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Local Councils, Internal Drainage Boards
and other Smaller Authorities in England
Annual return for the year ended 31 March 2017

Every smaller authority in England with an annual turnover of £6.5 million or less must complete
an annual return at the end of each financial year in accordance with proper praclices
summarising its activities. in this annual return the term 'smaller authority™ includes a Parish
Meeting, a Parish Council, a Town Council and an Internal Drainage Board.

The annual return on pages 2 fo 4 is made up of three sections:

— Sections 1 and 2 are completed by the smaller authority. Smaller authorities must approve
Section 1 before Section 2. :

— Section 3 is completed by the external auditor.

in addition, the internal audit report is completed b'y the smalter authority's internal audit provider.

Each smaller authority must approve Section 1 and Section 2 in order and in accordance
with the requirements of the Accounts and Audit Regulations 2015.

Complating vour annual return

Guidance notes, including a completion checklist, are provided on page 6 and at relevant points in
the annual return.

Complete all highlighted sections. Do not leave any highlighted box blank. Incomplete or incorrect
returns require additional external auditor work and may incur additional costs.

Send the annual return, together with the bank reconciliation as at 31 March 2017, an explanation
of any significant year on year variances in the accounting statements, your notification of the
commencement date of the period for the exercise of public rights and any additional
information requested, to your external auditor by the due date.

Your external auditor will ask for any additional documents needed for their work. Unless
requested, do not send any original financial records to the external auditor.

Once the external auditor has completed their work, certified annual returns will be returned to the
smaller authority for publication and public display of Sections 1, 2 and 3. You must publish and
display the annual return, including the external auditor's repott, by 30 September 2017.

it should not be necessary for you to contact the external auditor for guidance.

More guidance on completing this annual return is available in the Practitioners’ Guide that can
be downloaded from www.nalc.gov.uk or from www.slcc.co.uk or from www.ada.org.uk

*for a complete list of hodies thal may be smaller authorities refer lo scheduia 2 lo Local Audit and Accountability Act 2014
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Section 1

We acknowledge as the members of.

— Annual governance statement 2016/17

Enter nams of

smialier authority here:

L!;i)vafr&” L ’T(-;L-AJ C-‘m-h\-lé‘—u._,

our responsibility for ensuring that there is a sound system of internal control, including the
preparation of the accounting statements. We confirm, to the best of our knowledge and belief,
with respect to the accountmg statements for the year ended 31 March 2017, that:

We havek in place arranemenls for effactive
financial management during the year, and for the
preparation of the accounting statements.

"Yes

. mgans that this stiiafler authonty s
- prepared ils accounting slatements in
' accordance with the Accounts and
Audit Regulations.

including measuraes dasignad to prevent and detect

2. We maintained an adequate system of internai controd,

made proper arrangements and accepted
rasponsibility for safeguarding the public money

its finances.

fraud and corruption and reviewed its effectiveness. g and resources in its chargea.
3. We took all reasonable steps to assure ourselves that has only done what it has the legal power to do
there are no matters of actual or potential non-compliance and has compiied with praper practices
with laws, regulations and proper practices that could in doing so.
hava a significant financial effect on tha abllity of this )
smaller autherity fo conduct its business or on v

4. We provided propar opportunity during the year for the
axarcise of elactors’ rghts In accordance with the
requirements of the Accounts and Audit Reguiations.

during the vear gave all persons interested the
opportunity to inspect and ask questions about
this authority's accounts.

5. We carried out an assessment of the risks facing this
smaller authority and took appropriale staps o manage
those risks, including the intvoduction of internal controls

considered the financial and other risks it faces
and has dealt with them properly,

thern in the accounting statements.

smaller authority and, whare appropriate have included

and/or external insurance cover where raquired. v

6. Wa maintained throughout the year an adequate and arranged for a competenl person, independent
effective system of internal audit of the accounting of the financial controls and pracedures, o give
records and control systems. v an objective view on whether internal controls

meet the needs of this smaller authority.

7. We ook appropriate action on all matters raised in rasponded to matlers brought to its altention by
reports from internal and external audit. Ll infernal and external audit.

8. We considered whether any litigation, liabilities or disclosed evarything it shouwdd have about
commitmenis, events or transactions, ccouing either its businass activity curing the year
during or after the year-end, have a financial impact on tis P inchucling svents laiking place after the year-end

In our capacily as the sole managing trustee we
discharged our accountability responsibilities for the
fund{syasseis, including financial raporting and, if
required, independent axamination or audit.

9. (For local counclis only) Trust funds lncluding charitable. B

if relevant.

E has meat all of its responsibilities where itis a
sole managing frustee of a local frust or trusts
Mavgrit i CenvimmendTs) YFivs
LB,

This annuai governance statement is approved by this
smaller authority on:

tfos/am7

and recorded as minute reference:

Ci1/oashl)

fnlgned by Chair at meatlng wh

approval is given:

'Nm@ Please provitde explanations to the exiernal auditor on a separate sheet ror each 'No reaponse Descrlba how lhl‘i smalier

authomy will address the weaknesses ;dc-muﬁed
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Section 2 — Accounting statementis 2016/17 for

Enter name of Ll
rQ\fe;.‘ﬁ..H\._\__

smalier authority here:

[;_")wmﬂ Cr;u.d«:,n_,.

Total balances and reserves at the beginning of the year as recorded

Balances brought Ry .
forward } ! 36 }y 720 83"}: Gli’“?‘ in the financial records. Value must agree to Box 7 of previous year.
2. (+) Preceopt or Ratas —m e ) 3 Total amount of precept (or for IDBs, rates and levies) received
and Levies ?8(=, ] ?5 Hio ; 815 of racaivable in the year. Exclude any grants received.
3. (+) Total Total income nr receipts as recorded in the cashbook less the

ather receipts

precepl or rates/levies received (Ilne 2). Include any granls received.

(-} Staff costs

Total expenditure or payments made to and on behalf of al
amployaes. Include salaries and wages, PAYE and NI {(employees
and employers), pension contributions and employmeant expenses.

5. {-)ioan Total expenditure ot payments of capital and interest made during
interest/capital (3 Q tha vear on the smaller authorily's borrowings (i any).
repayments .

6. {- All other : - Total expenditure or payments as recorded in the cashbook less staff
payments { )2 3‘? ,ﬁ'ﬁ“[— 7 2 g i f.s } costs {line 4) and loan interest/capital repayments {fine 5}

7. {=)Balances carried '- . : Total balances and reserves at the end of the yaar. Must equal
forward 837} O T6F, T (1+2+3) - (a+54)

8. Total value of cash The sum of all current and deposit bank accounts, cash holdings and

and short term
invasiments

B3% 33¢| 794, 00é

short term investmants held as at 31 March - To agree with bank
reconciliation.

Total fixed assets
plus jong term

This cell shows the value of alt the property the authority owns. Itis
made up of its fixed assets and long-term nvestments.

investments k«jﬁ ,oﬁ &- 7{)8 o
and assels s t

10. Total 0 G The auistanding capital balance as at 31 March of all loans from third
borrowings parties (including PWILE).

11. (For Local Councils The Council acts as sole trustes for and is responsibie for managing

Only) Disclosure
note ra Trust funds
(including charitablg)

Trust funds or assets.
N.B. The figures in the accounting statements
above do not include any Trust transactions.

| certify that for the year ended 31 March 2017 the
accounting statements in this annual relurm present fairly the
financial position of this smalter authosily and its income and
expenditure, or properly present receipts and paymenis, as
the case may be.

Signed by Responsible Financial Officer:

R é‘:ﬂ"%vﬁﬁ’v -

0 3/05/2017

| confirm that these accounting statements were approved
by this smaller authority on:

C AGleshsty T
and recorded as minuie reference:
_arfessh(iry

Signed by Chair at meeting where approvat is given:

K e
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Section 3 — External auditor report and certificate

In respect of:

Enter name of l——‘ - .
smaller authority hare: veice o Coere

1. Respective responsibilities of the body and the auditor

This smaller authority is responsible for ensuring that its financial management is adequate and
effective and that it has a sound system of internal control. The smalier authority prepares an
annual return in accordance with proper practices which:

¢ summarises the accounting records for the year ended 31 March 2017; and

s confirms and provides assurance on those matters that are relevant fo our duties and
responsibilities as external auditors.

Qur responsibility is to review the annual return in accordance with guidance issued by the
National Audit Office (NAQ) on behalf of the Comptroller and Auditor General (see note below).
Our work does not constitute an audit carried out in accordance with International Standards on
Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit
would do.

2. 2016/17 External auditor report

: {Emppt_for the mai%@rs;apoztedmlaw) on the basis of our review of the annual retum inour opinion the information in the annual
return is in accordance with proper practices and ne other maiters have come o our attention giving cause for concern that relevant
legislative and regulatory requirements have not baan met. ("delete-as-appropriate).

(continue on a separate sheet if required)

- Other matters not affecting our opinion which we draw 1o the attention of the smaller authority.

(caentinue on a separate sheel if required)

3. 2016/17 External auditor certificate

We certify/da.not-certify* that we have completed our review of the annual return, and
discharged our responsibilities under the Local Audit and Accountability Act 2014, for the
year ended 31 March 2017.

| *We do not ceriify completion bacause: i |

Extenial auditor signature ' ey 4 n;

External auditor name P?”all v m‘fiL‘U‘ﬂ:_u(_ﬂeIﬁﬁ _ Date F._.._'_.__ hf'—l - :_ ]

1. gi Hingd o
. Note The NAO issued guidance applicable to extema aldiors' w&rk 016/17 accounts in Audiior Guidance Note AGN/OZ2. The
. AGN is avaiiable from the NAO website {www.nao.org.uk)

v
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Annual internal audit report 2016/17 to

Eter natmo of e . S
l 1 “IJ\IL«JJsM,_ T;;;.-__J Cau’r-i(;u__

b e oo e e

sinaller authority here:

This smaller authority's irternal audit, acting independently and on the basns of an assessment of
risk, carried out a selective assessment of compliance with relevant procedures and controls
expected to be in operation during the financiat year ended 31 March 2017.

Internal audit has been carried out in accordance with this smaller authority’s needs and planned
coverage. On the basis of the findings in the areas examined, the internal audit conclusions are
summarised in this table. Set out below are the objectives of internal control and alongside are the
internal audit conclusions on wheather, in all significant respects, the control objectives were being
achieved throughout the financial year to a standard adequate to meet the neads of this

smaller authority,

“Internal contro! objective " S : RN S “Agreed? Plgase chooseonly :

,.one of the following - -

A, Appropriate accounting fecords have besn kept properly throughout the year. : ‘/

B. This smalier authority met Its financial regulations, payments were supported by invoicas, all o
expenditure was approved and VAT was appropriaiely accounted for, )

C. This smalier authorlity sissessed the significant risks o achieving its objectives and reviewed the
adequacy of arrangements (o manage these.

3. The pracept or rates requirement resulted from an adaguate budgelary PrOGESS; Progress
against the budget was regufarly monitored; and reserves were appropriate,

E. Expected income was fully receivead, bazed on correct prices, groperly recorded and prompily
hanket; and VAT was appropriately accounted for.

F. Pelty cash payments were properly supported by recaipts, ali petty cash expanditure was

G. Salaries to employees and allowances to mambers were paid in accordance with this smaller
authorily's approvals, and RAYE and NI requirements were properly applied.

H. Asset and investmenis registers were complete and accurate and properly maintained.

v

v

J/

approved and VAT approprigtely accountad for, v
v
v

v

. Periodic and year-erd bank account recoriciliations were propertly cardad out.

J.  Accounting statements prepared during the year were prepared on the corract accounting basis
(recaipts and paymenis or incoms and expenditure}, agreed to the cash book, supporied by an v/
adequate audit frall from underlying records and whera appropriate deblors and creditors wars
properly recordsd.

K. (For lacal councils only)

_ appl{cable

Trust funds {including charitable} - The council met its responsibiliies as a tusies.

For any other risk areas identified by this smaller authorily adequate conirols existed (list any other risk areas below or on separate
shests if needod)

Name of person who carrled out the internat audit H '. \H EELAS Cﬁhmif(i@“%@@ hg /% LJJC&E}J)

Signature of person wiho carried out the internal audit m&%m Date é)jz_, /Ci‘i;" /:9:(}!

Ml the response is 'no’ please state the implications and acticn being taken to address any weakness in control tdemifled

. {add separale sheals if needead).

. "Note: if the response {s 'not covered’ please state when the most recent internal audit work was done in this area and when it is
next pianned, or, if coverage is not reguired, internal audit must explain why not (add separate sheets if neaded).
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Guidance notes on completing the 2016/17 annual return

1.

10.

11.

Alt sections Al highlighted boxes have been cmpleted?

You must apply proper practices for preparing this annual return. Proper practices are found in the
Practitioners’ Guide* which is updated from time to time and contains everything you should need to
prepare successfully for your financial year-end and the subsequent work by the auditor. NALC, SLCC
and ADA have helpiines if you want to talk through any problem you encounter.

Make sure that your annuai return is complete (i.e. no empty highlighted boxes), and is properly
signed and dated. Avoid making amendments to the completed return. Any amendments must be
approved by the smailer authority, properly initialled and explanation provided. Annual returns
containing unexplained or unapproved amendments may be returned and incur additional costs.

. Smaller authorities must approve Section 1 on page 2 before approving Section 2 on page 3.

Use the checklist provided below. Use a second pair of eyes, perhaps a Councillor or Board Member,
to review the annual return for completeness and accuracy before sending it to the external auditor.

Do not send the external auditor any information not specifically asked for. Doing so is not helpful.
However, vou must tell the external auditor about any change of Clerk, Responsibie Finance Officer
or Chair.

Make sure that the copy of the bank reconciliation which you send to your external auditor with the
annual return covers all your bank accounts. If your smaller authority helds any short-term
investments, note their value on the bank reconciliation. The external auditor must be able to agree
your bank reconciliation to Box 8 on the accounting statements (Section 2 on page 3). You must
provide an explanation for any difference between Box 7 and Box 8. More help on bank reconciliation
is available in the Practitioners’ Guide™.

. Explain fully significant variances in the accounting statements on page 3. Do not just send in a copy

of your detailed accounting records instead of this explanation. The external auditor wants to know
that you understand the reasons for all variances. Include a complete numerical and narrative
analysis to suppaort your explanation. There are a number of examples provided in the Practitioners’
Gulide* to assist you.

If the external auditor has to review unsolicited information, or receives an incomplete bank
reconciliation, or you do not fully explain variances, this may incur additional costs for which the
auditor will make a charge.

You must inform the external auditor of the date set for the commencement of the period for
the exercise of public rights.

Make sure that your accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2016} equals the balance brought forward in the current year {Box 1 of 2017).

Do not complete Section 3 which is reserved for the external auditor,

Al additionat information requested, including the dates set for the period for the exercise of
public rlghts, has bean provided for the extermnal auditor?

Section 1 For any stalement to which the response is 'no', an explanation is provided?

Section 2 Smaller authority approval of the accounting statements is confirmed by the signature of the Chair

of the approval maating?

An axplanation of significant variations from last year to this year is provided?

Bank reconcifiation as at 31 March 2017 agreed to Box 87

An explanation of any difference between Box 7 and Box 8 is provided?

Hections 1 and 2 Trust funds — all disclesures mada if a Councit is a sole managing trustee? NB: Do not send trust

accouniing statements unless requested.

Intarnal Audit report All highlighted boxes completed by intlernal audit and explanations pravided?

“Nole: The Praciitioners' Guide Is available from your local NALC, SLCC ar ADA representatives or from www.nale.gov.uk or
www.slcc.co.uk or www ada.org.uk. ,
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Haverhill Town Council

Social Media Policy

Draft 19" September 2017
HAVERHILL

TOWN COUNCIL

1 Policy btatement

1.1 Haverhill Town Council use of Social media is intended to Provide timely
information and updates regarding activities and events with our town and promote
constructive comments and suggestions from residents and local organisations.

1.2 Social media channels provide new ways for the council to inform and respond to
questions and queries raised by people who live in, work in and visit Haverhill. Any
Town Council communication via Facebook, Twitter and any other similar channel of
communication will meet the following criteria:

a) Civil, tasteful and relevant;

b) Not contain content that is unlawful, libellous, harassing, defamatory, abusive,
threatening, harmful, obscene, profane, sexually oriented

¢) Will be in line with our Equal opportunities and Equalities Paolicy.

d) Not contain content copied from elsewhere, for which we do not own the
copyright;

e) Not contain any personal information, other than necessary basic contact
details;

f)  Will be moderated by the Town Council.

2 Terms of use of Town Council Social media by others

2.1 Haverhill Town Council wishes to encourage the use of social media as a
channel for constructive, respectful and productive discussion and comment on
matters of interest and importance to the people of Haverhill, within the context of
local council activity.

2.2 In order to meet our aspirations above, we ask correspondents via social media
to follow these guidelines:

a) Be considerate and respectful of others. Vulgarity, threats or abuse of
language will not be tolerated,;

b) Differing opinions and discussion of diverse ideas are to be encouraged in the
spirit of healthy debate, but personal attacks on anyone, mcludlng council
members or staff, are not permitted.

¢) Be accurate, proportionate and give credit where credit is due.

d) Stay on topic - Posts for commercial purposes or to market products, or on
matters unrelated to local council activity will be deleted.

e) Do notinclude personal/private information on posts.



2.3 We reserve the right to remove any comments and content that does not meet
the spirit of the guidelines above. Content that will be removed includes:

a) Comments we consider obscene, racist or —phobic.

b) Personal attacks, insults, or threatening language

c) Potentially libellous statements

d) Plagiarized material, any material in violation of any laws, including
copyright

e} Private, personal information published without consent

f) Information or links unrelated to the content of the forum

g) Commercial promotions or spam

h) Party-Political comment (The Town Council is apolitical)

2.4 We reserve the right to block any person posting such content.

2.5 During the period of heightened sensitivity preceding an election, we may disable
the ability to post comments on our social media.

2.6 By choosing to utilise any Haverhill Town Council social media site, users are
deemed to have agreed to this policy.

3 Genaral Matiers on Social meadia

3.1 Qur social media cannot be monitored 24/7 and we do not undertake to reply
individually to all messages or comments received. However, we will endeavour to
ensure that any emerging themes or helpful suggestions are passed to the relevant
people. '

3.2 Sending a message/post via social media will not be considered as contacting
the council for official purposes and we will not consider ourselves obliged to monitor
or respond to requests for information through social media. Our contact details can
be found on our website www.haverhill-tc.gov.uk

3.3 Haverhill Town Council is not responsible for the accuracy of content posted by a
third party; opinions expressed in third party comments on the council’s social media
pages do not represent those of Haverhill Town Council.

3.4 All comments, once posted, become the property of Haverhill Town Council and
we reserve the right to reproduce, distribute, publish, display or edit. Derivative work
can also be created from such postings or content, and used for any purpose, in any
form and on any other media.

3.5 This policy may be revised at any time.



