
 

 
 
 
 

 

St. Anne’s on the Sea Town Council 

 
West Lodge, 5 St George’s Road, St. Anne’s on the Sea, Lancashire FY8 2AE 

 
 

 
Tuesday 8th March 2016 

 
 
To: The Chairman and all Members of St. Anne’s on the Sea Town Council Policy and Resources 

Committee. (Councillors Ford, Jacques, Lanyon, Little, Nash, Willder and Town Mayor (ex-officio) 
[Copy to other Members for information.] 

 
 
 

NOTICE OF MEETING 
 
 
You are hereby summoned to attend the Meeting of the Policy and Resources Committee to be 
held in West Lodge, 5 St. George’s Road, St. Anne’s on the Sea, Lancashire FY8 2AE on Tuesday 
15th March 2016 commencing at 2.00 pm. 
 

 
Sally Taylor 
Town Clerk 

A G E N D A 
 
 

1 APOLOGIES FOR ABSENCE 
  
2 DECLARATIONS OF INTEREST 

 
 Members are requested at this stage in the proceedings to raise any items on the agenda in which 

they intend to declare an interest.  Members are reminded that if the interest is a Disclosable 
Pecuniary Interest (as defined in the Members’ code of Conduct) they must leave the room for the 
whole of the item.  If the interest is not a Disclosable Pecuniary Interest, but is such that a member 
of the public could reasonable regard it as being so significant that it is likely that it would 
prejudice their judgment of the public interest (as explained in the Code of Conduct) then they 
make representations, but then must leave the meeting for the remainder of the item. 
 

3 DISPENSATIONS 
 

 To consider any dispensations in relation to the previous item. 
 

4 MINUTES OF PREVIOUS MEETING 
 

 To receive and approve as a correct record the Minutes of the Meeting of the Committee held on 
19th January 201, these are attached at Appendix A. 
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5 ADDITIONAL PROCEDURE FOR ALL FINANCIAL PAYMENTS 

 
In light of the instruction from the Council for electronic banking payments to be made, the Town 
Clerk has undertaken a review of all financial payments.  Please find attached at Appendix B the 
amended procedure. 
 
The Committee is asked to review and approve this procedure. 
 
The Town Council Financial Regulations will be reviewed and updated in accordance with the 
additional procedure being approved and adopted. 

 
6 

 
REVIEW OF EFFECTIVENESS OF INTERNAL AUDIT 
 

 In order to avoid the risk of a qualified audit opinion on the accounts for the current year the 
Council is required to review the effectiveness of internal audit on an annual basis so clearly this 
needs to be undertaken prior to the 31st March 2016.  This report is that review. 
 
Included within the review is the process for electronic banking payments, see previous agenda 
item. 
 
Attached is a document extracted from the Governance and Accountability for Local Councils – “A 
Practitioners’ Guide 2008” which details areas for testing by the Internal Auditor together with 
commentary from the Town Clerk on the situation with the various elements suggested for testing, 
which has been reviewed and updated as required.  It also includes recommendations on areas 
for review as part of the approval of the final accounts and any commentary from the Internal 
Auditor’s report from the previous year’s audit, attached at Appendix C. 
 

7 ANNUAL RISK ASSESSMENT AND RISK MANAGEMENT 
 

 The updated Town Council’s Annual Risk Assessment and Risk Management document is 
attached at Appendix D which includes the Policy, Plan and Register.  The Council is requested 
to review this document. 
 

8 ST. ANNE’S LIBRARY 
 
The Committee will be updated on the outcome of a recent meeting regarding the threat of closure 
for Lancashire libraries, including the library located in St. Anne’s. 

 
9 

 
ST ANNES ENTERPRISE PARTNERSHIP 
 
Councillor Nash will update the Committee regarding the St. Anne’s Enterprise Partnership. 

  
10 CHRISTMAS LIGHTS 

 
 The Committee will be asked to consider the following with regard to St. Anne’s Christmas Lights; 

• Provision of an automated system to switch on the lights located on St. Andrews Road 
West, simultaneously 

• The awarding of a financial amount towards the lighting columns to be installed over The 
Crescent, to ensure that the new columns can display Christmas Lights 

 
11 APPOINTMENT PROCESS OF TOWN COUNCIL LENGTHSMAN/HANDYMAN 
  

The Committee are requested to consider the recruitment and selection process for the 
appointment of a Town Council Lengthsman/Handyman. 
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12 
 
 
 
 

TOWN COUNCIL MEETING – CHANGE OF DATE 
 
Due to difficulties in obtaining a meeting room, the Committee is asked to consider moving the 
September Town Council meeting scheduled for Tuesday 27th September 2016 to Tuesday 20th 
September 2016. 
 

13 UPDATED FORWARD PLAN 2016/17 
 

 The Forward Plan document has been revised and updated as detailed within the Town Council 
Planning Day outcomes facilitated by Fillip Training, which is attached at Appendix E. 

  
14 DATE AND TIME OF NEXT MEETING 

 
 
 
 
 
15 
 
 
 
 
 
 
 
 
 
15a 

To note that the next meeting will be at 2.00 pm on Tuesday 10th May 2016 at West Lodge, 5 St 
George’s Road, St. Anne’s on the Sea FY8 2AE. 
 
 
MATTERS TO BE CONSIDERED IN PRIVATE SESSION 
 
The Council may consider it appropriate to consider the following resolution should they consider 
that any discussion would be prejudicial to the public interest: 
 
That, under the Public Bodies (Admissions to Meetings) Act 1960, the public be excluded 
on the grounds of the confidential nature of the business about to be transacted which 
involves the likely disclosure of exempt information.  The public and press to withdraw 
from the meeting during consideration of detailed discussion regarding: 
 
TOWN COUNCIL INSURANCE RENEWAL 
 

 



 



APPENDIX A 
 

St. Anne's on the Sea Town Council 
 

Minutes of the Policy and Resources Committee held on 19th January 2016, 2pm 
West Lodge, 5 St George’s Road, St. Anne’s on the Sea, Lancashire FY8 2AE. 

 
Present: Councillors  E Nash - Chairman 

T Ford 
C Lanyon   
C Little  
V Settle – ex officio 
V Willder 
 

Officers S Taylor Town Clerk 
 
 

008/16 APOLOGIES FOR ABSENCE 
 

 Apologies were received from Councillor A Jacques. 
 

009/16 MINUTES OF PREVIOUS MEETING 
  
 RESOLVED That the minutes of the meeting held on 27th October 2015 be approved. 
   
010/16 TOWN COUNCIL BUDGET 2016/17 
  
 It was reported that the Council Chairman and three Committee Chairmen had met and agreed a 

draft Town Council budget.  The Town Clerk was requested to make amendments budget 
including provision of a Town Council Lengthsman and using £12,000 of Council reserves to 
reduce the increase in the Precept. 
 

 The Committee agreed the Precept for 2016/17 of £175193, a rise of £1.80 to a Band D Council 
Taxpayer, meaning that they would now pay £18.15 per year.  This was an 11% increase; the 
amount being reduced by using £12,000 of reserves. 
 

 RESOLVED a) That the Town Council budget of £205089 for 2016/17 be approved. 
  b) To levy a precept of £175193 (One Hundred and Seventy Five Thousand, 

One Hundred and Ninety Three Pounds) for the Financial Year 2016 – 2017. 
(This excludes the Local Council Tax Support Grant of £17,896). 

  c) To allocate £12,000 out of general reserves into the 2016/17 budget. 
  d) That the Town Clerk produce a press release for the Precept agreed by 

the Council Chairman and the Committee Chairman. 
  e) That the press release be distributed to the press and all social media. 

 
011/16 TOWN CLERK BUDGET AUTHORITY 

 
 RESOLVED To delegate the spending of items contained within the Town Council 

budget for 2016/17, to the Town Clerk. 
 

012/16 ST ANNE’S ENTERPRISE PARTNERSHIP 
 

 Councillor Nash gave an overview of the progress of the STEP, that included; 
• The outcome of the workshops, which included numerous suggestions including evening 

economy, late night Thursday shopping and events and festivals 
• That an aspiration for the partnership was to establish a BID 
• Better signage 
• That the satellite shopping areas should not be forgotten 
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It was noted that both Darrel and Sarah had worked extremely hard supporting these workshops; 
Darrel had completed an outstanding piece of work collating all the details into a report. 
 
The next meeting of the board was proposed for 27th January 2016. 
 

 RESOLVED That the progress on St. Anne’s Enterprise Partnership be noted and all 
actions agreed and supported. 

  
013/16 QUARTERLY TOWN COUNCIL BUDGETARY REPORT 
  

The Committee discussed the quarterly budget report up to December 2015.  It was noted that 
there had been budget savings in specific areas. 
 

 RESOLVED To approve the report of income and expenditure report up to 31st 
December 2015. 

  
014/16 ST. ANNE’S NEIGHBOURHOOD DEVELOPMENT PLAN 
  

 The Town Clerk gave a summary of progress of the Neighbourhood Development Plan, as 
follows; 

• The final version of the Neighbourhood Plan had been distributed to all Town Councillors 
• The Plan would be formally submitted to Fylde Council on 25th January 2016 
• All supporting documents would be submitted to Fylde Council on 25th January 2016, 

including the Design Guide and the Companion Design Guide. 
 
Councillor Tony Ford expressed the frustration of the Neighbourhood Plan Steering Group at the 
many ‘hoops’ the Town Council had to go through to deliver the Plan.  The process had been very 
complicated, time consuming, with far more work required than ever envisaged. 
 

 RESOLVED a) To approve the final version of the St. Anne’s Neighbourhood 
Development Plan, to be submitted to Fylde Council on 25th January 
2016. 
b) That all actions connected to the Neighbourhood Plan be supported 
and approved. 
 

015/16 MUSIC AND ARTS FESTIVAL 
 

 The Committee discussed the viability of this event, confirming that the funding from the Town 
Council Support Fund of £1500 would be paid to the Music and Arts Festival for 2016, subject to 
the following conditions; 

• It be clearly stated on all promotional material that the Town Council funded this event 
• That the programme of events be forwarded to the Town Council as soon as available 
• That funding of this event for 2017 was subject to review 

 
The Town Clerk was requested to formally write to the Music and Arts Festival Committee 
detailing the above.  The Town Clerk confirmed that after an audit of the Music and Arts Festivals 
accounts, the funding from the Town Council of £1500 had been spent in full. 
 

The Committee requested that the Queen’s 90th Birthday celebration event be discussed at the 
next Leisure and Community Committee meeting. 
 

 RESOLVED a) That the Town Council agree in principle to the increased level of 
officer support for the Kite Festival 2016. 
b) That the Town Clerk formally writes to the Music and Arts 
Festival Committee detailing conditions of the Town Council 
funding of the event for 2016 and the future review. 
c) That the Policy and Resources Committee review the Music and 
Arts Festival and its outcomes at the meeting of the 25th October 
2016. 
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016/16 

 
OPEN SPACE ASSET TRANSFER 

  
The Committee Chairman advised the report on the Open Asset Transfer, was to be discussed by 
the Fylde Council Leader and the Chairman of the Finance Committee. 
 

 RESOLVED That the action on the Open Asset Transfer be noted and agreed. 
   
017/16 UPDATED FORWARD PLAN 2015/16 

 
 The Committee noted that the Forward Plan was being amended to include the outcomes of the 

Town Planning Day facilitated by Fillip Training. 
 

  RESOLVED 
 

a) That an updated Forward Plan for 2016/17, be brought to the next 
Policy and Resources Committee meeting. 
b) That provision of a ceremonial chain for the Town Mayor’s 
Consort, be discussed at a future meeting. 
 

018/16 DATE AND TIME OF NEXT MEETING 
 

 It was noted that the next  meeting of the Policy and Resources Committee would be held at West 
Lodge, 5 St. George’s Road, St. Anne’s on the Sea, Lancashire FY8 2AE on Tuesday 15th March 
2016 at 2.00 pm. 
 

019/16 MATTERS TO CONSIDERED IN PRIVATE SESSION 
  
 RESOLVED That, under the Public Bodies (Admissions to Meetings) Act 1960, 

the public be excluded on the grounds of the confidential nature of 
the business about to be transacted which involves the likely 
disclosure of exempt information.  The public and press to 
withdraw from the meeting during consideration of detailed 
discussion regarding: 
 

019i/16 STAFFING  
 

 RESOLVED a) That the Town Clerk’s salary be increased to the LC3 band 
(NALC/SLCC) point 39-41 from 1st April 2016. 
b) That from the 1st April 2016, the Town Clerk be paid point 40 on 
the LC3 scale. 

  
 

 

  
The meeting closed at 3.13pm 
 
 
Signed............................................ 
 
 
Chairman 

 15th March 2016 
 
 
 
 



 



St. Anne’s Town Council 

Additional Procedure for all Financial Payments – ELECTRONIC BANKING, 
CHEQUES AND CREDIT CARD 

1.0 GENERAL 

Financial Regulations govern the conduct of the financial transactions of the Council and 
may only be amended or reviewed by the Council (Full Council or Committee).  They shall 
be reviewed every two years. 

This additional procedure should be read in conjunction with the Town Council Financial 
Regulations. 

2.0 BANKING ARRANGEMENTS 

The Councils banking arrangement shall be made by the Town Clerk or Responsible 
Finance Officer, currently this position is the same role.  

2.1 Electronic Banking 
Where appropriate payments are made by electronic banking, the following process must be 
followed; 

• Approved by the Town Clerk
• The RFO has delegated approval to authorise all payments under £300; these

payments must still be certified by either the Community Development Manager or
the Town Council Support Officer

• All payments (whatever the amount) must be certified by either the Community
Development Manager or the Town Council Support Officer

• For all payments over £250, every month a schedule of electronic payments be
forwarded and approved retrospectively by two Councillors who are nominated
cheque signatories.

2.2 Cheques 
Where appropriate payments are made by cheque, the following process must be followed; 

• Approved by the Town Clerk
• The RFO has delegated approval to authorise all payments under £300; these

payments must still be certified by either the Community Development Manager or
the Town Council Support Officer

• All payments (whatever the amount) must be certified by either the Community
Development Manager or the Town Council Support Officer

• All cheques to be signed by the Town Clerk and two of the authorised Councillors.

APPENDIX B
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2.3 Credit Card 
Where appropriate payments are made by credit card, the following process must be 
followed; 

• Approved by the Responsible Finance Officer 
• Limited up to £6,000 in any one month period 
• The RFO has delegated approval to authorise all payments under £250; these 

payments must still be certified by either the Community Development Manager or 
the Town Council Support Officer 

• All payments (whatever the amount) must be certified by either the Community 
Development Manager or the Town Council Support Officer 

• For all payments over £300, every month a schedule of credit card payments be 
forwarded and approved retrospectively by two Councillors who are nominated 
cheque signatories. 

 
3.0 ADDITIONAL REPORTING 
 
3.1 The financial payments report at full Council meeting to only include payments 
greater than £300, paid by whichever payment method used. 
3.2 Salaries, Superannuation and PAYE payments will not be reported to Council. 
3.3 As part of the Internal Scrutiny Process ad hoc checks will be undertaken of all 
financial payments. 
 
 
 

 

 

 

 

Adopted by the Town Council on; 

At the Policy and Resources Committee; 
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ST. ANNE’S TOWN COUNCIL - EFFECTIVENESS OF INTERNAL AUDIT 2016 

INTERNAL CONTROL SUGGESTED TESTING TOWN COUNCIL CONTROLS 

Proper bookkeeping • Is the cashbook maintained and up to date?
• Is the cashbook arithmetic correct?
• Is the cashbook regularly balanced?

The Council use a software program called Scribe 
2000 which is specifically designed for Local 
Councils.  Control over these aspects is part of 
the program. 
Internal Auditor undertakes annual audit of 
cashbook. 

Standing orders and financial 
regulations adopted and 
applied; and 

Payments controls 

• Has the council formally adopted standing orders and
financial regulations? 

• Has a Responsible financial officer been appointed with
specific duties? 
• Have items or services above the de minimus amount
been competitively purchased? 

• Are payments in the cashbook supported by invoices,
authorised and minuted? 

• Has VAT on payments been identified, recorded and
reclaimed? 
• Is s137 expenditure separately recorded and within
statutory limits? 

Yes – full review for these to be undertaken in 
2016. 

Yes 

Yes exceptions have been made with suspension 
of Financial Regulations for appropriate reasons. 
A schedule of expenditure items is presented to 
each Council meeting.  Invoices are available at 
the meeting for inspection.  – This process is 
currently under review due to an additional 
financial procedure/control being put in place. 

Yes – a list is produced by Scribe and reclaimed 
every 3 months. 
The Council has adopted the General Power of 
Competence this is no longer a legal requirement 

Risk management 
arrangements 

• Does a review of the minutes identify any unusual financial
activity? 

• Do minutes record the council carrying out an annual risk
assessment? 

To be reviewed by Internal Auditor at final 
accounts. Nothing identified in last year’s audit 

Yes.  This is also included on the agenda – 
reviewed annually 

APPENDIX C
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INTERNAL CONTROL SUGGESTED TESTING 
 

TOWN COUNCIL CONTROLS 

 
• Is insurance cover appropriate and adequate? 
 
• Are internal financial controls documented and regularly 
reviewed? 

 
Yes, currently in 2nd year of 3 year plan with 
Zurich, full review of cover undertaken by 
Town Clerk at renewal.  Any changes to cover 
Zurich notified immediately. 
 
The Internal Auditor recommended that internal 
scrutiny should be carried out on a regular basis 
by a small Finance Committee.  This is 
undertaken periodically throughout the year, a 
detailed summary of each process is recorded. 
 

Budgetary Controls 
 

• Has the council prepared an annual budget in support of 
its precept? 
• Is actual expenditure against the budget regularly reported 
to the council? 
• Are there any significant unexplained variances from 
budget? 

Yes 
 
A quarterly report is made to the Council. 
 
Reasons for any such variances are provided in 
the covering report. 
 

Income Controls 
 

• Is income properly recorded and promptly banked? 
 
• Does the precept recorded agree to the Council Tax 
authority’s notification? 
• Are security controls over cash and near-cash adequate 
and effective? 
 
 
 

Yes 
 
Yes - To be reviewed by Internal Auditor at final 
accounts.  No matter were raised during the last 
audit. 
Ongoing improvements made for cash 
collection for allotments made during year, 
payments accepted via electronic banking, 
cash accepted on specified dates (to reduce 
the risk of cash handling), batch payments so 
more accurate data on income records. 
 

Petty cash procedures 
 

• Is all petty cash spent recorded and supported by VAT 
invoices/receipts? 

 
There is not a Petty Cash account.  The Town 
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INTERNAL CONTROL SUGGESTED TESTING 
 

TOWN COUNCIL CONTROLS 

• Is petty cash expenditure reported to each council 
meeting? 
• Is petty cash reimbursement carried out regularly? 
 

Clerk reclaims any minor expenditure on a regular 
basis.  In 2014 the Town Clerk was given 
approval for a Council credit card, which is now 
normally used for minor expenditure. 
An additional financial procedure/control is 
being produced for use of credit card. 
 
 

Payroll Controls 
 

• Do all employees have contracts of employment with clear 
terms and conditions? 
 
• Do salaries paid agree with those approved by the 
council? 
• Are other payments to employees reasonable and 
approved by the council? 
 
• Have PAYE/NIC been properly operated by the council as 
an employer? 

Yes 
 
 
Yes - To be reviewed by Internal Auditor at final 
accounts.  No matter were raised during the last 
audit. 
 
NOTE: Council use independent Accountant to 
handle tax/insurance liabilities – these and salary 
payments are made in accordance with 
Accountants directions.  
 
From 2014 the Town Council started to pay 
across all PAYE/NI amounts to HM Revenue on a 
monthly basis (as oppose to every 3 months).  
This was considered important to prevent any 
errors and reduce risk. 
From 2015 additional audit back checks put in 
place to ensure correct statutory payments 
are made. 

Assets controls 
 

Does the council maintain a register of all material assets 
owned or in its care? 
 
• Are the assets and Investments registers up to date? 
 

Yes 
 
Yes - To be reviewed by Internal Auditor at final 
accounts.  No matter was raised at the last audit. 
Those assets needing replacement are insured at 
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INTERNAL CONTROL SUGGESTED TESTING 
 

TOWN COUNCIL CONTROLS 

 
• Do asset insurance valuations agree with those in the 
asset register? 
 

replacement value. 
The Council insurance is fully reviewed every 
three years, from 2016 the insurance 
valuations will be cross checked against all 
items in the asset register. 
 

Bank Reconciliation 
 

• Is there a bank reconciliation for each account? 
 
• Is a bank reconciliation carried out regularly and in a timely 
fashion? 
• Are there any unexplained balancing entries in any 
reconciliation? 
 
• Is the value of investments held summarised on the 
reconciliation? 
 

Yes - To be reviewed by Internal Auditor at final 
accounts.  No matters were raised during the last 
audit.  From 2015 all end of year accounts, 
yearly budget, bonds and money on deposit 
are checked and signed by Council Chairman. 
 
No. Scribe system requires a match between 
bank balances and transactions made. 
 
N/A – the only investments are bank balances. 

Year-end procedures 
 

• Are year-end accounts prepared on the correct accounting 
basis (Receipts and Payments or Income and Expenditure)? 
• Do accounts agree with the cashbook? 
• Is there an audit trail from underlying financial records to 
the accounts? 
• Where appropriate, have debtors and creditors been 
properly recorded? 

Yes 
 
Yes 
To be undertaken by the Internal Auditor as part 
of the review of the accounts for the year. No 
matters were raised during the last audit. 
From 2015 additional internal scrutiny process 
put in place for additional checks to be made 
by nominated Councillors. 

 



Town Council Annual Risk Assessment and Risk Management 2016 – 2017 

St. Anne’s on the Sea Town Council 

ANNUAL RISK ASSESSMENT AND RISK MANAGEMENT 

Reviewed and updated on; 

By the Policy and Resources Committee 

1. POLICY

1.1 The recognition and management of risk is integral to the Council’s stewardship of 
their assets and resources and the effective and efficient discharge of their duties 
and responsibilities to the community. 

1.2 Risk assessment is a continuous process for the Council.  Risks may be financial or 
non-financial. 

1.3 The Council are responsible for the management of risk in accordance with this 
policy and plan. 

1.4 The Town Clerk is responsible for advising the Council on risk assessment and for 
conducting his/her duties in a manner, which avoids undue risks to the Council. 

1.5 The Town Clerk has delegated authority to mitigate any emergency risks that arise 
throughout the financial year. 

1.6 Key risks are identified in the Risk Management Plan and Register. 

1.7 Risk Management is an aspect of the internal controls operated by the council 
through their approved Financial Regulations. Internal Controls are subject to 
scrutiny by the internal auditor. 

1.8 The Risk Management Plan is annually reviewed by the Council, updating of the 
document is completed by the Town Clerk. 

2. RISK MANAGEMENT PLAN

2.1 This plan defines how the Council will manage identified risks. 

2.2 Risks can be defined as any threat or possibility that an action or event will adversely 
(or beneficially) affect the interests of the Council. 

2.3 Risk management is not a process of avoiding risk altogether but seeks to identify 
risk and assess its implications in order to inform decisions. 

APPENDIX  D
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2.4 The level of risk can be judged by the likelihood of it occurring and the effect on the 
Council should it do so. 

 
Significant Impact 

| 
|  High Level Risk 
| 

Low likelihood __________________|_____________ High Likelihood 
| 
| 

Low Level Risk   | 
Minimal Impact 

 
2.5 Judgement of the level of risk may rely on past experience or a specific assessment 

of a particular instance, or both. The Council will determine whether a risk is 
acceptable in all the circumstances. 
 

2.6 Generally much of the identified risk, which can be quantified, is covered by 
insurances carried by the Council, i.e.: 
 

2.7  
• Public Liability    £10m 
• Employers Liability   £10m 
• Money     £250k 
• Fidelity Guarantee    £250k 
• Legal Expenses    £50k 
• Property Damage    £35k 
• Official Indemnity    £250k 
• Libel and Slander    £250k 

 
All above rates are under review and may be increased after insurance review on 
15th March 2016. 

 
2.8 The appended Risks Register forms part of this Plan. 

 
2.9 The Council will review the Plan on an annual basis. 

 

The Plan should read in conjunction with the Council’s Financial Regulations. 
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RISK PROBABILITY  IMPACT  MITIGATION CONTROL WHO 
 

Governance 
Failure to attract sufficient 
candidates for member 
vacancies 

Low 
Risk to use of 
Power of 
Competency 

Publicity of 
positions 

Council Newsletters and 
Website 

Town Clerk 
and Members 

Failure to achieve quorum at 
meetings Low/Medium 

Delays in 
Decision 
making 

Number of 
Councillors 
increased in May 
2012 

Calendar of meetings 
Prompt issue of agendas 
Numbers of formally Council 
Committee meetings 
reduced for Municipal Year 
2016-2017. 

Town Clerk 

Members acting 
independently outside 
meetings 

Low Right decisions 
not taken  

Councillors training 
plan 

Members to receive 
appropriate training Town Clerk 

Staffing 

Sudden Loss of Staff Medium High – given 
low staff level 

Locum 
appointments –  
NALC/SLCC 
contacted for 
additional support 

Succession Planning/Staff 
training Council 

Finance 

Financial loss due to banking 
error (e.g. leading to loss of 
interest or bank charges 
levied) 

Low 

Reduction in 
Council’s 
financial 
resources. 

Regular monitoring 
and review. 

Application of financial 
regulations, including scrutiny 
of all bank statements upon 
receipt.  Periodic review of 
banking arrangements to 
secure best possible terms and 
conditions 

Town Clerk 
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RISK PROBABILITY  IMPACT  MITIGATION CONTROL WHO 
 

Loss of monies due to 
fraudulent action by 
employee(s) 
 

 

 

 

Low – Trust in 
integrity of serving 
clerk 

Reduction in 
Council’s 
financial 
resources. 

All cheques signed 
by two Councillors 
and RFO against 
invoices.   All 
expenditure 
approved by 
Council.   Accounts 
subject to Council 
and Auditor 
scrutiny. 

Application of financial 
regulations – updated to 
include additional procedure 
in 2016. 

Council 

Failure to submit VAT returns Low 

Reduction in 
Council’s 
financial 
resources 

Accounts subject to 
Council and Auditor 
scrutiny. 

Annual Audit of Accounts Internal Auditor 

Precept is not submitted in 
time or is inadequate for 
purpose.  

Low 

Reduction in 
councils 
financial 
resources 
Inability to 
deliver services 
or 
commitments 

Budget and Precept 
considered each 
year in line with 
Standing Orders. 

Reminder now sent by 
Principal Authority.  The Town 
Clerk has excellent support 
within this area from Fylde 
Council. 

Council and 
Town Clerk 
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RISK PROBABILITY  IMPACT  MITIGATION CONTROL WHO 
 

Loss of cheques, cash etc 
held on Council’s behalf 

Low – Receipts 
rarely in cash. 
 

Reduction in 
Council’s 
financial 
resources. 

Losses are covered 
by insurances; 
including theft  
Prompt payment of 
receipts into bank. 
Direct payment of 
Precept and VAT 
reimbursement into 
bank account. 

Maintain adequate insurance 
cover. Prompt payment of 
receipts into bank. 
Additional processes put in 
place from 2015 onwards. 

Town Clerk 

Salaries wrongly calculated 
and paid Low 

Dissatisfied 
staff/reduction 
in financial 
resources 

Level of control 

All staff payments are 
outsourced to independent 
accountant who controls levels 
of payment 
tax/NI/superannuation amounts 
are paid across on a monthly 
basis, additional back 
checking processes put in 
place from 2015. 
 

Town Clerk 

Dishonestly by 
staff/councillors Low 

Reduction in 
Council’s 
financial 
resources. 

Fidelity Guarantee 
Integrity of 
staff/councillors 

Maintain level of insurance. 
Increased to £250k from. 1st 
April 2014 Insurance – 
Insurance under review from 
1st April 2016 
 

Town Clerk 
and Council 

Sudden large expenditure or 
inadequate budgeting Low 

Reduction in 
Council’s 
financial 
resources 
 

Level of control 

Resort to PWLB for capital 
projects 
Recover deficit in subsequent 
years 
Town Clerk notify Council as 
soon as this risk occurs. 

Town Clerk 
and Council 
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RISK PROBABILITY  IMPACT  MITIGATION CONTROL WHO 
 

Property 

Damage to Council property 
by third party. 

Low – Property is 
either office 
equipment or 
secure buildings 
at Allotment site. 

Repair costs to 
be covered. 

The risk is covered 
by Council’s 
insurances. 

Maintain property in good 
condition. 
Ensure adequacy of insurance 
cover. 
Insurance under review from 
1st April 2016 
 

Town Clerk 

Disaster Recovery 

 
Loss of council paper records 
and computer files due to 
accident, fire, flood or 
otherwise 
 

Medium 

Loss of Paper 
Records may 
not be replaced 
Council could 
not operate 

Secure storage at 
office for paper and 
electronic files, 
secure storage off 
site for all electronic 
files 
 

From the 28th January 2015 
there are two forms of 
additional control: 
 
All files are backed up on an 
external hard drive on a weekly 
basis.  When not in use the 
hard drive is stored in the safe. 
 
Secondary back up is to a 
reputable external storage 
system that copies computer 
files and stores these off site, 
all files are encrypted.  There is 
a weekly automatic back up 
process undertaken.  Any 
important files can be backed 
up immediately. 
Update for 2015-2016, number 
of paper files reduced, larger 
drives to accommodate 
additional storage introduced.  
System currently works well. 

Town Clerk 
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Public Liability 

Personal injury/damage to 
member(s) of the public or 
their property arising from 
defect(s) in Council’s property. 

Low  

Claims for 
compensation 
and costs to 
the Council in 
defending 
claims 
 

Covered through 
Council’s insurance 
(£5 million) 

Regular maintenance and 
prompt repair of any damage. 
Periodic review of insurance 
cover and timely renewal- 
significant changes to be 
agreed by Council 
Insurance under review from 
1st April 2016 
 

Town Clerk 

Compensation claim by 
employee (or contracted 
person) in respect of injury 
sustained in the cause of their 
employment/engagement 
 

Low – given the 
nature of staff 
duties. 

Claims for 
compensation 
and associated 
costs. 

 
Potential liabilities, 
including costs, 
covered by 
insurances (£10m) 
 

Maintain adequate insurance 
cover 
Additional cover updated and 
included in insurance renewal. 

Town Clerk 

Official Indemnity 

Compensation claim resulting 
from (alleged) negligent act or 
accidental error or omission 
by the Council or its 
employee(s) 
 
Additional process see control 
 
 

Low – given 
limited activities of 
the Council. 

Potentially 
substantial cost 
to Council. 

Risk Covered by 
Council’s 
insurances. 
(£250,000) 

Maintain adequate insurance 
cover. 
Ensure Council decisions are 
based on full information 
including professional advice 
where appropriate. 
From 2015 more robust 
event planning now takes 
place, monitored by Fylde 
Council. 
 

Town Clerk 

Libel and Slander 
Actions against the Council for 
libel or slander. 

Low – Proper 
conduct of 
Council meetings 

Potentially 
substantial cost 
to the Council. 

Risk Covered by 
Council’s 
insurances. 

 
Maintain adequate insurance 
cover. 

Council and 
Town Clerk 
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RISK PROBABILITY  IMPACT  MITIGATION CONTROL WHO 
 

and Clerk’s 
professional 
judgement  

(£250,000) Member awareness. Proper 
conduct of meetings by 
Chairman.  Professional advice 
from Clerk. 
 

Community Engagement 

Failure to represent 
community interest adequately 
in relation to matters likely to 
impact significantly on the 
Town 

Low – Town 
Council well 
established as 
consultee. 

Reduction in 
local facilities 
and/or quality 
of life or missed 
opportunity to 
benefit from 
external 
funding or 
advice. 

Council recognised 
by other agencies 
for consultation and 
information 
dissemination. 
Membership of 
NALC/LALC. 
Subscribers to 
NALC newsletter. 
Both TC and CDM 
have CiLCA 
quantification and 
are members of 
SLCC. 

Threats and opportunities 
reported to Council meetings. 
Special meetings called as 
required. Monitoring of 
publications by Town Clerk and 
Community Development 
Manager 
From 2015 due to production 
of Neighbourhood Plan 
Council now seen as more of 
an asset to the town. 
 

Town Clerk/ 
Community 
Development 
Manager 
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No Area Current Situation Barriers Action Timetable Who is 

Responsible 
1 NEIGHBOURHOOD PLAN 

1.1 
Delivery of Plan Out to formal consultation by 

Fylde Council – from 11.02.16 – 
24.03.16 

Examination 
process/apathy 

From March/April working on comments from examiner, 
then out to referendum 

 

Ongoing NP Steering 
Group /TC 

 
1.2 

Neighbourhood 
Plan 

Referendum 

Referendum due to take May – 
July 2016 

Time and 
Resources/Lack of 

enthusiasm from public 

To ensure that the NP profile is high, positives of plan 
promoted to ensure a YES vote and the Plan is ‘made’. 

 
Ongoing 

 
ALL 

 
1.3 Action Plan Delivery plan for actions currently 

being produced 
Time and Resources 

 
To ensure that outcomes and objectives from the NP 

are monitored and completed. 
Ongoing NP Steering 

Group 
2 EVENTS DELIVERY AND SUPPORT 

2.1 Switch On 2016 Highly successful event 
 

Resources and Officer 
Time 

Date 26th November 2016 26.11.16 CDM/TCSO 

2.2 RNLI Concert 2016 
To be included in Queens 

Birthday Celebrations 2016 
Resources and Officer 

Time 
 

Date 11h June 2016 18.06.16 All 

2.3 Mayors Carol 
Concert 2016 

Date and venue chosen by Town 
Mayor 

Resources and Officer 
Time 

Date 9th December 2016 
 

09.12.16 CDM/TCSO 

2.4 
 Easter 2017 Not undertaken in 2016 due to NP 

pressures 
Weather/ 

Resources 
Suggested date Sunday 16th April 2017 Future L+C 

Committee CDM/TEPO/TCSO 

2.6 Christmas Lights 
Updated and extended lights in 

2015 
 

Officer time and 
resources Updating programme ongoing including the potential for 

automatic light switch on systems. 
 

Ongoing Town Clerk 

2.7 Kite Festival Prove £1500 from TCSG 

 
Officer time and 

resources 

Town Council officers to be far more involved to 
support organiser, in partnership with FBC. 

Completed actions to date, SATC Accountable Body for 
£5000 grant from FBC for Festival, regular meetings 

with all partners being undertaken, car parking – 
working with FBC to provide enhanced parking, market 

research – DTB contacted Blackpool College for 
students to undertake during Festival, as part of their 

subject curriculum –Assistance provided on event plan 
and marketing and promotion from SATC. 

 
30-31st July 

2016 

All 
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2.8 

Town Council 
Bunting 

Share bunting with other parishes, 
only available for 1 week per year. 

 
Resources 

Procurement process undertaken to purchase Town 
Council bunting, bunting will be available for Queen’s 

Birthday in June 2016. 

L+C 
Committee CDO/TC 

3 STEP 

3.1 Town Team Group 
(STEP) TEPO now supporting delivery 

Empathy/Lack of 
Resources 

Part of TEPO role, identified objective P+R and 
Council 

agenda item 
TEPO 

3.2 B.I.D Status 
 

No BID status for Town Centre 
 

Finance TEPO to review if this is required once in post. Ongoing CDM/TEPO 

3.3 
Develop Our 

Offering 
 

Have flags, Town App, 
Newsletter, flag pins, Lamppost 

Banners, Town Centre Signs 

Officer time and 
resources 

Food Festival to take place in August 2016 August 2016 CDM/TEPO 

4 MANAGEMENT OF OPEN SPACES/PUBLIC RIGHTS OF WAY 

4.1 Open Space – 
Asset Transfer 

FBC has yet to decide what 
assets it wishes to transfer to the 

Town Council 

Political resistance Continued lobbying of FBC 
 
 

Ongoing 
Cllr E Nash 

4.2 Public Rights of 
Way 

How to promote the PROW and 
encourage people to use these; 
need to raise awareness of the 

public footpath network. 

Time and 
Resources/Lack of 

enthusiasm from public 

Programme of improvements planned for 2016/17 
 

 
Ongoing 

 
PROW Working 

Group 

5 COMMUNICATION 
 

5.1 
 
 

Use of social media 
 

 
Currently have twitter account 

Officer time and 
resources 

Continue and develop use of Twitter to promote the 
town and its events– to residents not just visitors e.g. 

through events, festivals, promoting heritage and 
features such as the ‘Cafe Quarter’ 

 
Ongoing 

 
Use of social 

media 
 

 
5.2 

Newsletter 3 times per year Officer time and 
resources 

Produced publication dates for 2016  are May 2016, 
August 2016 and October 2016 

Ongoing  

6 GOVERNANCE/AUDIT 

6.1 
Standing 

Orders/Financial 
Regulations 

Annual Review Time & resources To be reviewed at a future Council meeting 27.09.16 
Council 
meeting 

 
TC 

 
6.2 

Appointment of 
Internal Auditor 

P & R to consider Time & resources To be undertaken at future P+R Committee 25.10.16 
P+R 

 
TC 
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6.3 
Localisation of 

Council Tax 
Support Grant 

 

FBC currently reducing grant each 
year 

 
Legislation 

 
Agreed Reserves Policy does include provision for total 

loss of grant 

 
monitor 

 
All 

 
6.4 

Review of 
Effectiveness of 

Internal Audit 

P & R to consider Legislation P+R to review, continual improvement process P+R 
15.03.16 

TC 

 
6.5 

 

Annual Risk 
Assessment and 

Risk Management 

P & R to consider Legislation P+R to review, continual improvement process P+R 
15.03.16 

TC 

 
6.6 Insurance Review The 3 year contract with Zurich 

ends on 31.03.16 
Time & resources Three organisations contacted for quotes, to be agreed 

by Policy & resources Committee in March 2015. 
P+R 

15.03.16 
TC 

 
6.7 Pension 

SATC has pension scheme that 
complies with Government 

requirements 

Legislation SATC pension scheme to be formally submitted to/and 
accepted by Pension Regulator 

June 2016 TC 

7 FORWARD PLANNING 
 

7.1 Town Council 
Planning Day 

Held Planning Days for last 3 
Municipal years. 

Councillor and Officer 
Workloads 

To discuss date at future Policy and Resources 
Committee 

P+R 
10.05.16 

 

 
TC 

 
7.2 Setting the Precept 

 

Reactive 
 

Legislation Have a rolling 4/5 year plan for setting it each year so 
that SATC is proactive and plans expenditure.  Meeting 

of Council Chairman and 3 Committee Chairman to 
discuss further. 

 
October-

December 
2016 

 
TC/Chairman/3 

Committee 
Chairman 

8 HUBS AND COMMUNITY ENGAGEMENT 

8.1 
Westgate/Squire’s 
Gate Lane area – 

 

Are forgotten and need more 
support as they are part of St. 

Anne’s 
 

Resources and Officer 
Time 

Part of the Neighbourhood Plan Action Plan Ongoing TC/CDM 

8.2 Establish 
Community Hubs 

Meeting venues Resources and Officer 
Time 

Part of the Neighbourhood Plan Action Plan Ongoing TC/CDM 

9 RESOURCE MANAGEMENT 

9.1 Section 106/CIL 
 

SATC not currently eligible 
 

Approval of Fylde Local 
Plan 

 

Once eligible for CIL funding stream SATC to review on 
how money is to be allocated. 

Monitor TC 
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9.2 Grant funding As and when process Officer Time The process must be priority/project driven, not just 
applying on an ad hoc basis. 

Ongoing CDM/TEPO 

9.3 
Ring fencing and 

reserves 
 

Agreed Reserves Policy Legislation To review Reserves Policy at future P+R Committee Future P+R 
Committee 

 
P+R Committee 

9.4 Town Clerk 
Monitoring of the Town Clerks 

performance/priorities/ 
remuneration 

Resources  
To be reviewed by nominated Councillors 

 
TBA TC 

9.5 
Provision of 
Lengthsman 

 

Provision in 2016/2017 Town 
Council agreed budget 

Member/Officer time Job description ad person specification to P+R 
Committee 

P+R  
15.03.16 TC/CDM 

FUTURE ASPIRATIONS 

 
 

 
Past Mayor 
Certificates 

 
 

All past Mayors are recorded on 
the Town Council Mayor Board in 

gold. 
Time Constraints 

 
Do the Town Council wish to present the outgoing 

Mayor with a certificate for their year of office 
Future 

Aspiration CDM/TCSO 

 Tourist Information 
Centre 

Council has stated it wants to see 
permanent manned TIC in town. Finance 

Dialogue with FBC 
Ongoing discussion with by FBC Members for there to 

be a manned TIC at the Town Hall as part of the 
redevelopment of the site. 

Future 
Aspiration All 

 Certificates for 
Businesses 

To present businesses with a 
certificate for trading 25, 50, 75 

and 100 years in St. Anne’s 
 

 
Officer Time  Future 

Aspiration  

 
 
 

Reviewed on:  –  
At: Policy and Resources Committee 
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