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____________________________________________________________________ 

 

Internal Controls 
 

Bisley-with-Lypiatt Parish Council (hereafter referred to as the Council) is a local authority funded 
by public money and is responsible for ensuring its business is conducted in accordance with the 
law and proper standards and that public money is safeguarded, properly accounted for, used 
economically, efficiently and effectively.  
 
In meeting this responsibility, assurance is required that there is a sound system of internal 
control and that the Council’s accountability framework is risk-based, proportionate to that risk 
and to the amounts of public money involved and to the stakeholders’ need for assurance 

 
The Purpose of the System of Internal Control 
 
The system of internal control is designed to ensure that risks to the authority’s policies, aims and 
objectives are identified and managed to a reasonable and acceptable level.  

 
The Internal Control Environment 
 
The full Council, currently consisting of 12 members, 4 for each of the 3 wards, is responsible for: 
 

o Appointing a Chairman, who in turn is responsible for the smooth running of meetings and 
for ensuring, with advice from the Clerk, that all Council decisions are lawful.  The 
Chairman is appointed at the Annual Meeting in May 
 

o Approving the budget and Precept for the following year at the January meeting. The draft 
budget and precept figures are prepared by the Finance Committee with assistance from 
the Clerk 
 

o Meeting each month, with the exception of August, to discuss matters arising and approve 
payments and actions 
 

o Identification and management of risk 
 

 
The Clerk to the Council / Responsible Financial Officer: 
 

o Is appointed by the Council to act as the Council’s adviser and administrator 
 

o Is the Council’s Responsible Financial Officer and is in charge of administering the 
Council’s finances 
 

o Takes responsibility for the day-to-day compliance with laws and regulations that the 
Council is subject to 
 

o Ensures that the council’s procedures, control systems and policies are adhered to 
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Payroll 
 

o The clerk has a contract of employment with clear terms and conditions, with a monthly 
salary based on the national agreed pay-scale according to qualifications and experience 
 

o As the responsible officer, the Clerk pays their own salary, however, these payments are 
subject to the scrutiny and approval of the Council at the monthly meeting 
 

o PAYE Tax and National Insurance contributions, as well as Pension payments, are made 
monthly, again subject to the scrutiny and approval of the Council at the monthly meeting 
 

o All payments are made by BACS transfer and BACS payments signed off by two 
Councillors 

 
Income 
 

o Income is banked in the Council’s name in a timely manner and reported to the Council 
 

o Most income is received via BACS transfer and any related receipt documentation held on 
file 
 

o Income received in the form of a cheque is scanned in via the Lloyds Bank banking app 
on the Clerk’s phone and the cheque retained as a receipt 

 
o Any cash received is logged in the cash book and then paid in to the Lloyds Bank 

account, however, the Parish Council is looking to phase out cash transactions in the 
25/26 financial year 
 

o Additionally, any receipts in respect of allotment tenancies (currently £15 pa per plot) or 
tennis membership (£25 pa) are logged in a spreadsheet which is kept to monitor receipts 
and any amounts outstanding. 

 

Risk Assessments (Risk Management) 
o A risk management policy is in place and assessments are carried out in respect of 

specific events where the public are involved 
 

Internal Audit 
 

o This is carried out by an independent Internal Auditor who reports to the Council on the 
adequacy of its records, procedures, systems, internal controls, regulations and risk 
management reviews 

 
o The Audit is carried out annually and documents required for the internal audit are 

approved in the April meeting 
 

External Audit 
 

o The Council’s External Auditors, appointed by the Audit Commission, will submit an 
External Auditor’s Report, which will be presented to the Council.  Recommendations 
from the report are acted upon and recorded in the Council minutes 
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Standing Orders 
 

o There is an adopted set of Standing Orders derived from the NALC Model Standing 
Orders with some small localisation.  These are reviewed, updated and approved 
annually by the Council 
 

Financial Regulations 
 

o The Financial Regulations are reviewed, updated and approved annually by the Council  
 

Accounting and VAT 
 

o The Council uses the Scribe Accounting package; entries are made by the Clerk on a 
monthly basis and reviewed on a quarterly basis against budget by the Finance 
Committee 
 

o VAT payments are identified and recorded. They are reclaimed every 6 months to ensure 
a healthy cashflow and assist monitoring actual vs budgeted spend 

 

Asset Register 
 

o The Council maintains a register of all material assets owned or in its care 
 

o New assets are recorded at least once a year, and assets written off are noted 
 

o The register is reviewed and approved annually, with a minuted record of this approval 
provided for the internal audit 

 

Insurance 
 

o The Council’s insurance provision is reviewed at the end of each contract period both in 
relation to its schedule of cover and also its value for money 
 

o New assets are added to the schedule of cover as / when they are purchased, regardless 
of the time of year 

 

Code of Conduct 
 

o Each Councillor must agree annually to adhere to the Code of Conduct and complete a 
Register of Interest form 
 

o An item ‘Declarations of Interest’ is placed on every Council meeting agenda, with 
members to consider every item on the agenda and ensure that any interest is declared at 
the beginning of the meeting or before the matter is discussed 
 

Comments 
 
Any comments or queries regarding this document should be made to the Parish Clerk. 
 

 
Policy Adopted:   5th February 2025 
 
Policy Due for Review: February 2028 


