where people can 

meet and dwell

Protect and enhance the 
setting of nearby heritage 

assets

Introduce improved 
planting, seating, and 

lighting

A greener public space 
with more shade, wildlife 
habitats and cleaner air

The proposals aim to:

Summer 2026
•	Public Consultation and feedback review
•	Development of Public Realm Proposals
•	Planning Submission of Remedial Works to Buildings
•	Planning Determination of Remedial Works to Buildings
Autumn 2026
•	Detailed Design of Remedial Works
•	Planning Submission of Public Realm
Winter 2026/2027
•	Remedial Works to buildings to begin
•	Determination of Public Realm Planning Application
Spring 2027
•	Public Realm Works to start on site

Have Your Say
We welcome your feedback on the emerging 

proposals.

Please speak to a member of the project team 
and complete a feedback form during the 

consultation event.

You can also share your views online using the 
QR code.



 

AGENDA ITEM NUMBERS: 14 

MEETING DATE: 22nd July 2026 

COUNCIL/COMMITTEE: Full Council 

TITLE: Finance Report 

PURPOSE OF REPORT: To note the Officers Recommendations below 

SUPPORTING DOCUMENTS: Appendix A – Income & Expenditure Report  

Appendix B – EarMarked Reserves 

Appendix C – Internal Auditors Report 

Appendix D – Internal Controls  

 

OFFICER CONTACT: RFO 

 

OFFICER RECOMMENDATIONS: 
 
14.1 
14.2 
14.3 
14.4 

The Committee is RECOMMENDED to: 
Note the Full Council’s current income and expenditure position. Appendix A 
Note the Earmarked Reserves Position. Appendix B 
Review and accept the Internal Audit Report. Appendix C 
Review, comment upon and approve the Internal Controls. Appendix D 
 

  
 

14.1 Income and Expenditure 

 

 Attached as Appendix B is the Income & Expenditure report for all Committees for the 

financial year 2026/2027. Any recent significant variances are shown in bold 

Assets Committee 

Common Pond Allotments (100) 

Battle Road Allotments (105) 

Harold Avenue Allotments (110) 

Western Road Recreation Grounds (115) 



4550 Water & Sewerage – we are still receiving large invoices due to bills being 

estimated and based on previous usage. This is being worked through and meter 

readings provided so credits should now follow. This is being closely monitored. 

Maurice Thornton Playing Field (120) 

Play Areas (125) 

4510 General Maintenance – includes £28,844 from EMR funds for the Quinnell Park 

Play Area 

Common Pond (135) 

Horticultural & Grounds Maintenance (145) 

Environment Services (160) 

Town Council Site (300) 

4125 Rates – are slightly more than budgeted for 

5030 Office Rewire – an accounting adjustment for EMR funds from last year 

Maurice Thornton Pavilion (305) 

Grovelands Barn (310) 

Union Corner Hall (315) 

James West Community Centre (330) 

4510 General Maintenance – includes £5,759 funds from EMR which covers £2,184 

for mats and £3,574 for electrical works 

Southview (335) 

4130 Gas/Electricity – currently being invoiced to HTC but relates to the Trust. Money 

will be transferred across from the Trust 

4510 General Maintenance – includes £1,086 funds from EMR which cover items 

from the Conditions Report 

4550 Water/Sewage - currently being invoiced to HTC but relates to the Trust. Money 

will be transferred across from the Trust 

1 Market Square (340) 

1115 Rental Income – rent received from letting the premises which wasn’t budgeted 

for 

4550 Water/Sewage -tenant should be paying for the utilities. Waiting on a transfer 

Cemetery Services & Overheads (405) 

4510 General Maintenance – includes £5,758 funds from EMR which covers £1,377 

for electrical works and £4,628 for the footpath 

Street Lighting (500) 

Street Furniture (505) 

5400 Bus Shelters – includes £5,456 funds from EMR (Outside Maintenance Funds) 

for bus shelter repairs 

Memorial Institute Trust (660) 

 

Communities Committee 

Tourism and Leisure (200) 

4910 Event Advertising – Expense incurred for bunting along George Street which we 

will need to budget for in future years.  



 An advertising banner expense is also included with the money coming from EMR 

funds. 

 4920 Proms in the Park – budget overspent by £145 

 4941 Stand Proud - budget overspent by £250 

 4966 Hailsham Hero Award – currently has a credit on the account for an accrual 

brought forward from the previous financial year 

Youth Provision (615) 

1300 Fundraising & Donations – Slightly more money has been received from 

Hellingly Parish Council than was budgeted for 

 4115 Telephone – no budget was originally set but monthly costs are being incurred 

for a mobile phone sim only contract 

 

Staffing Committee 

No significant variances to report 

 

Finance and Governance Committee 

Corporate Services (605) 

1078 CiL Received – no budget set £194,531.77 received as the first of two payments 

during 2026/27 

4140 Insurance – Insurance premium was more than anticipated in the budget 

4180 Subscriptions and Publications – includes subscription for My Compliance 

Manager (£1,546) which wasn’t budgeted for but was agreed by committee  

4185 Professional Fees – includes Locum RFO and Caretaker cover at James West 

4225 Vending/Water Machine – these are now in place but hadn’t been budgeted 

for 

Machinery/Tools/Protective Clothing (620) 

Vehicle Costs (625) 

Funded Services (650) 

5500 Hellingly P.C Subsidy - £7,000 has been used from EMR funds from an 

underspend last year but actual cost still came in over budget 

5510 CCTV Camera Costs - includes £9,057 funds from EMR which covers CCTV 

camera replacements 

Account Interest (655) 

 

In summary, total expenditure for the year to date is £636,438 and around 33% of 

budget which is slightly more than anticipated at this time of the year. 

 

 

14.2 Earmarked Reserves 

 

The Councils EMR’s for 2026/27 are attached as Appendix B. 

 
Committee is asked to note balances of the Earmarked Reserves. 

 



You will note that there is a list of committed expenditure from CiL funds at the bottom 

of the spreadsheet 

 

 

14.3 Internal Auditors Report 

 

Appendix C shows the internal auditors report and comments after the final audit for 

2025/26. 

  

Page 4 of this report provides an overview of the auditors recommendations. 

Acting RFO Comments on these points are: 

Point B – will be considered at the annual review process of the Financial Regulations 

in December 2026. 

Point C – Fidelity Insurance was increased with the insurance renewal 

Point E – The website has been updated to reflect current charges 

Point I – Processes have been put in place to ensure that this happens each month 

 

The Internal Auditor confirmed that all objectives had been met and there were no 

recommendations. 

 

Finance and Governance Committee have reviewed the report and recommend to Full 

Council to resolve to accept this. 

 

 

14.4 Internal Controls 
 

Appendix D details the current protocols in place for ensuring transparency and correct 

procedural practices. 

 

 Background  
 Local Councils are responsible for putting in place proper arrangements for the 

governance of their affairs and the stewardship of their resources. Part of good 
governance is the annual review of the Town Council’s Internal Controls including 
measures designed to prevent and detect fraud and corruption.  

 
 Part of this process is performed by the Internal Auditor who performs tests to check 

the effectiveness of the Internal Controls. 
 

 Annual Governance Statement  



Councils are expected to make a number of representations and assertions in eight 

statements of assurance, which together comprise the Annual Governance 

Statement, about the accountability of the Council. The following statements 

appertain to this report. The review of the Internal Controls gives Council the 

assurance required to approve the Annual Governance Statement in June. 

 

Statement Explanatory note 

2. 'We maintained an adequate system 
of internal control, including measures 
designed to prevent and detect fraud 
and corruption and reviewed its 
effectiveness. 

This statement covers the Council's 
responsibility to ensure that its affairs 
are managed in accordance with proper 
standards of financial conduct and 
arrangements exist to prevent and 
detect fraud and corruption. The Council 
also asserts that it has tested those 
arrangements at least once in the year to 
make sure they are working in an 
adequate and effective way. 

5. 'We carried out an assessment of the 
risks facing this authority and took 
appropriate steps to manage those risks, 
including the introduction of internal 
controls and/or external insurance cover 
where required.'  
 
6. 'We maintained throughout the year 
an adequate and effective system of 
Internal Audit of the accounting records 
and control systems.'  
 
7. 'We took appropriate action on all 
matters raised in reports from internal 
and external audit.' 

 
These representations cover the 
Council's responsibility to develop, 
implement and regularly monitor the 
effectiveness of systems of internal 
control covering:  
• the overall control environment, 
including internal audit;  
• the identification, evaluation and 
management of operational and 
financial risks;  
• budgetary control and monitoring 
arrangements; and  
• the documentation and application of 
control procedures. 

 

 The Internal Controls Have been reviewed by F&GP Committee and they have 
resolved to recommend that these are agreed by Full Council. 

 

  

  
 

 

 

 
Acting RFO 









































































 

 

 To be reviewed annually by Finance &Governance Committee  

 before being recommended to Full Council  
   

 Date of Review: June 2026 Resolution No:  

  
 

 INTERNAL CONTROL RESPONSIBILITY 

Minutes  

 

CHECK QUORUM PRESENT FOR EACH FULL 
COUNCIL MEETING 

CLERK TO MEETING 

 CHECK MINUTES PROPERLY SIGNED CLERK TO MEETING 

 PAGES IN MINUTE BOOKS SEQUENTIALLY 
NUMBERED 

CLERK TO MEETING 

 MINUTES REVIEWED BY TC & CHAIR TC/CHAIR 

Assets & Investments  

 
1. Assets   

 REGISTER OF ALL COUNCIL ASSETS RFO 

 ASSET REGISTER AS PER FINAL ACCOUNTS & 
ANNUAL RETURN 

RFO 

 
2. Investments   

 

 A MEMBER OF FINANCE & GOVERNANCE 
COMMITTEE (OTHER THAN THE CHAIR) TO CHECK 
BANK RECONCILIATIONS AGAINST BANK 
STATEMENTS AND SIGN COPIES OF ALL ON A 
MONTHLY BASIS 

MEMBER OF FINANCE & 
GOVERNANCE 
COMMITTEE 

Income  

 1. Credit Income   

 CHECK BOOKINGS / MATCH INVOICING FO  

 INVOICE FROM A SCHEDULE OF REGULAR 
INVOICES (e.g. annual invoicing) 

FO 



 2. Credit Control   

 CHECK DEBTOR BALANCES MONTHLY RFO/FO 

 3. Bad Debts   

 REVIEW REASONS FOR NON PAYMENTS RFO 

 CHECK ALL REASONABLE STEPS TAKEN TO 
COLLECT DEBTS 

RFO/FO 

 COUNCIL AUTHORITY OBTAINED FOR BAD DEBTS 
WRITTEN OFF 

TC/RFO 

   

Cash & Bank  

 1. Receipt of Money   

 ALL CASH KEPT IN SECURELY & BANKED IN 
TIMELY MANNER 

FO 

 ALL CASH RECONCILLED TO ACCOUNTS RFO/FO 

 MOST INCOME TO BE RECEIVED BY BANK 
TRANSFER 

RFO/FO 

 2. Bank Reconciliation   

 PERFORMED AT LEAST ON A MONTHLY BASIS AND 
ALL BANK ACCOUNTS AGREED 

RFO/FO 

 RFO CHECK & ENSURE NO PAYMENTS OR 
RECEIPTS ARE BEING C/F FOR A NO. OF MONTHS 

RFO 

 
A MEMBER OF F&G TO CHECK & SIGN MONTHLY 

RECONCILIATION WITH CORRESPONDING BANK 
STATEMENTS    

RFO/MEMBER OF F&G 

 REVIEW CHEQUES OUTSTANDING FOR OVER 6 
MONTHS AND ENSURE WRITTEN OFF 

RFO 

   

Payments  

 1. Payments   

 PURCHASE ORDERS RAISED FOR  PURCHASES 
WHICH REQUIRE THEM 

STAFF/ FINANCIAL 
REGULATIONS 

 PURCHASE ORDER SPREADSHEET KEPT 
DIGITALLY & BACKED UP 

RFO/FO 



 
PURCHASE ORDERS AUTHORISED BY LIMITED 

OFFICERS. TC (OM or RFO in ABSENCE) TO SIGN 
PURCHASE ORDERS OVER £5000 

COUNCIL/ FINANCIAL 
REGULATIONS 

 RFO AUTHORISES ALL INVOICE PAYMENTS (TC IN 
ABSENCE) 

RFO/TC 

 ORDERING & AUTHORISING  PAYMENT OF INVOICE 
CARRIED OUT BY SEPARATE OFFICERS 

RFO/FO 

 
RFO CAN ONLY SIGN ORDERS IF NO OTHER 

AUTHORISED MEMBER OF STAFF IS AVAILABLE- IF 
RFO SIGNS THEN TC TO AUTHORISE PAYMENT 

RFO/TC 

 ORDERS & DELIVERY NOTES CHECKED AGAINST 
INVOICE AND ATTACHED TO BACK 

FO/RFO 

 2 AUTHORISED COUNCILLOR SIGNATORIES 
FINANCIAL 
REGULATIONS 

 
PAYMENT SCHEDULE PRESENTED WITH 

PROPOSED BACS LISTING TO 2 AUTHORISED 
COUNCILLOR SIGNATORIES 

FO/RFO/COUNCILLORS 

 PAYMENT SCHEDULE AGREED BY AUTHORISED 
SIGNATORIES 

RFO/FO/COUNCILLORS 

 SECURITY OF CHEQUES - STORED IN SAFE RFO/FO 

 

MAJORITY OF PAYMENTS BY BACS, 1 PERSON TO 
INPUT (normally FO), DIFFERENT PERSON TO 
AUTHORISE (TC/COUNCILLORS). NO ONE PERSON 
CAN MAKE A PAYMENT - NEED TWO PEOPLE USING 
THEIR OWN PERSONAL FOB 

RFO/FO 

   

 2. Charge Card payments   

 CARDS KEPT SECURELY RFO/TC 

 MAX £5000 per month  (in line with agreed budgets) 
WITHOUT COMMITTEE APPROVAL 

FINANCIAL 
REGULATIONS 

   

Payroll  

 PREPARE CONTRACTS OF EMPLOYMENT FOR ALL 
STAFF 

TC/CSM 

 CHECK REFERENCES FOR NEW STAFF TC/CSM 

 CHECK GROSS PAY FOR EACH EMPLOYEE IS AT 
CORRECT RATE 

RFO/FO 



 CHECK SICK LEAVE RECORDED CORRECTLY RFO 

 CHECK ANNUAL LEAVE/PAY AGAINST  LEAVE 
RECORDS 

RFO 

 CHECK ANY STATUTORY SICK PAY OR MATERNITY 
PAY DEDUCTIONS 

RFO 

 TC APPROVAL FOR NEW STARTERS TC/CSM 

 PROMPT REMOVAL OF LEAVERS- FROM PAYROLL 
SYSTEM 

RFO 

 TOWN CLERK TO  COUNTERSIGN / AUTHORISE 
PAYROLL BEFORE BACS IS SUBMITTED 

TC/RFO/FO 

 INTERNAL AUDITOR TO AUDIT ANNUALLY RFO 

   

Supplier Invoices  

 CHECK PURCHASE ORDERS & DELIVERY NOTES 
MATCH INVOICES 

FO 

 CHECK PURCHASE ORDERS AUTHORISATION FO 

 CHECK UNMATCHED PURCHASE ORDERS FO 

 CHECK EXPENDITURE CODING TO CORRECT 
BUDGET HEAD & COST CENTRE 

FO/RFO 

 CHECK AUTHORISATION FOR PAYMENT OF 
INVOICE 

FO 

 ENSURE SUPPLIER STATEMENTS CHECKED 
AGAINST PURCHASE INVOICE RECORDS 

FO 

 CHECK ANY OLD CREDITORS & ASCERTAIN WHY 
STILL UNPAID 

RFO/FO 

   

Insurance  

 REVIEWED ANNUALLY RFO/TC 

 PROVIDER REVIEWED EVERY THREE YEARS RFO/TC/FULL COUNCIL 

 
REVALUATION EXERCISE TO TAKE PLACE AT 

LEAST EVERY 5 YEARS TO ENSURE THAT SUMS 
INSURED ARE ACCURATE 

RFO 

   



General  

 CHECK TRIAL BALANCE MONTHLY RFO 

 
AT LEAST TWICE EACH FINANCIAL YEAR- CHECK 

ACTUAL EXPENDITURE AGAINST ESTIMATES & 
INVESTIGATE ANY OVERSPENDS 

RFO 

 VAT RETURN RECONCILLED TO ACOUNTS AND 
SUBMITTED QUARTERLEY  

RFO 

 REGULAR REPORTING TO  COMMITTEES OF 
EXPENDITURE AND VARIANCES FROM BUDGET 

RFO 

 MONTHLY CHECKING OF ALL TRANSACTIONS FOR 
CORRECT CODING 

RFO 

 ANNUALLY CHECK THE INDEPENDENCE AND 
COMPETANCE OF INTERNAL AUDITOR 

RFO/F&G/FULL 
COUNCIL 

 
 

 

 TC= TOWN CLERK  
 RFO=RESPONSIBLE FINANCIAL OFFICER  
 FO= FINANCE OFFICER  
 OM=OPERATIONS MANAGER  

 
CSM=CORPORATE SERVICES MANAGER 

 

 




