Brandon & Bretford Parish Council
Internal Controls Policy
Adopted:  22nd June 2026
Reviewed:  Annually
1. Purpose
The purpose of this policy is to ensure that Brandon and Bretford Parish Council maintains a sound system of internal control which:
Safeguards public funds and assets
Ensures effective and efficient use of resources
Reduces the risk of fraud, error, or mismanagement
Ensures compliance with statutory requirements and financial regulations
Supports accountability and transparency in decision-making [governance...dbook_2019 | PDF]

2. Scope
This policy applies to:
All members of the Parish Council
The Clerk/Responsible Financial Officer (RFO)
Any staff, contractors, or volunteers handling council finances or assets

3. Responsibilities
3.1 Parish Council
Approves and reviews this policy annually
Sets the budget and monitors financial performance
Ensures proper financial controls are in place
Reviews internal control effectiveness (at least annually)

3.2 Clerk / Responsible Financial Officer (RFO)
Maintains the financial records and accounting system
Ensures payments and receipts are properly recorded
Implements day-to-day financial controls
Prepares financial reports for Council meetings

3.3 Councillors
Provide oversight and scrutiny of financial reports
Ensure decisions comply with financial regulations
Declare and manage conflicts of interest

4. Financial Controls
4.1 Budgetary Control
An annual budget shall be approved by the Council
Regular budget monitoring reports shall be presented to Council
Any significant budget variances must be explained

4.2 Banking Arrangements
All council funds must be held in approved bank accounts
The Council shall approve authorised signatories
Online banking access must be secure and controlled

4.3 Payments
All payments must be authorised by the Council or appropriately delegated authority
Payments must be supported by original invoices or documentation
Dual authorisation should be used where possible
A schedule of payments shall be reported to each meeting

4.4 Receipts and Income
All income must be recorded promptly and accurately
Cash receipts must be minimised and banked promptly
Receipts should be cross-referenced with records

5. Accounting and Record Keeping
Proper accounting records shall be maintained at all times
Records must comply with transparency and audit requirements
Financial records must be retained in accordance with statutory requirements

6. Asset Control
An up-to-date asset register shall be maintained
Assets must be reviewed annually
Appropriate insurance cover shall be in place

7. Risk Management
A risk assessment shall be maintained and reviewed annually
Key financial and operational risks must be identified and mitigated
The Council shall ensure appropriate internal checks are in place

8. Internal Audit
An independent internal auditor shall be appointed annually
The internal auditor shall review:
Financial controls
Compliance with regulations
Effectiveness of procedures

The Council shall consider and respond to audit recommendations

9. External Audit and Reporting
The Council shall comply with all statutory audit requirements
Annual Governance and Accountability Return (AGAR) shall be completed and approved
All required documents shall be published in line with transparency regulations

10. Separation of Duties
Wherever possible:
Different individuals should be responsible for:

Authorising payments
Processing transactions
Reconciling accounts

Where limited staffing makes this difficult, compensating controls must be implemented

11. Fraud Prevention
The Council adopts a zero-tolerance approach to fraud
Suspected fraud must be reported immediately
Appropriate action shall be taken following any investigation

12. Review of Internal Controls
This policy and internal controls shall be reviewed at least annually
The review shall be minuted and evidenced
Improvements shall be implemented where necessary

13. Approval and Review
Approved by  Brandon and Bretford Parish Council on:  22nd June 2026
