
COUGHTON PARISH COUNCIL
INTERNAL CONTROL POLICY

1. PURPOSE
1.1 This Internal Control Policy sets out the framework by which Coughton Parish Council (“the Council”) ensures that its financial and operational activities are properly controlled, lawful, and accountable.
1.2 The policy is designed to:
· Safeguard public funds
· Prevent and detect fraud and error
· Ensure accurate financial reporting
· Support compliance with the Annual Governance and Accountability Return (AGAR)
1.3 This policy is based on the JPAG Practitioners’ Guide and NALC Model Financial Regulations principles.

2. SCOPE
2.1 This policy applies to:
· All councillors
· The Clerk (Proper Officer)
· The Responsible Financial Officer (RFO)
· Any contractors or agents acting on behalf of the Council

3. GOVERNANCE FRAMEWORK
3.1 The Council’s system of internal control is based on:
· Standing Orders
· Financial Regulations
· Scheme of Delegation
· Risk Register
· Annual budget and monitoring processes
3.2 Ultimate responsibility for internal control rests with the full Council.

4. ROLES AND RESPONSIBILITIES
4.1 Council
The Council is responsible for:
· Approving budgets and precepts
· Authorising major expenditure
· Reviewing financial performance
· Ensuring systems of internal control are effective

4.2 Clerk / RFO
The Clerk/RFO is responsible for:
· Day-to-day financial administration
· Maintaining accounting records
· Ensuring payments are properly authorised
· Preparing financial reports and reconciliations
· Implementing internal control procedures

4.3 Councillors
Councillors are responsible for:
· Reviewing financial information presented
· Approving payments and budgets
· Ensuring compliance with governance requirements
· Acting in the public interest

5. KEY INTERNAL CONTROL MEASURES
5.1 BANKING CONTROLS
· All Council funds shall be held in accounts in the Council’s name
· All payments require dual authorisation
· Bank mandates shall be reviewed annually
· Online banking access shall be restricted to authorised users only

5.2 PAYMENT CONTROLS
· All payments must be supported by an invoice or supporting documentation
· Payments must be approved by Council or under delegated authority
· A schedule of payments shall be presented at each meeting
· No councillor may authorise their own payments

5.3 SEGREGATION OF DUTIES
Where possible:
· The Clerk/RFO prepares payments
· Councillors authorise payments
· Bank reconciliations are independently reviewed
For small councils where full segregation is not possible, compensating controls (dual approval and Council oversight) shall apply.

5.4 BANK RECONCILIATION
· Bank reconciliations shall be completed regularly (at least quarterly)
· Reconciliations shall be presented to Council for verification
· Any discrepancies shall be investigated immediately

5.5 BUDGETARY CONTROL
· An annual budget shall be prepared and approved before the precept is set
· Actual income and expenditure shall be compared against budget regularly
· Significant variances shall be reported to Council

5.6 EXPENDITURE AUTHORITY
· Expenditure must be within approved budget or properly authorised
· The Clerk may incur limited delegated expenditure up to £500 per item (if agreed by Council)
· Larger expenditure requires full Council approval

5.7 ASSET CONTROL
· All assets shall be recorded in an Asset Register
· The register shall be reviewed annually
· Assets shall be insured appropriately
· Disposal of assets must be approved by Council

5.8 RISK MANAGEMENT
· The Council shall maintain a Risk Register
· Risks shall be reviewed at least annually
· Appropriate controls shall be documented and monitored

5.9 RECORDS AND DOCUMENTATION
· Financial records shall be retained in accordance with the Council’s Records Retention Policy
· Records shall be secure, backed up, and accessible for audit purposes
· Digital records shall be appropriately protected

5.10 FRAUD PREVENTION
The Council adopts a zero-tolerance approach to fraud. Controls include:
· Dual authorisation of payments
· Regular financial reporting to Council
· Internal and external audit processes
· Clear separation of responsibilities
Any suspected fraud shall be reported immediately to the Chair and investigated appropriately.

5.11 INTERNAL AUDIT
· An independent internal auditor shall be appointed annually
· The internal auditor shall review governance, risk, and financial controls
· The internal auditor reports directly to Council
· Findings shall be considered in a public meeting

6. REVIEW OF CONTROLS
6.1 Internal controls shall be reviewed:
· Annually by full Council
· Following audit recommendations
· After any significant financial or governance change
6.2 Any amendments must be formally approved by Council resolution.

7. GOVERNANCE ASSURANCE
7.1 The Council confirms that it has in place a system of internal control designed to ensure:
· The proper administration of financial affairs
· Compliance with statutory obligations
· Protection of public funds and assets
7.2 This policy supports the Council’s Annual Governance Statement (AGAR Section 1).

ADOPTION
This Internal Control Policy was adopted by Coughton Parish Council on:
Date: ___________________________
Signed (Chair): ___________________________
Signed (Clerk / RFO): ______________________


