
 

 
 

 

 

 
8th June 2021 
 
To: Cllrs N. Barrett–Morton, K. Cleasby, J. Davies, N. Fogg, M. Hall (Vice Chair), G. Loosmore, A. Ross (Chair), ,              
J. Sheppard, and the Town Mayor 
 
Dear Councillor, 
 
I hereby summon you to a meeting of the Finance and Policy Committee, which will be held on Monday, 
14th June 2021 in the Assembly Room, Town Hall, immediately following the Planning Committee 
meeting and not before 7.30pm 
 
Yours faithfully, 
 
Richard Spencer-Wiliams 

 
Mr Richard Spencer-Williams, PSLCC 
Town Clerk 
 
This meeting will be held at the Town Hall according to the latest Government Covid Safety Guidelines.  
 
All those in attendance at the meeting will be required to wear a face mask unless exempt or when seated. 
 
There will be twelve places for members of the public to attend. If members of the public wish to attend they 
should notify the Town Clerk of this by noon on the Friday prior to the meeting.  
 
If members of the public wish to attend and ask a question they should also notify the Town Clerk of this by 
noon on the Friday prior to the meeting and provide in writing their question at the same time. 
 
No members of the public will be allowed to attend if all the allocated seats are taken. 
 
If members of the public wish to ask a question, but not attend, they can provide the question in writing to 
the Town Clerk by noon on the day of the meeting, and a written response will be provided. 
 
 

Public Question Time - In accordance with Standing Order 3 (f), members of the public may ask 
questions of the Finance & Policy Committee.  The time allocated for this should not exceed 10 
minutes and be limited to 1 question per person unless directed otherwise by the Chairman.  A full 
response may not be possible without further research and the Chairman may direct that a written 
or oral response be given.    
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AGENDA 

1. Apologies for Absence

2. Declarations of Interest and Requests for Dispensations
To receive declarations of interest and consider any requests for dispensations

3. Chairman’s Announcements

4. Minutes
To approve and sign as a correct record the minutes of the Finance and Policy Committee held on 
Monday, 15th March 2021.

5. Year End Financial Reports 2020-21
To note the Financial Reports for month12, 2020-21

6. Internal Audit Report
To note and consider the 2020/21 Internal Audit Report for referral to Full Council

7. Annual Governance Statement 2020/21
To consider and approve the Annual Governance Statement at Section 1 of the Annual 
Governance and Accountability Return (AGAR) ahead of signature by the Town
Mayor/Chairman of the Council

8. Annual Accounting Statements 2020/21
To consider and approve the Annual Accounting Statements at Section 2 of the Annual 
Governance and Accountability Return (AGAR) ahead of signature by the Town
Mayor/Chairman of the Council

9. Committee Budgets 2021/2022
To receive and consider the Finance Report reports to end of April 2021

10. Precept Setting Timetable
To agree the timetable for precept setting for 2022/23

11. eComms Policy (Social Media Policy)
To consider the revised ‘eComms’ (Social Media) Policy for referral to Full
Council



      REPORTS 
 
 
 
ITEM 4 Minutes  
 

MARLBOROUGH TOWN COUNCIL 
FINANCE AND POLICY COMMITTEE 

 
Minutes of a meeting of the Finance & Policy Committee held on Monday, 15 March 2021 at 8.07pm by 

videoconference 
 

 
PRESENT Councillor Andrew Ross   Chairman 
 Councillor Mark Cooper   Town Mayor 
 Councillor Nicholas Fogg 
 Councillor Alexander Kirk Wilson 
 Councillor Guy Loosmore 
 Councillor Mervyn Hall 
 Councillor Susie Price 
 Councillor Andy Wilson 
 Councillor Jo Waltham 
ALSO 
PRESENT Mrs Shelley Parker   Town Clerk 
 Richard Spencer-Williams  Town Clerk (designate) 
 Dawn Whitehall    Administrator 
 Councillor Noel Barrett-Morton  Observing 
 Neil Goodwin    Marlborough.News 
 Plus 4 members of the public 
 
 
 PUBLIC QUESTION TIME 
 There were no questions. 
 
493/20 APOLOGIES 
 Cllr. Fogg gave his apologies as he would need to leave part way through the meeting. 
 
494/20 DECLARATIONS 

Councillors Ross, Hall, and Wilson – agenda item 5 – Small Grants - non-pecuniary interest 
in one grant application for The Merchant’s House (in accordance with Appendix B of the Code 
of Conduct) 

 
495/20 CHAIRMAN’S ANNOUNCEMENTS 

The Chair thanked Members for their hard work in the past year and, despite coping with 
meeting virtually due to Coronavirus pandemic restrictions, a lot had been achieved.   
 
He welcomed the new Town Clerk, Richard Spencer-Williams to the meeting.  He was sad 
that this was the last meeting for current Town Clerk, Shelley Parker.  Huge thanks were due 
to her for making a genuine difference to Marlborough: she would leave a legacy of successful 
projects, some positive changes, great attention to detail in terms briefing and report writing and 
overall meeting management, all delivered with calm efficiency and charm.  He wished her well. 

 
Mrs Parker thanked him: it had been a privilege to serve Marlborough, working with 8 Mayors, 
dedicated Town Councillors and supported by an excellent team of staff.  
 

 



496/20 MINUTES 
RESOLVED: that the minutes of the meeting held Monday, 11 January 2021 were approved as 
a true record and signed by the Chairman 

 
 
497/20 TOWN COUNCIL GRANT SCHEME 

Members noted a report by the Town Clerk and considered grant applications from St John’s 
Residents Association, the Friends of the Old Victorian Cemetery, Marlborough St Marys CEVC 
Primary School and The Merchant’s House.   
 
The balance in the grants budget was £2,600 and the applications totalled £4,818.56.  Members 
felt all applications were very deserving causes which would benefit the community and 
considered how best to award the available funds.  They also noted that one element of the 
application from the Friends of the Old Cemetery (insurance costs) did not meet the scheme’s 
criteria, but its other components were suitable.   
 
Councillors Ross, Hall and Wilson did not vote on the application for The Merchants House and 
Councillor Loosmore took the chair for the item. 
 
RESOLVED: that small grants be awarded to: 
i) St Johns Residents Association for £973 to create a new flat, paved area and all-weather 

table and chair set for the Community Garden 
ii) Friends of the Old Cemetery for £300 to purchase tools and plants 
iii) Marlborough St Marys CEVC Primary School for £446.25 to provide books for approximately 

20 children in years 3 and 4 of a low reading age 
iv) The Merchants House Trust for £880.75 towards the cost of a survey to determine any 

damage caused by insect attack to the timbers of the building 
 
 Some members of the public left the meeting 
 
498/20 COMMITTEE BUDGETS 2020/2021 

Members noted the committee income and expenditure reports to end February 2021 (months 
9, 10 and 11) and lists of payments. 

 
499/20 INTERNAL AUDIT REPORT 2020-2021 

Members noted the second Interim Internal Audit Report which was the second to be conducted 
remotely and no major issues had been identified.  Members commended staff for an excellent 
job in managing the Town Council’s finances. 

 
500/20 COMMUNITY INFRASTRUCTURE LEVY (CIL) 

Members noted a report by the Town Clerk.  Whilst potential allocations to sports clubs were 
discussed, Members felt that that it was more appropriate for this to be discussed at a Full 
Town Council meeting.  Members noted too that if the Neighbourhood Plan were to be 
approved, that developer contributions would increase from 15% to 25%. 
 
RESOLVED: to recommend to Full Town Council that any decision on unallocated CIL funds be 
taken by Full Town Council. 
 

501/20 EAR MARKED RESERVES 
Members noted a report by the Town Clerk and in accordance with para. 4.2 and 4.9 of 
Financial Regulations, considered which 2020/2021 budget monies should be recommended to 
Full Council to move to an ear marked reserve. 
 
RESOLVED: (i) that all current ear marked reserves (2020/2021) remain for 2021/2022 with the 
exception of the one for staff training where the balance (£2,500) be vired to the new workshop 
and that a new ear marked reserve is created for £2,000 towards the 2021 Dark Skies Festival  



 
RESOLVED: (ii) that the priority for increases of earmarked reserves going forward for 
2021/2022 should be: 

• New Workshop  
• Heritage Fund 
• Open Spaces Maintenance* 
• Informal Car Park 
• Town Hall 

(*to be renamed Open Spaces Machinery Reserve) 

RESOLVED: (iii) that the final figures for ear marked reserves (once budget balances are 
known) be submitted to Full Council for approval 

 
502/20 URGENT MATTERS 

Members noted decisions taken during the Coronavirus pandemic under para. 3.2 of the 
Scheme of Delegation: 

• To agree a request to offer a rental holiday to a tenant of a Town Council owned 
property due to COVID impact 

• To agree that the new workshop project includes an extension to the car park and 
additional tree survey, and that the planning application includes these elements 

• To grant permission to GreenSquare for temporary sales advertising boards and flag 
poles at the Rabley Wood site. 

 
503/20 CHARITIES 

Members noted a report by the Town Clerk about taking forward dormant charities 
 
504/20 ASSET REGISTER 

Members noted the updated asset register and agreed slight amendments to the layout 
 
505/20 DISPOSAL OF EQUIPMENT 

Members noted a report by the Town Clerk and considered a recommendation about the 
disposal of mobility scooters following the closure of the Marlborough Shopmobility scheme  
 
RESOLVED: that the sale of 5-year-old scooters to the Mobility Store is approved 

 
506/20 INVESTMENTS 

Members noted information from the Public Sector Deposit Fund about the potential future 
direction of interest rates in UK money markets.  It was agreed to continue to monitor the Town 
Council’s investments closely. 

 
507/20 STANDING ORDERS AND FINANCIAL REGULATIONS 

RESOLVED: that a review of Standing Orders and Financial Regulations is undertaken ahead 
of adoption by the new council. 
 

 
The meeting closed at 8.58pm 

 
 
 
 
 
Signed: ………………………………………………….      Date: ………………………………. 
  Chairman 
 
 

 



ITEM 5 Year End Financial Reports 2020-2 
      To note the Financial Reports for month12, 2020-21 (see attachment 1) 
 
ITEM 6 Internal Audit Report 
      To note and consider the 2020/21 Internal Audit Report for referral to Full Council. 
      (see attachment 2) 
 
ITEM 7 Annual Governance Statement 2020/21  

To consider and approve the Annual Governance Statement at Section 1 of the Annual 
Governance and Accountability Return (AGAR) ahead of signature by the Town 
Mayor/Chairman of the Council  

      (see attachment 3) 
 

ITEM 8 Annual Accounting Statements 2020/21  
 To consider and approve the Annual Accounting Statements at Section 2 of the Annual 

Governance and Accountability Return (AGAR) ahead of signature by the Town 
Mayor/Chairman of the Council 

      (see attachment 3) 
 
ITEM 9 Committee Budgets 2020/2021  

To receive and consider the Finance Report reports to end of April 2021 
(items 2 – 5 attachment 4) 

 
1) Overview Report 

 
 Marlborough Town Council 

 

 

 

 

 

 

 

 

 

Finance and Policy Committee 14.6.21 
Quarterly Finance Report- Month 1 2021/22 

 

 
Year to date Receipts / Payments analysis 
Receipts £435,442.87 
Payments £90,191.73 
Balance per cashbook (1.5.21)  £1,100,508.62 
Bank Reconciliation (1.5.22) £0.00 
 

Budget Analysis 
Income 
1176 50% Precept received  
1101 Cemetery £1110 
1103 Open Spaces £245 
110  Corporate Properties £5443  
1050 Income -Town Hall £413 ( 2.1%) 
1112 Income Toilets £455 
1329 Income - MY&YC £314 (5.2%) 
 
Expenditure 
4005 Ellis Whittam Hr support annual fee paid 
4042 Subscriptions - £2903 ( WALC , Great West Way) 
4025 12-month Insurance paid 
4102 Mayor Making – £1252 live streaming service 
4011 Business rates Workshop  – £1323, 6 monthly instalment 
4325 Stonebridge Meadows- £455 replacement bench 



4011 Business Rates Town Hall - £8233, 6 monthly instalment 
4999 Toilets maintenance £ 1590, quarterly payment ( Town Hall) 
4313 Toilets maintenance £3124, quarterly payment ( George Lane) 

 
 

Budget Overview 
Please refer to Omega Detailed Reports  
Attached: 

• Omega Report Detailed Income & Expenditure by Budget Heading 1.5.21 
• Omega Report Bank Reconciliation 1.5.21 
• Omega Report Receipts and Payments Summary Month 1 
• Omega Report Detailed Balance Sheet Month 1 

 

RSW 7.6.21 
 

Copies 2-5 attachment separately 
 

2) Detailed Income & Expenditure by Budget Heading 
3) Bank Reconciliation 
4) Cashbook Summary (Receipts and Payments Summary) 
5) Detailed Balance Sheet inc. stock movement 

 
ITEM 10 Precept Setting Timetable 
The Committee is asked to consider and agree the following outline timetable for precept setting 
for 2022/23. 
 
Timetable for the Budget and Precept Planning Process for 2022/23 
 
Date 
 

Committee Action 

31.8.21 Amenities & Open 
Spaces  

An opportunity to discuss spending 
plans and budgets for 2022/23 with 
particular attention to increased costs 
if devolution of services from WC is 
likely.  (This committee is likely to have 
most impact from this)  
 

4.10.21 Property To agree spending plans and budgets 
for 2022/23 and make 
recommendation to F&P 
 

25.10.21 Planning  To agree spending plans and budgets 
for 2022/23 and make 
recommendation to F&P 
 

15.11.21 Amenities & Open 
Spaces  

To agree final spending plans and 
budgets for 2022/23 and make 
recommendation to F&P 
 

6.12.21 Finance & Policy To agree F&P spending plans for 
2020/21 and review recommendations 
from budget holding committees and 
any recommendations from non-
budget holding committees. 
Prepare recommendation for FTC on 
13th December 
 



13.12.21 Full Town Council  Recommendation to FTC for 
agreement for 2022/23 budgets and 
precept figure to levy to Wiltshire 
Council 
 

 
All budget holding committees will be given the 2021/22 budget figures for the end of September. 
At this six-monthly point in the financial year, Members will have a better idea of overall 
expenditure on which to base estimates for 2022/23.   
 
If there are staffing implications associated with Committee budget recommendations (i.e., 
increased staff capacity is needed) the staffing-Sub Committee (non-budget holding) will need to 
arrange a meeting between the 15.11.21 and the 6.12.21 to make a recommendation about salary 
budgets to F&P. The most likely scenario for this to arise would be resulting from any A&OS 
Committee recommendations on the 15th of November. 
 
Town Clerk 3.6.21  
 
ITEM 11  eComms Policy (Social Media Policy)     
 
The current ‘Social Media’ policy was last reviewed in May 2016. Since then, social media and the 
Councils use of it has moved on. There is more public online engagement, both in terms of the 
public’s approach to the Council, and in terms of how the Council uses various forms of social 
media and its electronic presence to respond to community need or communicate about its 
activities and services.  
 
This ‘eComms’ policy aims to recognise the current situation and should provide more clarity to 
staff and councillors. Based on best practice (as advised by SLCC), the ‘eComms’ policy 
encompasses more forms of social media and the Council’s scope of electronic presence.  
 
 
The Committee are asked to consider the draft ‘eComms Policy’ (below), which would update and 
replace the existing ‘Social Media Policy’, for referral to Full Council for adoption. 
 
Town Clerk 3.6.21 
 
 
 
 
 
 
 
 
 
 

MARLBOROUGH TOWN COUNCIL 

Electronic Communications and Social Media Policy 
1. Introduction 

Marlborough Town Council uses online tools to provide and communicate information easily, clearly, 
effectively, appropriately and in a timely manner to the people, businesses, and agencies it works 
with and serves.    
 
The Council has a website, social media (Facebook, Twitter, and Instagram) accounts, YouTube 



channels and uses email to communicate.  For a full list see section Error! Reference source not 
found..   
 
The Council will always try to use the most effective channel for its communications and over time 
may add to the channels of communication that it uses as it seeks to improve and expand the 
services it delivers.  When these change this Policy will be updated to reflect the new arrangements. 

 
The Council’s website and social media accounts intend to provide information and updates 
regarding Council meetings, news, services, events, and activities within our Parish as well as 
information for tourists, and to promote our community positively. 
 
It is important to ensure that the Council balances the opportunities presented by social media 
platforms with its duties to service users and partners, its legal responsibilities, and its reputation.  
For example, the Council must be mindful of its duty to safeguard children, young people, and 
vulnerable adults. 

2. Purpose 

This policy aims to provide a framework of good practice to ensure that: 
 
2.1. Users know what to expect from Council online platforms and how to communicate online 

with Marlborough Town Council. 
2.2. The Council is not exposed to security, legal or governance risks. 
2.3. The reputation of the Council is not adversely affected. 
2.4. Users can clearly distinguish where information provided via social media is legitimately 

representative of the Council. 
2.5. Council Representatives (as described in 3.1) are clear about their roles and responsibilities. 

3. Scope 

3.1. This policy covers the use of electronic mail, websites, social media, and networking 
applications by Council employees, elected Members, partners or other third parties 
(including contractors and volunteers) acting on behalf of the Council.  These groups are 
referred to collectively as “Council Representatives”. 
 

3.2. Where individuals, including those from partner organisations or volunteers, are involved and 
are acting on behalf of the Council, they will also be expected to comply with relevant 
Council policies. 
 

3.3. This policy covers online and social networking applications including, but not limited to, 
blogs (for example, WordPress), online discussion forums, collaborative spaces, media 
sharing services (for example, YouTube), videoconferencing (for example, Zoom) and social 
networking and micro blogging applications (for example Twitter, Facebook, Instagram and 
TikTok). 
 

3.4. This policy applies to all uses of electronic communications used for any Council-related 
purpose and regardless of whether they are hosted corporately or not and must be 
considered where Council Representatives are contributing online in an official capacity to 
sites provided by external organisations. 
 

3.4. All Council Representatives should bear in mind that information they share online, even if 
they are on private spaces, are still subject to copyright, data protection and Freedom of 
Information legislation, the Safeguarding Vulnerable Groups Act 2006, Equal Opportunities, 
and other legislation. 
 

3.5. Use of social networking applications in work time for personal use only is not addressed by 
this policy. 

 



4. Terms of Use of Online Media 
Council Representatives must adhere to these Terms of Use. These apply to all uses of social 
networking applications by all Council Representatives. This includes, but is not limited to, public-
facing applications such as open discussion forums and internally facing uses such as project blogs 
regardless of whether they are hosted on corporate networks or not.  
 
Comments made on social media platforms sometimes lack transparency or clear audit trails: for 
example, a @username may be an alias with no contact information provided such as an email 
address.  In addition, users tend to ‘share’ and comment on posts across multiple sites and profiles.  
This means it is not always possible to see all comments relating to a topic or post (for example, if 
someone has shared and commented on a private profile).   
 
For these reasons, the Town Council will never use social media to enter into debates, discussions 
to answer questions raised by the public other than to answer simple service-related questions (for 
example, “How do I apply for an allotment?”).  Proper routes to raise questions with Council include 
Public Question Time at any Council meeting or via the Town Council office (in writing, by email or 
by telephone), or by contacting a Councillor.  Contact details for Officers and Councillors are 
published on the Town Council’s website. 
 
Official Council profiles and pages will be managed by staff on behalf of the Town Clerk and will only 
be used to share information or promote events or tourism.  They will not be used to enter into 
discussions, debates, or answer questions other than simple service questions. 
 
Where individuals, including those from partner organisations or volunteers, are involved and are 
acting on behalf of the Council, they will also be expected to comply with relevant Council policies. 
 
All Terms of Use apply to all types on online communication irrespective of platform.   
 
4.1. All proposals for using online communications as part of a Council service (whether they are 

hosted by the Council or by a third party) must be approved by the Town Clerk first. 
 

4.2. Use of online applications which are not related to any Council services (for example, 
contributing to a wiki provided by a professional association) do not need to be approved by 
the Town Clerk.  However, Council Representatives must still operate in line with the 
requirements set out below. 
 

4.3. Where applications allow the posting of messages online, users must be mindful that the 
right to freedom of expression attaches only to lawful conduct. The Council expects that 
users of social networking applications will always exercise the right of freedom of 
expression with due consideration for the rights of others and strictly in accordance with 
these Terms of Use. 
 

4.4. Posts must not contain content that is knowingly unlawful, libellous, harassing, defamatory, 
abusive, hateful, threatening, harmful, obscene, profane, sexually oriented, or racially 
offensive. 
 

4.5. Posts must not be used for actions that would put the Council Representatives in breach of 
Council codes of conduct or policies relating to Elected Members or staff. 
 

4.6. Profiles, pages, or posts must not be used for party political purposes or specific 
campaigning purposes as the Council is not permitted to publish material which ‘in whole or 
part appears to affect public support for a political party’ (LGA 1986). 
 

4.7. All users need to be aware that applications may be closed, or commenting suspended, for a 
defined period before local or national elections in order to comply with legislation which 



affects local authorities. 
 

4.8. Profiles, pages, or posts must not be used for the promotion of personal financial interests or 
personal campaigns. 
 

4.9. Profiles, pages, or posts must not be used for the promotion of commercial ventures. 
 

4.10. Any contributions made by Council Representatives should be professional and uphold the 
reputation of the Council. 
 

4.11. Members, if using their own social media account profiles, must ensure that they state they 
are either speaking in a personal capacity or simply providing details of works undertaken or 
policies agreed by Marlborough Town Council and not speaking on behalf of the Council. 
 

4.12. Council Representatives should not post to, or comment on, Marlborough Town Council 
social media sites as their comments may be perceived to reflect the views of Marlborough 
Town Council and could lead to unnecessary debate in the public domain and/or leave the 
Council exposed to reputational risk.  They can however do this if they have cleared the 
content in advance with the Town Clerk or his or her delegated officer, for example, the 
Mayor or Chair of a Committee may be asked to comment on a matter of public interest.  
Comments should always represent a corporate or consensus view.  Any comments deemed 
to be in violation of this will be hidden and/or removed (see section 7 ‘Enforcement). 
 

4.13. Members may interact with Town Council social media channels simply to show support, for 
example to ‘like’ a post, or to share stories to other platforms with neutral comments, or to 
add neutral or benign comments to a post, for example to say “well done” against a good 
news story. 
 

4.14. Council Representatives should think very carefully before posting to other social media 
platforms with wide readership, for example the Facebook page called Marlborough Notice 
Board.  If they do so they should make it clear in their statement that their comment reflects 
their own personal views and is not representative of Marlborough Town Council unless this 
has already been cleared by the Town Clerk or is signposting to information already 
published on the Marlborough Town Council website or other channel. 

5. Transparency 
It is important to ensure that members of the public and other users of online services know when an 
email account, website or social networking application is being used for official Council purposes.  To 
assist with this, all Council Representatives must adhere to the following requirements: 
 
5.1. Officers and Elected Members must only use their email account or website in the @marlborough-

tc.gov.uk domain for user accounts which will be used for official Council purposes. 
 

5.2. Council Representatives should identify themselves as such where appropriate on social 
networking applications and in official email accounts (for example, by providing additional 
information in user profiles and/or to add an email signature with “Councillor myname, Marlborough 
Town Councillor”) 
 

5.3. The use of the Council’s logo or other branding elements should be used where appropriate to 
indicate the Council’s support.  The logo should not be used on social networking applications 
which are unrelated to, or are not representative of, the Council’s official position. 
 

5.4. Official complaints procedures must be published in a prominent place which is easily accessible to 
others. 
 

6. List of Applications 



Marlborough Town Council has a range of online tools that will be to convey and share information to 
the public, to tourists or for press announcements. 

 
6.1. Email – all official accounts will only use the @marlborough-tc.gov.uk domain.  Officers and 

Elected Members have email address which are listed on the Town Council Website.  In addition, 
there is a general enquires address: enquiries@marlborough-tc.gov.uk 
 

6.2. Website - https://marlborough-tc.gov.uk/  
The Town Council’s website is the ‘landing page’ or hub for all council-related information.  It 
provides information about services, useful links for the community and tourist information.  It is a 
repository for information, for example agendas and minutes of meetings; venue hire prices; 
contact information and from time to time may be used to host public consultations or other 
relevant items of business. 
 

6.3. Facebook @MarlboroughTC is the main Marlborough Town Council Facebook page.  
From time-to-time subpages will be created, for example @marlboroughdarkskiesfest to promote 
the 2021 Dark Skies Festival and used in partnership with the North Wessex Downs AONB, and 
@MarlboroughinBloom to showcase the town’s entry into RHS South West in Bloom. 
 

6.4. Twitter: @MTCWilts 
 

6.5. Instagram: @VisitMarlborough; used exclusively as a tourist information page 
 

6.6. YouTube: Marlborough Town Council is the main channel, with sub channels for Marlborough Dark 
Skies Fest and Visit Marlborough UK tourist information. 
 

6.7. Social media sites listed above are not monitored 24/7 and we will not always be able to reply 
individually to messages or comments received.  However, we will endeavour to ensure that any 
emerging themes or helpful suggestions are passed to the relevant people or authorities.  Please 
do not include personal or private information in your social media posts to us. 
 

6.8. Sending a message/post to us via social media will not be considered as contacting the Council for 
official purposes and will not be obliged to monitor or respond to requests for information through 
these channels.  Instead, please make direct contact with the Town Clerk or via the general 
enquiries email address and/or any Members by emailing or writing to us. 
 

6.9. We retain the right to remove comments or content that includes: 
• Obscene or racist content 
• Personal attacks, insults, or threatening language 
• Potentially libellous statements 
• Plagiarised material, any material in violation of any laws, including copyright 
• Private, personal information published without consent 
• Commercial promotions or spam 
• Alleges a breach of a policy or the law 

 
 

6.10. The Council’s response to any communication received not meeting the above criteria will be to 
either ignore, inform the sender of our policy, or send a brief response as appropriate.  This will 
be at the Council’s discretion based on the message received, given our limited available 
resources.  Any information posted on our Social Media pages not in line with the above criteria 
will be removed as quickly as practically possible.  Repeat offenders will be blocked from pages.  
The Council may post a statement that ‘A post breaching the Council’s Social Media Policy has 
been removed’.  If the post alleges a breach of a Council policy or the law, the person who 
posted it will be asked to submit a formal complaint to the Council or report the matter to the 
police as soon as possible. 
 



6.11. SMS (texting).  Council Representatives are reminded that this policy may also apply to text 
messages. 
 

6.12. Video Conferencing, e.g., Skype, Zoom.  Council Representatives are reminded that this policy 
also applies to the use of Video Conferencing. 
 

7. Enforcement 
7.1. In accordance with the published complaints procedure1, any breach of the terms set out in 

this policy could result in the application or offending content being removed, and/or the 
publishing rights of the responsible Council Representative being suspended. 
 

7.2. The Town Clerk reserves the right to require the closure of any applications and/or removal 
of content published by Council Representatives which may adversely affect the reputation 
of the Council or put it at risk of legal actions. 
 

7.3. Any communications or content published that causes damage to the Council, any of its 
employees or any third party’s reputation may amount to misconduct or gross misconduct to 
which the Council’s Disciplinary Policy applies. 

 
8. Complaints 

Complaints should be made in line with the Town Council’s Complaints Procedure which is available 
from the Town Council website. 
 

9. Review 
This policy will be reviewed on an annual basis or sooner if any areas require improvement. 
Policy adopted: xxxxdatexxxxxxx 

 
This policy is based on established good practice and guidance from the Society of Local Council Clerks. 
 
 
 
 
 

 
1 Available at https://www.marlborough-tc.gov.uk/council/corporate 
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Marlborough Town Council 

Internal Audit Report 2020-21 (Final Update) 

Chris I Hackett 
Consultant Auditor 
For and on behalf of Auditing Solutions Ltd 

ITEM 6 Attachment 2



2 
 

This report has been prepared for the sole use of Marlborough Town Council. To the fullest extent permitted by law, no responsibility or 

liability is accepted by Auditing Solutions Ltd to any third party who purports to use or rely, for any reason whatsoever, on this report, its 

contents or conclusions. 

 

Background 

 

Statute requires all town and parish councils to arrange for an independent internal audit 
examination of their accounting records and systems of internal control and for the conclusions 
to be reported each year in the Annual Governance and Accountability Return (AGAR). 
 

This report sets out the work undertaken in relation to the 2020-21 financial year comprising our 
interim reviews in September 2020 and March 2021 and final review in May 2021.  It 
consolidates the matters reported following our interim reviews.  Due to the impact of the Covid-
19 pandemic the work was undertaken remotely.  We wish to thank the Office Manager and the 
Clerk for providing records in electronic format to enable our review.   
 

Internal Audit Approach  

 
In conducting our review, we have continued to pay due regard to the materiality of transactions 
and their susceptibility to potential misrecording or misrepresentation in the year-end Statement 
of Accounts/AGAR. Our programme of cover is designed to afford appropriate assurance that 
the Council’s financial systems remain robust and operate in a manner to ensure effective probity 
of transactions and to afford a reasonable probability of identifying any material errors or 
possible abuse of the Council’s own and the national statutory regulatory framework. The 
programme is also designed to facilitate our completion of the ‘Internal Audit Report’ which is 
part of the Council’s AGAR process and requires independent assurance over eleven internal 
control objectives. 
 

Overall Conclusion  

 
We have concluded that, based on the work undertaken, the Council continues to maintain 
effective internal control arrangements.  Our findings in each area examined are set out in the 
detailed report below.  We made three recommendations at interim stage aimed at strengthening 
controls.  We have duly signed the Internal Audit section of the AGAR assigning positive 
assurance against the control objectives. 
 
We wish like to thank the officers for the standard of record keeping and request this report is 
presented to Members and that Members acknowledge receipt of the Report.  
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Detailed Report 
 

Maintenance of Accounting Records & Bank Reconciliations 
 
The Council uses the Rialtas software to maintain its accounting records (the Ledger).  Accounting 
support and advice is provided by contract accountants in respect of the year-end and VAT.  
 
Two operational bank accounts are maintained at Barclays, the Business Current and Business 
Saver accounts. They are accounted for in a combined cashbook (number one) in the Rialtas 
system. The Council has invested surplus cash in an account with the CCLA Public Sector Deposit 
Fund. 
 
Our objective here is to ensure that the accounting records are being maintained accurately and 
currently and that no anomalous entries appear in the cashbook or financial ledgers. In conducting 
our audit review we have:  

➢ Agreed the opening trial balance detail for 2020-21 as recorded in the Ledger to the closing 
detail contained in the 2019-20 Statement of Accounts and AGAR; 

➢ Reviewed the report of the External Auditor on the 2019/20 accounts noting they raised no 
issues; 

➢ Ensured that the cost centre and nominal ledger income and expenditure coding structure 
remains appropriate for purpose; 

➢ Checked to ensure that the financial ledger remained “in balance” at the date of our reviews 
by running a data check within the system to confirm the trial balance agreed to the nominal 
ledger; 

➢ Discussed with officers the arrangements for processing journals.  These are mainly done 
at the year-end by the contract accountants, adjustments made during the year are done by 
the Office Manager and discussed with the Clerk; 

➢ Sample checked and agreed detail in the combined number one account cashbook, 
examining and agreeing transactions in August 2020, January and March 2021 to 
supporting bank statements; 

➢ Agreed the combined Business Current and Active Saver Account bank reconciliation as 
at 31st August 2020, 31st December, 31st January and 31st March 2021;  

➢ Discussed with officers the arrangements for Member review of the bank reconciliation, 
noting that the procedure is that they are reported to Committee with a Member signing the 
reconciliation.  We understand due to the impact of the lock-down Member sign-off of the 
reconciliation lapsed during the year, although the reconciliations were regularly 
completed; and 

➢ Discussed arrangements for backing up the system. A monthly backup is done to a data 
stick, which whilst not stored off site is kept in a fire-proof safe.  We understand the 
Council’s IT provider, Excalibur, do regular backups to a cloud, but this did not include 
the Ledger (Rialtas) system. We understand the Clerk spoke to Excalibur with a view to 
including the Ledger (Rialtas) system in the back up to the cloud. 
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Conclusions and recommendations 
 
We are pleased to note that the accounts are in balance and regularly agreed to the bank. We 
noted one out of date cheque, drawn for a payment to Gaiger Brothers in November 2019 for 
£3,552, was showing as unpresented on the bank reconciliation, but was written back at the year 
end.  We understand it related to work done on a wall.  We understand officers have attempted 
to contact the company about the cheque not being presented. 
 
Arrangements would be strengthened if the Ledger (Rialtas) was included in the data backed 
up to a cloud, thereby providing an offsite back up. 
 
Subject to the understandable need to shield and compliance with social distancing, Member 
signature of the bank reconciliations needs to be reinstated at a suitable stage.  
  
We have agreed the cash balances to the AGAR/year end accounts. 
 
R1.  Officers should investigate further the reason for the cheque payment to Gaiger not being 

presented and if necessary, write the cheque back. Response: Cheque now written back. 
R2. Officers should agree with Excalibur an arrangement to back the Ledger up to a cloud or 

some other off-site medium. Response: Officers have confirmed this is now implemented. 
 
 
Review of Corporate Governance  
 
Our objective here is to ensure that the Council has a robust series of corporate governance 
documentation in place; that Council and Committee meetings are conducted in accordance with 
the adopted Standing Orders (SOs) and that, as far as we are able to ascertain, no actions of a 
potentially unlawful nature have been or are being considered for implementation. Consequently:  

➢ We have completed our examination of the Council’s minutes, examining those for the Full 
Council and its Standing Committee meetings (except for Planning) held during the 
financial year 2020-21 with a view to identifying whether any issues exist that may have 
an adverse effect on the Council’s future financial stability, both in the short and longer 
term; 

➢ We note the Council continues to keep its corporate policies under review with Finance 
and Policy Committee considering data protection policies at its September meeting; and 

➢ We confirmed the Council advertised its 2019/20 accounts for public inspection. 
 
Conclusion and recommendation 
 
We note the Council’s Standing Orders and Financial Regulations were last approved in 2019. 
These documents are normally adopted at the first meeting of the Full Council in each 
municipal year, but in 2020 this meeting was cancelled due to the Covid-19 pandemic.  We 
understand these documents will be reviewed and re-adopted at the Council meeting in May 
2021. 
 
We noted at our interim review that the Council publishes payments over £500 on its website to 
meet the requirements of the Transparency Code, this is normally done monthly and needed up-
dating for the period from April 2020. 
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R3. Officers should up-date the posting of detail of payments over £500 on to the Council 

website. Response: this is now being done and covers the period to March 2021. 
 
 

Review of Expenditure 
 
Our aim here is to ensure that:   

➢ Council resources are released in accordance with the Council’s approved procedures and 
approved budgets; 

➢ Payments are supported by appropriate documentation, either in the form of an original 
trade invoice or other appropriate form of document confirming the payment as due and/or 
an acknowledgement of receipt, where no other form of invoice is available; 

➢ That Members are provided with, and approve, the regular schedules of payments made;  
➢ All discounts due on goods and services supplied are identified and appropriate action 

taken to secure the discount; 
➢ The correct expense codes have been applied to invoices when processed; and 
➢ VAT has been appropriately identified and coded to the control account for periodic 

recovery. 
 
We tested this area examining a sample of all those supplier payments individually in excess of 
£2,000 together with a more random selection of every 30th cashbook transaction, irrespective of 
value, entered in the Ledger (Rialtas) cashbook for the period to 31st March 2021 to ensure 
compliance with the above criteria. Our sample comprised 54 cash book payments, totaling 
£250,976 and equated to 52% of non-pay expenditure.  The invoices were scanned to us.  No issues 
were identified from our sample. 
 
We discussed arrangements for processing payments with officers noting that BACS payments are 
raised by the Office Manager and then signed off by two councillors who are cheque signatories.  
A form is used to evidence the approval, with Members also initialling the invoices, the signed 
forms and the invoices are filed together.  We understand from discussions the monthly standing 
orders for leases and utilities are approved at the time of the lease or payment plan being agreed 
and are noted when the accounts go to Council.   
 
We confirmed the funds relating to the outstanding VAT debtor, at 31st March 2020, had been 
paid to the Council. We then reviewed the in-year quarterly VAT reclaims for 2020/21 confirming 
receipt of funds to the accounts or in the case of the final quarter inclusion in the year end debtor 
balance.   
 
As part of our review, we examined the papers relating to the award of the contract for play 
equipment at Jubilee field noting that a report was provided to Members analysing the bids. 
 
 
Conclusions  
 
No issues arise from this area of our work. Payments were supported by suitable documentation. 
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Assessment and Management of Risk 
 
Our aim here is to ensure that the Council has put in place appropriate arrangements to identify all 
potential areas of risk of both a financial and health and safety nature, whilst also ensuring that 
appropriate arrangements exist to monitor and manage those risks to minimise the opportunity for 
their coming to fruition. We have: 
 

➢ Noted the Council approved its annual risk assessment at its meeting in January 2021.  We 
obtained a copy of the risk register noting it describes the risks, identifies the level or 
impact, refers to the controls in place and notes a review date. The risk assessment includes 
financial risks as well as risks arising from other areas for example arising from assets, 
compliance with regulation, etc; 

 
➢ Noted that the Council’s insurance cover continues to be provided by Zurich Municipal 

Plc. We have examined the current year’s policy schedule which runs to 16th June 2021 
noting that cover includes:  

o Business interruption insurance; 
o Public liability cover of up to £15m; 
o Hirer’s liability cover up to £2m; 
o Employer’s liability cover up to £10m; 
o Motor vehicle cover; and 
o Fidelity guarantee cover of up to £1m; and 

 
➢ Confirmed the arrangements for managing the play areas during the Pandemic and for 

carrying out safety inspections of the equipment. Regular safety inspections are performed 
by Council staff who have had ROSPA training supplemented by quarterly checks by 
Zurich. 

 
Conclusions 
  
The Council’s cash balances were below £1m at the year end, but for a period following the 
receipt of precept, in the short term the Council’s cash balances exceeded its fidelity guarantee 
insurance.  The Council may wish, as a matter of good practice, to consider increasing this 
cover when the policy is next up for renewal. 
 
 

Budgetary Control & Reserves 
 
Our objective here is to ensure that the Council has a robust procedure in place for identifying and 
approving its future budgetary requirements and level of precept to be drawn down from the 
Unitary Authority: also, that an effective reporting and monitoring process is in place. We also 
aim to ensure that the Council retains appropriate funds in general and earmarked reserves to 
finance its ongoing spending plans, whilst retaining appropriate sums to cover any unplanned 
expenditure.  We note: 
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➢ That Members of the Finance & Policy Committee continue to receive appropriate budget 

monitoring reports throughout the year, based on detail generated by the Ledger (Rialtas 
accounting software);  

➢ The Council approved its 2021/22 budget and set its precept at its meeting in January 2021 
following detailed review by the Finance and Policy Committee. Detailed budget sheets 
were prepared alongside a summary report showing income and expenditure by committee.  
The detailed budget sheets showed income and expenditure and budgets over the prior 
year, current year and coming year. Consideration was given to key issues including 
changes in the tax base, the impact of Covid-19 Pandemic on income and the key cost 
drivers; 

➢ That the Council approved its earmarked reserves in June 2020; and 
➢ Year-end reserves totalled £888,724, including earmarked reserves of £583,608 leaving a 

general fund balance of £305,116. Spend in year was £759,344. (Some £63,279 a month). 
The general fund balance represents some 5 months spending which is within the normal 
range of 3 to 8 months for a town and parish council. 

 
We reviewed the 2020/21 outturn report comparing income and expenditure levels to prior years 
and to budget, noting the impact Covid-19 has had on income levels and related spending. 
 
Conclusions  
 
No issues arise in this area requiring formal comment or recommendation. 
 

 

Review of Income 

 
The Council receives income in addition to the Precept, primarily from Town Hall lettings, 
property rents, allotments, burial and associated fees, bank interest and specific grants & donations, 
together with expended VAT, which is recovered quarterly.  Income streams have been affected 
by the Covid-19 related lockdown. To focus our work we obtained and reviewed budget reports 
generated by the Ledger and decided to review the following areas, specifically we: 
 

➢ Agreed the 2020/21 precept receipted into the Council’s accounts in April and September 
2020 to the amount set and recorded in the Minutes of the Council meeting held in January 
2020.  We further agreed the precept to the list of town and parish council 2020/21 precept 
demands published by the Government;  

➢ Reviewed a sample of income received in respect of burials agreeing the amount invoiced 
to the schedule of rates and confirming certificates for burial/cremation were held;  

➢ Discussed and reviewed the controls over the collection of cash from the public toilets; 
➢ Confirmed that the Council, through its Committees, continues to keep the level of fees 

and charges under review; 
➢ Reviewed rental income on Council properties enquiring of variations from budget and for 

one property we confirmed the discount allowed to the tenant (due to the problems arising 
from Covid-19) to correspondence; 

➢ Confirmed the receipt of CIL received in January 2021 to the amount detailed in the 
minutes; 

➢ Checked the level of debtors recorded in the accounts; and 
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➢ Followed up on matters raised last year in relation to rental income. 
 
In addition, as set out earlier in this report, we confirmed receipt of VAT reclaims and agreed a 
sample of receipts to the bank. 
 
Conclusions  
 
Based on our work, the Council continues to maintain systems for collecting income.  
 
We note the Council has monitored the impact of Covid-19 on its income streams receiving 
reports setting out the position. 
 
Last year we noted there was a need to review the rental income accruing to the Council for two 
properties in accordance with the signed leases (which provided for inflation linked rises).   We 
understand the Council’s property agents have brought the rent up to date for one property. For 
the other we note Members have reviewed the rent and are actively engaging in discussions with 
the tenant.   
 
 

Petty Cash Account 
 
We are required, as part of the AGAR certification process, to consider the effectiveness of the 
Council’s controls over any petty cash account or other cash holding in use. 
 
The Council operates a limited petty cash account to defray sundry administrative expenses. The 
account is “topped up” as and when required with “round sum” cash withdrawals through the 
Barclays cash-point card.  These transfers are included in the list of payments presented to Finance 
and Policy Committee.   
 
We note that manual sheets recording petty cash payments are kept.  We obtained the cash sheet 
for August 2020 as a sample and agreed the payments to till receipts/vouchers.  We noted that 
VAT is recorded separately to allow recovery from HMRC. We confirmed the cash sheet was 
signed, (by the Assistant Town Clerk) and that the receipt from the Barclays ATM for the top up 
was also signed by an officer. 
 
Conclusions  
 
There are no issues arising in this area. 
 

Review of Staff Salaries 
 
In examining the Council’s payroll function, we aim to confirm that extant legislation is being 
appropriately observed as regards adherence to the Employee Rights Act 1998 and the 
requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction and 
payment over of income tax and NI contributions, together with meeting the requirements of the 
local government pension scheme, as amended from 1st April 2017 with regard to employee 
contribution percentages.  
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We note that processing of the Council’s monthly payroll continues to be undertaken “in house” 
utilising bespoke ‘QuickBooks’ software.  We have sample checked payroll transactions, 
specifically we have:  
 

➢ Examined the July 2020 payroll reports and sample checked by reperforming the 
calculation of tax, national insurance and pension contributions; 

➢ Tested the payment of net pay, tax/NI and pensions per the Council’s accounts to the 
underlying payroll records; and 

➢ Completed our month on month trend analysis of payroll transactions per the cash book to 
enable us to confirm there are no material anomalies. 

 
Conclusions 
 
We are pleased to record that no issues have been identified in this area warranting formal 
comment or recommendation. 
 

 

Fixed Asset Register  
 

The Governance and Accountability Manual requires all Councils to maintain a record of all assets 
owned.  We note the Council retains an asset register which provides photographic information of 
the specific assets and that assets are valued at cost.  
 
We have agreed the total value of the assets per the asset register to the amount recorded in Box 9 
Section 2 of the draft AGAR. We have checked that the addition of capital items during the year, 
as recorded in the cash book, (being play equipment), is reflected in the fixed asset register at cost 
net of VAT.  
 
 
Conclusion  
 
No issues arise in this area of our work requiring formal comment or recommendation. 
 

 

Investments 

 
Our objectives here are to ensure that the Council is investing “surplus funds”, be they held 
temporarily or on a longer term basis, in appropriate banking and investment institutions; that an 
appropriate investment policy is in place; that the Council is obtaining the best rate of return on 
any such investments made; and that interest earned is brought to account correctly and 
appropriately in the accounting records. 
 
During our interim review we agreed the balance shown in the accounts as invested in the CCLA 
to the latest CCLA statement dated 31st January 2021. We further confirmed that interest was being 
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brought to account.  At the final review stage, we obtained the CCLA statement showing the 
balance at year end of £131,511.83 and agreed it to year end accounts. 
 
We note the Council has an investment policy and that the Finance Committee monitors 
investments. 
 
Conclusions  
 
The Council is holding a significant amount of cash in its deposit account and current account, 
£896,947 in total at the 31st January 2021 and £755,257 at the year-end.  Subject to complying 
with its Investment Policy and ensuring the security of funds, it may wish to consider 
diversifying the placement of funds.  Whilst it is unlikely a bank may fail, we understand the 
Financial Services Compensation Scheme protects deposits made by smaller authorities, (which 
may not include Marlborough), but only up to £85,000. 
 
 
Statement of Accounts and Annual Governance and Accountability 

Return (AGAR) 
 
The Governance and Accountability Manual requires all Councils to prepare annually a Statement 
of Accounts, which is now embodied in the AGAR and subject to external audit review and 
certification.  
 
We have checked and agreed the detail in Section 2 of the draft AGAR to the underlying 
accounting records. Specifically, we have: 

➢ Reviewed the debtors and creditors included in the year-end accounts testing as necessary 
to underlying evidence and listings; and 

➢ Agreed the cash and investments as stated to underlying third party evidence. 
 
 
We note the Council holds funds totalling £80,000 relating to local charities.  With regard to the 
Jubilee Field, following legal advice, there is now a management agreement in place.  The Council, 
taking advice from with its Solicitors, is considering the dormant Herbert Leaf Charity. 
 
Conclusions 
 
We have duly signed off the Internal Audit Certificate in the year’s AGAR providing a copy for 
the Clerk’s necessary further action. We also take this opportunity to remind the Clerk of the 
requirements of the guidance notes in the preface to the year’s AGAR in relation to the 
documentation that should be displayed on the Council’s website, together with the need to 
ensure compliance with the timing requirements for publication of the Notice of Public Rights 
to examine the Council’s documentation for the financial year. 
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Rec. 

No. 

Recommendation Response 

Maintenance of Accounting Records & Bank Reconciliations  

R1 Officers should investigate further the reason for the cheque payment to Gaiger not being presented 
and if necessary, write the cheque back. 

Cheque written back. 

R2 Officers should agree with Excalibur an arrangement to back the Ledger up to a cloud or some 
other off-site medium. 

This is now implemented. 

Review of Corporate Governance  

R3 Officers should up-date the posting of detail of payments over £500 on to the Council website. This is now being done. 
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