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Where information resulting from investigation and/or audit work is made public or is provided to a
third party by the client or by Veritau then this must be done on the understanding that any third party
will rely on the information at its own risk. Veritau will not owe a duty of care or assume any
responsibility towards anyone other than the client in relation to the information supplied. Equally, no
third party may assert any rights or bring any claims against Veritau in connection with the
information. Where information is provided to a named third party, the third party will keep the
information confidential.

1

INTRODUCTION AND SCOPE

1.1

Local councils in England must complete an Annual Governance and
Accountability Return (AGAR) which includes an Annual Governance
Statement, Accounting Statements and an Annual Internal Audit report.

1.2

Proper practices for Town Councils and the preparation of the AGAR is
included in Governance and Accountability for Smaller Authorities (March
2019).

1.3

Internal Audit is a key component of the Council’s system of internal control.
The purpose of internal audit is to review and report to the council whether its
systems of financial and other internal controls and procedures are effective.

1.4

As part of the AGAR the council’s internal auditor, acting independently and
on the basis of an assessment of risk, carries out assessments of compliance
with relevant procedures and controls in operation throughout the financial
year.

1.5

Veritau completed two audit ‘visits’ to Keighley Town Council assessing the
2019/20 internal controls. The first visit took place in January 2020 and a
report was issued and agreed following this work. Work was also undertaken
remotely (due to the Covid-19 virus) in June 2020.

1.6

This work has allowed us to complete the Annual Internal Audit report and
form judgements on the operation and effectiveness of Keighley Town
Council’s internal control arrangements in 2019/20, prior to the council
completing the Annual Governance Statement.

1.7

This report covers the findings from the June 2020 work as well as providing
some additional information on the overall judgements made on the Keighley
Town Council’s internal control arrangements that operated during 2019/20.

2

FINDINGS
Overall Assessment

2.1

We were able to provide a ‘Yes’ conclusion to nine of the eleven applicable
areas of internal control when providing our assessment on arrangements at
Keighley Town Council in 2019/20. The two areas we concluded ‘No’ are on
the risk management and petty cash arrangements operating during the
2019/20 year.

2.2

In both areas the Council has, in the first quarter of 2020, taken the necessary
steps to address the weaknesses we have previously reported. This work
should help enable both areas to be fully compliant throughout the 2020/21
year.

Maintenance of books of account
2.3

The Council uses the RBS finance system package. Income and expenditure
is coded to individual cost centres. The Town Clerk and the Responsible
Finance Officer (RFO) are the only officers with full access to the system.
Access is also available to the Allotments Officer at a more restricted level.
This level of access is appropriate and helps to ensure accuracy of the
information.

2.4

At times towards the end of 2019 (due to a period of sickness for the RFO and
when the Council was without a Town Clerk) there were delays in some
information being updated into the books of account. However this matter was
identified by the incoming Town Clerk and RFO and measures put in place in
early 2020 so 2020/2021 budgeting and the year-end accounts were based
on up to date information. A planned transition to digital banking in 20/21 is
hoped to further speed up the timeliness in the system being updated.
Preparation of accounting statements

2.5

The financial statements and the disclosures for the AGAR were supported by
detailed information from the electronic accounting system.
Payments

2.6

We reviewed 2019/20 total expenditure with previous years and obtained an
understanding for all significant year on year variances. We also covered
some of these areas (such as allotment expenditure) within our sample
testing.

2.7

As part of our June 2020 work we tested ten payments. As in our previous
2019/20 work, we saw the amounts spent were supported (where appropriate)
by invoices. We found no issues with the sample reviewed. The average time
to make a payment of those we sample tested in January and February 2020
was 21 days.

2.8

A new process has recently been developed for payment of invoices. The
plan is to utilise digital banking to make payments. The financial regulations
have also updated and agreed in March introducing a target of 14 days to pay
all invoices.
Payments under Contract

2.9

In our previous 2019/20 report we highlighted some weaknesses in respect of
contracts and the Contracts Register which had been brought to our attention
by the Town Clerk.

2.10

Good progress has been made in taking these areas for improvement
forward. A Contracts Register has been developed by the Town Clerk which
now includes the 28 contracts that have been identified to date.

2.11

A procurement policy has also been developed and adopted in March 2020.
The policy outlines a framework to enable the Council to attain best value for
the goods, materials and services purchased. There is also an approved
suppliers list in place since April 2020, identifying suppliers that are the most
practical and economically efficient for the Council to use.
Risk Management

2.12

Risk management is the process whereby authorities methodically address
the risks associated with what they do and the services which they provide.
Further detail on risk management and the expected arrangements is
included in pages 54-57 of Governance and Accountability for Smaller
Authorities (March 2019).

2.13

Internal Control Objective C requires that ‘This authority assessed the
significant risks to achieving its objectives and reviewed the adequacy of
arrangements to manage these.’ In making last year’s assessment on risk
management we highlighted arrangements have not been updated since our
work in November 2017.

2.14

In our visit in January 2020 we discussed the progress made with the Town
Clerk who explained he was aware of the work needed on risk management.
He provided a draft copy of his proposed Risk Assessment Policy.

2.15

In our work in June we saw arrangements have been further updated. The
Corporate risk assessment was updated and approved at full council in March
2020. There is also an action log in place to review the progress of mitigating
actions in place.

2.16

Good progress has been made in the 2020 calendar year to develop the
arrangements. These actions should help enable the Council’s risk
management arrangements to be fully compliant to expected practice
throughout the 2020/21 year. However as at this audit we are making a
judgement on arrangements during 2019/20 we have concluded with a ‘No’ in
respect of the arrangements in place.
Budget and Reserves Management

2.17

We reviewed and reported on the budget procedures as part of our previous
2019/20 report. Some areas for improvement had been identified and we had
already seen actions to help address those areas as part of the 2020/21
budget setting process. For instance underpinning the 2020/21 budget was a
cost centre by cost centre critical review of income and expenditure.

2.18

Standard operating procedures are now in place for officers to follow when
monitoring and managing budgets. Each budget line has been allocated to a
budget holder. Budget holders use a spreadsheet (including available and
committed spend) to monitor each of their budgets. Budget information will be
included in the financial system and provided to members.

2.19

Effective management of reserves is part of the overall management of the
Council budget and finances. As Governance and Accountability for Smaller
Authorities explains, local authorities have no legal powers to hold revenue
reserves other than those for reasonable working capital needs, or for
specifically earmarked purposes. As part of the 2020/21 budget setting
process improvements to reserves management were introduced with capital
spending being separated from revenue spending to help ensure capital
investment decisions are costed.

2.20

As at 31 March 2020 reserves have decreased by £390k and total £406,865
(0.77 times the size of the 2020/21 precept). This level of reserves does not
exceed the 2 x precept level which requires an explanation (in respect of the
size of reserves) to be provided to external audit as part of the year end
submission.
Income

2.21

Arrangements for receipt and processing of income remain as per previous
years. There has been an increased level of income within the Civic Centre
and Civic Centre Bar compared to 2018/19. We tested an additional sample
to our January 2020 testing of receipts and found no significant matters
arising. Arrangements were in place to ensure debts were raised and income
was being banked in a timely manner.
Payments to Employees

2.22

Work on payments to employees was undertaken and reported as part of the
previous report. Payments throughout the year were made by Bradford
Council which should give the Council comfort that PAYE and NI is being
properly deducted.

2.23

Payments to staff increased significantly during 2019/20 compared to 2018/19
when the total year expenditure was £130k. The total year expenditure for
2019/20 was £248k.

2.24

The budget for staffing costs in 2020/21 is £235k. The council are taking steps
to reduce the staffing costs including commissioning a working group to
review a potential staff restructure. Alongside other measures such as not
using agency workers, the aim is to reduce annual staffing costs to
approximately £200k.
Bank Reconciliations

2.25

Bank reconciliations continue to be completed on a monthly basis. These
reconciliations are periodically presented and reviewed by the Finance and
Audit Committee. A year end (31 March 2020) bank reconciliation was
completed and we had no matters to report to members from our review.

Asset Registration
2.26

An up to date and accurate asset register is the starting point for any system
of financial control over assets. Last year we reported that the version of the
Asset Register provided to audit has not been reviewed for two years. We
recommended the register be reviewed and updated to ensure the register
was complete and accurate, and that review be provided to members.

2.27

The Asset Register has been reviewed, updated and was approved at full
council in March 2020.
Petty Cash

2.28

As part of our previous visit in January 2020 we reviewed and reported on the
Council’s petty cash arrangements. At that point we found petty cash records
were only available for the period up until the end of August 2019. We also
noted that from the period April to August 2019 there was a significant
increase in the use and value of petty cash. For example in July 2019 £852 of
Petty Cash was used, compared to £195 in April 2019.

2.29

Whilst petty cash payments were supported by receipts, some of the areas of
expenditure were not of a type the Council should have been using petty cash
for. The Council also did not have an active policy on petty cash to help define
what it should/should not be being used for.

2.30

Following that work, in discussion with the (then new) Town Clerk, he agreed
with our findings and explained he had made changes with a view to not using
petty cash much in the future. All petty cash payments that would be made
would need the Town Clerk’s approval before being reimbursed. In the
absence of a current clear policy, expectations on what can/cannot be
reclaimed had been communicated to all relevant staff.

2.31

In our June 2020 work we revisited petty cash and could see improvements
had been made. The use of petty cash was significantly reduced compared to
those we reviewed relating to the first half of 2019/20. Officers are restricted
to a maximum £30 spend per transaction using petty cash. There is now a
separate cashbook on the finance system for petty cash.

2.32

In forming a judgement for the AGAR (as explained in 1.4) Internal Audit
assesses the compliance with relevant procedures and controls in operation
throughout the 2019/20 financial year. Improvements on petty cash have been
made in the final quarter of 2020 and should enable the Council to have
appropriate controls to cover the full 2020/21 year. However my view on the
arrangements in operation throughout 2019/20 is they were not sufficiently
robust for me to conclude they were of a standard adequate to meet the
needs of the authority.

Explanation of variances – pro forma
Keighley Town Council

Name of smaller authority:

County area (local councils and parish meetings only):

Insert figures from Section 2 of the AGAR in all Blue highlighted boxes
Next, please provide full explanations, including numerical values, for the following that will be flagged in the
green boxes where relevant:
• variances of more than 15% between totals for individual boxes (except variances of less than £200);
• a breakdown of approved reserves on the next tab if the total reserves (Box 7) figure is more than twice the annual
precept/rates & levies value (Box 2).

Variance
£

Variance
%

Explanation Automatic responses trigger below based on figures
Required? input, DO NOT OVERWRITE THESE BOXES

20xx/xx
£

20xx/xx
£

778,756

795,898

500,570

506,137

5,567

1.11%

NO

120,406

126,223

5,817

4.83%

NO

134,434

248,276

113,842

84.68%

YES

57,063

57,063

0

0.00%

NO

1 Balances Brought Forward

2 Precept or Rates and Levies
3 Total Other Receipts

Explanation of % variance from PY opening balance not
required - Balance brought forward agrees

Staff costs increased due to increased post numbers. At the end of 2018, three new posts were
created, caretaker, deputy town clerk and allotments officer. During 2019 a project officer was
also recruited. A staffing review is currently taking place.

4 Staff Costs

5 Loan Interest/Capital Repayment

Major capital works were carried out to the council owned civic centre in 2019/20 including a new
computer system totalling £63,179, major roof repairs totalling £71,185 and a new boiler totalling
£89,562. The civic centre has been re-decorated and security improvements carried out.
Allotments have been approved and expanded and additional grants have been handed out to
community organisations.

6 All Other Payments

7 Balances Carried Forward

412,337

791,907

795,898

331,012

Explanation from smaller authority (must include narrative and supporting figures)

379,570

92.05%

YES
VARIANCE EXPLANATION NOT REQUIRED
NO

8 Total Cash and Short Term Investments

953,143

VARIANCE EXPLANATION NOT REQUIRED

406,866

9 Total Fixed Assets plus Other Long Term Investments and Assets

10 Total Borrowings

1,661,989

16,835,663 15,173,674

912.98%

YES

1,040,234

1,035,965

-4,269

0.41%

NO

Rounding errors of up to £2 are tolerable
Variances of £200 or less are tolerable

The asset register has been updated to include new I.T. equipment and disposals of old office
furniture and equipment. Note no monetary value has been altered on any existing assets.

