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SKEGNESS TOWN COUNCIL 

REPORT TO: BUSINESS AND RESOURCES COMMITTEE  
25TH APRIL 2018 

BY:   TOWN CLERK 
SUBJECT: Governance and Performance Monitoring Report 

PURPOSE: 

To report the end of financial year financial position and the fourth quarter risk 
and performance so that the Committee can review progress, risks and finances 
to identify any exceptions or new controls needed and make appropriate reports 
and recommendations to Council.  

1 INTRODUCTION AND BACKGROUND 

1.1 The Council have a legal responsibility to ensure that the business, 
finances and risks of the Council are properly governed.  The Council has 
appointed the Town Clerk and Responsible Finance Officer to take 
responsibility on a day to day basis and has delegated the monitoring and 
governance function to the Business and Resources Committee. Financial 
Procedures approved in May 2016 and updated as required by the RFO, 
together with the Financial Regulations, form the basis of the Internal 
Control mechanisms. A regular Governance Report is one of the ways in 
which the Committee and thereby the Council can satisfy itself that 
everything is in order or if not raise concerns.  

1.2 This report covers the final quarter of 2017/18 and the end of year 
accounts subject to Internal Audit. 

1.3 Any matter of concern identified by the Committee must be reported to the 
next available meeting of the Council. It is emphasised that it is the 
responsibility of Councillors to scrutinise the information and make 
appropriate recommendations to Council.  

1.4 The report contains several sections. 

2 FINANCIAL REPORT 

2.1 This section contains the draft end of year Annual Return and supporting 
accounts including balance sheet and income and expenditure report 
Appendix A. The Committee has the responsibility for ensuring that there 
is adequate internal control and should consider the recommendations it 
will make to Council in respect of the statements in the Annual Return 

4.
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which will be considered on 23rd May. It is anticipated that the Town Clerk 
will be able to give a verbal update on the findings of the Internal Auditor’s 
review undertaken on 24th April, at the meeting. 

 
2.2 The Income and Expenditure report shows how actual income and 

expenditure compares with the budget that was set for 2017/18. This has 
been reported on to the Committee each quarter with explanations of 
expenditure and income trends during the year. This now focuses on 
overall performance over the year.  

 
2.3 There is also a balance sheet which is a statement of the Council’s assets 

and liabilities and shows the recommended end of year position for 
reserves. 
 

2.3.1 The cemetery reserve has been kept at £185,000 in accordance with the 
decision made not to increase this at budget time. 

 
2.3.2 It is recommended that the Neighbourhood Development Plan is increased 

by £3208 to £25,000 to cover potential additional costs associated with 
gathering the necessary evidence and potential additional community 
engagement activities.  
 

2.3.3 It is recommended that the legal fund is increased by £2000 to £12,500 to 
cover increased claim risks in respect of additional services being 
provided, GDPR and also possible legal advice costs in respect of planned 
projects.   
 

2.3.4 The Sunshine Play Area Reserve has been kept at £40,000 in accordance 
with the decision made not to increase this at budget time. 
 

2.3.5 The ITC and Office Reserve has been rounded to £8,500 from £8,471. 
 

2.3.6 The Public Property Reserve has been increased by £2,000 to £50,000. 
Additional flexibility is needed in this reserve because of Council’s decision 
to take the grass cutting in-house from 2018/19, the need to fund future 
equipment replacement and to cover CCTV camera replacement when the 
existing cameras reach end of life. Increasing this reserve is prudent at 
this time as no other budgeted provision has been made and having to 
fund one off purchases at some future date could create pressure on the 
precept. 
 

2.3.7 The Civic Awards Reserve has been left at £2900. 
 

2.3.8 The Investment Reserve has been left at £10,000 
 

2.3.9 The War Memorial Reserve is £2,000 but will be reduced to £1000 during 
2018/19 to pay for unbudgeted cleaning and refurbishment costs. This 
fund was donated specifically for the War Memorial by the Civic Society 
and cannot be used elsewhere. 
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2.3.10 A new Election Reserve is proposed. Since 2016, East Lindsey District 

Council will no longer bear the cost of Town Council elections. 
Resignations from Council have been running at a rate of 2 per 4-year 
term and so provision should be made to cover the cost of both the 4 
yearly elections and two bi-elections so that this does not fall in one year. 
No estimate has been provided by ELDC but previous costs suggest that a  
single ward by-election costs approximately £6000. It is anticipated that 
elections held at the same time as District Elections will result in some of 
the costs being shared (e.g. hall hire). It is proposed that the reserve is 
initially set at £20,000 and that the level and annual contribution is 
reviewed after the next election.   
 

2.3.11 A new reserve of £65,000 has been created in respect of the 
developments in Tower Gardens. Council has agreed that in the new 
financial year that should the developments proceed, then the Cemetery 
Extension Reserve will be used in 2018/19 to fund the additional costs 
(about another £80,000) as the cemetery reserve will not be needed for 
approximately 30 years and there will be time to rebuild this back to the 
required level. 

 
2.4 Copies of the year end bank reconciliations are set out in Appendix B – 

These show that the figures in the Council’s statements of accounts 
reconcile back to the actual money held in the Council’s bank accounts 
and demonstrate that all the money for the year is accounted for. 

 
2.5 The Council’s budgeted income was exceeded by £19,154 due to 

unexpected income related to additional burials in the cemetery and to a 
one off grant from Lincolnshire County Council in respect of taking over 
Amenity Verge Grass Cutting.  

 
2.6 The Council’s overall expenditure shows a £124,663 underspend. 

However, £49,000 of this relates to a planned use of Reserves to fund 
Business Plan expenditure relating to the CCF bid and £8,000 related to 
planned transfers to Earmarked Reserves. The remaining underspend can 
be seen in the detail on the Income and Expenditure sheet but is mainly 
attributable to an underspend on Employee Costs and the Tower Gardens 
project and a large unbudgeted expenditure item incurred in respect of 
setting up the Amenity Grass Cutting Team.   
 

2.7    
 

Reconciliation of the General Reserve Account 

  

Actual Expenditure  £374,252 

Budgeted Transfer into EM Reserves £92,237 

Transfer from EM Reserves £0 

Total Actual Exp and Transfers £466,489 
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Less Actual Income £469,169 

Increase in General Reserve £2,680 

Total General Reserve £91,159 

 
 
2.8 General Reserves are kept to manage risk. These need to be sufficient to 

cover any unexpected costs, claims or income not arriving as expected. 
Internal Audit suggested last year that the Council’s General Reserve 
levels are a bit low. The Council has since taken on additional services 
and as a result both expenditure and risk levels have increased. Council is 
also undertaking additional long-term projects which will ultimately reduce 
the overall level of reserves held. When setting the 2018/19 budget, 
Council decided to increase the General Reserve gradually over the next 4 
years to manage unexpected expenditure and the associated risks.  
Currently General Reserves covers about 10 weeks expenditure. It is 
planned that by 2021/22 the General Reserve will be increased to cover 
about 15 weeks expenditure. 
 

2.9 In May a transfer will be made from the Mayor’s Charity Account into the 
Council’s Account so that cheques can be written for the Mayor’s Charity. 
The income and expenditure cancel each other within the accounts. 

 
2.10 The final accounts will be presented to at the special meeting of Council in 

May and will then be dispatched for external audit.  
 

2.11 In respect of 2018/19 the Local Government Pay Settlement has been 
agreed for the next 2 years at 2% per annum plus higher increases for 
lower paid workers. From 1st April 2019 the NJC has decided to change 
the spinal points within the grading structure. At the time of writing the 
report no details are available and the new salary levels have not been 
released.  

 
 
3 RISK MANAGEMENT 
 
   
3.1 The Council is required to assess the effectiveness of its systems of 

Internal Control at least annually and the Council has decided this should 
be done on a quarterly basis. The Business and Resources Committee 
reviews the Council’s risks at the end of each quarter and subsequently 
makes a report and recommendations to Council.  

 
3.2 The revised Risk Register is attached as Appendix C. 

 
3.3 The Risk Register shows three types of risks.  

 
3.3.1 Strategic Risks: 

• Compliance with the law and regulations 
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• Prioritisation and use of resources

• Communication and Reputation

• Council finances

• HR

• Management of assets

• Health and safety

3.3.2 Operational Risks: 

• Significant risks occurring through routine activities

3.3.3 Project Risks: 

• Significant risks that occur as a consequence of
undertaking a specific non-recurring project or
activity.

4 OUTSTANDING ACTIONS 
4.1.1   The revised Task list is attached as Appendix D with changes highlighted. 

5 OPERATIONAL REPORT 

5.1 Castleton Boulevard  
5.1.1 The planters contain early spring flowers. The beds need new chippings 

this is planned for before summer, otherwise nothing to report. 

5.2 Sunshine Play Area 
5.2.1 Annual external inspection undertaken. Nothing serious to report, but 

some painting and routine maintenance will be required in the coming 
year. 

5.3 Lumley Road Baskets 
5.3.1 Will be hung in June. Have agreed with LCC Highways that the lamp 

column destruction testing can be undertaken as part of the Christmas 
illuminations and that a simple visible inspection will be sufficient for the 
hanging baskets this year. One column is damaged and it is unlikely to be 
available for basket hanging. 

5.4 Allotments  
5.4.1 90/100 allotments were let at year end, but 13 are now available as a 

result of some allotment holders giving up at year end or being issued a 
termination notice due to non-payment or non-cultivation. There has been 
a trend to for households to try to occupy more than one allotment, but in 
different names. It is recommended that the letting policy is clarified so 
that a maximum of two plots per household is permitted. This will help 
control the use for commercial rather than private use.  

5.4.2 Invoices for 1st April charges have been dispatched. 

5.5 Cemetery 
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5.5.1 There was a significant increase in the number of funerals during the latter 
part of 2017/18 and this is likely due to the colder winter period. Despite 
much higher charges for non-residents the sale of graves to those living 
outside Skegness has remained active. 
 

5.6 Parish Paths 
5.6.1 These will be cut a minimum 3 times during the year. 
 
5.7 Amenity Grass Cutting 
5.7.1 Cutting commenced in late March but has been hampered by the poor 

weather conditions. Positive comments have already been received about 
the litter picking prior to cutting. The team are still in the forming stage and 
some teething problems have been encountered. It will take a number of 
cuts before they are operating completely effectively.   

 
 
6 OTHER OPERATIONAL ACTIVITIES  
 
6.1 Street Collection Licenses  
 
6.1.1 The following licenses were issued under delegated authority in the last 

quarter.  
 

Permit 
Number 

Name of Organisation Day Date 

    

005A/18 Guide Dogs for the Blind Sat 21st July 2018 

004A/18 Marie Curie Sat 31st March 
2018 

002EX/A/18 Poppy Appeal  27th October 
until 10th 
November 
2018 

006EX/18 RAF Association Sun 1st April 2018 

003EX/18 RAF Association Sat 15th 
September 
2018 

 
6.2  Jolly Fisherman permission to use image 
 
6.1.1 One promotional use of the image has been granted by the Council during 

the last quarter. Additionally, one commercial use of the image has been 
approved by Skegness Trading Co Ltd. 

 
7 COMMUNICATIONS 
 
7.1 Last quarter we reported on the level of communications for the first time.  

The table below sets out the statistics relating to the website and use of 
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social media. The reduction in Facebook statistics is expected as in the 
previous quarter the Council was undertaking two specific consultations. It 
may also reflect a general unhappiness with Facebook following the recent 
media attention. Twitter statistics have increased. This may reflect an 
increased proficiency in the use of Twitter. Website use continues to 
increase and this likely reflects the amount of useful information contained. 

 

Media Statistic Measurement (12 
month unless 

otherwise staed) 

Website 398,000 Annual page 
impressions 

Twitter 311 Followers 

Twitter 24       (New) Ave monthly Tweets by 
Council  

Twitter 95546 Twitter Impressions 

Facebook 
 

126 Average number of 
unique users who have 
seen content each day. 
over period Jan to Mar 

Facebook 
 

412 Daily average number of 
page impressions seen 

of any associated 
content over period Jan 

to Mar 

Facebook 
 

18 Daily average number 
who engage with posts 
(like comment, repost 
etc) over period Jan to 

Mar 

Instagram 147        (New) Number of Followers 

 
 
8 RECOMMENDATIONS 
 
8.1 The Business and Resources Committee is recommended to:- 
 

a) Receive and note the report for the final quarter of 2017/18 
b) Review the end of year Financial Appendices and recommend the 

levels of Earmarked Reserves. 
c) Approve the Bank Reconciliations for the year, the General Reserve 

reconciliation and identify any other actions or issues necessary for 
Council to consider prior to approval of the accounts in May. 

d) Confirm to Council that the statements relating to Internal Control have 
been met and can be answered positively.  

e) Review and approve the Risk Register Appendix C and identify any 
actions or issues. 
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f) To note the movements on the Task List Appendix D and identify any 
actions. 

g) Review the Operational Information and identify any actions or issues. 
h) Identify any other matters that should be sent to Council  

 
 
 

FOR DECISION 

For information relating to this 
report please contact The Town 
Clerk, Town Hall Skegness or 
email 
info@skegnesscouncil.org.uk 
Background papers –  

mailto:info@skegness


Local Councils, Internal Drainage Boards and other  
Smaller Authorities in England 
Annual Governance and Accountability Return 2017/18 Part 3

To be completed by:
• all smaller authorities* where either the higher of gross income or gross

expenditure exceeded £25,000 but did not exceed £6.5 million; and
• any other smaller authorities that either:

• are unable to certify themselves as exempt; or
• have requested a limited assurance review.

Guidance notes on completing Part 3 of the Annual Governance and 
Accountability Return 2017/18  
1. Every smaller authority in England that either received gross income or incurred gross expenditure

exceeding £25,000 must complete Part 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
 

• The annual internal audit report is completed by the authority’s internal auditor.
• Sections	1	and	2 are to be completed and approved by the authority.
• Section	3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved before 2 July 2018.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
requesting a limited assurance review, must send to the external auditor:
 

• the Annual Governance and Accountability Return Sections 1, 2 and 3, together with
• a bank reconciliation as at 31 March 2018
• 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
• Annual Internal Audit Report 2017/18

Unless requested, do not send any original records to your external auditor. Your external auditor will ask 
for any additional documents needed.
Once the external auditor has completed and is able to give an opinion on the limited assurance review, 
the Annual Governance and Accountability Return including Section	3	–	External	Auditor	Report	and	
Certificate will be returned to the authority.

Publication Requirements
Smaller authorities with either income or expenditure exceeding £25,000 must publish on a public website, 
under the Accounts and Audit Regulations 2015, the Annual Governance and Accountability Return:  
• Section	1	–	Annual	Governance	Statement	2017/18, page 4
• Section	2	–	Accounting	Statements	2017/18, page 5
• Section	3	–	The	External	Auditor	Report	and	Certificate	2017/18, page 6
• Notice of the period for the exercise of public rights and other information required by Regulation 15 (2),

Accounts and Audit Regulations 2015.
It is recommended as best practice, to avoid any potential confusion by local electors and interested 
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2017/18 Part 3

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to Local Audit and Accountability Act 2014.

4.
Appendix A
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*More guidance on completing this annual return is available in Governance and Accountability for Smaller Authorities  
in England – a Practitioners’ Guide to Proper Practices, which can be downloaded from www.nalc.gov.uk or from  
www.slcc.co.uk or from www.ada.org.uk

Guidance notes on completing Part 3 of the Annual Governance and  
Accountability Return 2017/18 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance and  

Accountability Return. Proper Practices are found in the Practitioners’ Guide* which is updated from time to time 
and contains everything needed to prepare successfully for the financial year-end and the subsequent work by  
the external auditor. 

• Make sure that the Annual Governance and Accountability Return is complete (i.e. no empty highlighted boxes), 
and is properly signed and dated. Avoid making amendments to the completed Annual Governance and  
Accountability Return. Any amendments must be approved by the authority, properly initialled and accompanied  
by an explanation. If the Annual Governance and Accountability Return contains unapproved or unexplained 
amendments, it may be returned and additional costs will be incurred. 

• The authority should receive and note the annual internal audit report prior to approving the annual governance 
statement and before approving the accounts.

• Use the checklist provided below to review the Annual Governance and Accountability Return for completeness 
before sending it to the external auditor.

• Do not send the external auditor any information not specifically requested. However, you must inform your  
external auditor about any change of Clerk, Responsible Finance Officer or Chairman, and provide relevant email  
addresses and telephone numbers.

• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the Annual Governance 
and Accountability Return covers all the bank accounts. If the authority holds any short-term investments, note their 
value on the bank reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the 
accounting statements (Section	2,	page	5). An explanation must be provided of 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 5. Do not just send a copy of the detailed 
accounting records instead of this explanation. The external auditor wants to know that you understand the reasons 
for all variances. Include complete numerical and narrative analysis to support the explanation. 

• If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or  
variances are not fully explained, additional costs will be incurred. 

• Make sure that the accounting statements add up and that the balance carried forward from the previous year  
(Box 7 of 2017) equals the balance brought forward in the current year (Box 1 of 2018).

• Please enter the authority’s name only in Section 3 on Page 6. Do not complete the remainder of that section, 
which is reserved for the external auditor.

• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the  
exercise of public rights. From the commencement date for a single period of 30 consecutive working days, the  
accounts and accounting records can be inspected. Whatever period the RFO sets it must include a common  
inspection period – during which the accounts and accounting records of all smaller authorities must be available 
for public inspection – of the first ten working days of July. 

• The authority must publish the information required by Regulation 15 (2), Accounts and Audit Regulations 2015, 
including the period for the exercise of public rights and the name and address of the external auditor.

Annual Governance and Accountability Return 2017/18 Part 3

Completion	checklist	– ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, is an explanation provided?

Has an explanation of significant variations from last year to this year been provided?

The bank reconciliation as at 31 March 2018 is agreed to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes have been completed by the internal auditor and explanations provided?

Has all additional information requested, including the dates set for the period  
for the exercise of public rights, been provided for the external auditor?

Trust funds – have all disclosures been made if the authority is a sole managing  
trustee? NB: do not send trust accounting statements unless requested or instructed.

Has the authority’s approval of the accounting statements been confirmed by  
the signature of the Chairman of the approval meeting?

Yes No



This authority’s internal auditor, acting independently and on the basis of an assessment of risk, 
carried out a selective assessment of compliance with relevant procedures and controls to be in 
operation during the financial year ended 31 March 2018.

The internal audit for 2017/18 has been carried out in accordance with this 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 whether, in all significant respects, the control 
objectives were being achieved throughout the financial year to a standard adequate to meet the 
needs of this authority.

Annual Internal Audit Report 2017/18

ENTER	NAME	OF	AUTHORITY

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified 
(add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is 
next planned, or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).

A.  Appropriate accounting records have been properly kept throughout the financial year.
B.  This authority complied with its financial regulations, payments were supported by invoices,  

all expenditure was approved and VAT was appropriately accounted for.
C.  This authority assessed the significant risks to achieving its objectives and reviewed the  

adequacy of arrangements to manage these.

D.  The precept or rates requirement resulted from an adequate budgetary process; progress against 
the budget was regularly monitored; and reserves were appropriate.

E.		Expected income was fully received, based on correct prices, properly recorded and promptly 
banked; and VAT was appropriately accounted for.

F.		Petty cash payments were properly supported by receipts, all petty cash expenditure was 
approved and VAT appropriately accounted for.

G. Salaries to employees and allowances to members were paid in accordance with this authority’s 
approvals, and PAYE and NI requirements were properly applied.

J. Accounting statements prepared during the year were prepared on the correct accounting basis 
(receipts and payments or income and expenditure), agreed to the cash book, supported by an 
adequate audit trail from underlying records and where appropriate debtors and creditors were 
properly recorded.

K. (For	local	councils	only)

 Trust funds (including charitable) – The council met its responsibilities as a trustee.

H.	Asset and investments registers were complete and accurate and properly maintained.
I. Periodic and year-end bank account reconciliations were properly carried out.

Yes No*

Agreed? Please choose 
one of the following

Yes No
Not 
applicable

Internal control objective

Not
covered**

Page 3 of 6Annual Governance and Accountability Return 2017/18 Part 3

DD/MM/YYSIGNATURE	REQUIRED
Date

Signature of person who  
carried out the internal audit

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets  
if needed).

DD/MM/YY
Name of person who carried out the internal auditDate(s) internal audit undertaken

ENTER	NAME	OF	INTERNAL	AUDITOR



*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response. Describe how the authority 
will address the weaknesses identified.

Section	1	–	Annual	Governance	Statement	2017/18

We acknowledge as the members of:

ENTER	NAME	OF	AUTHORITY
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our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2018, that:

1. We have put in place arrangements for effective financial 
management during the year, and for the preparation of 
the accounting statements.

2. We maintained an adequate system of internal control 
including measures designed to prevent and detect fraud 
and corruption and reviewed its effectiveness.

4. We provided proper opportunity during the year for  
the exercise of electors’ rights in accordance with the 
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this 
authority and took appropriate steps to manage those 
risks, including the introduction of internal controls and/or 
external insurance cover where required.

6. We maintained throughout the year an adequate and  
effective system of internal audit of the accounting  
records and control systems.

7. We took appropriate action on all matters raised  
in reports from internal and external audit.

8. We considered whether any litigation, liabilities or  
commitments, events or transactions, occurring either 
during or after the year-end, have a financial impact on 
this authority and, where appropriate, have included them 
in the accounting statements.

9. (For local councils only) Trust funds including  
charitable. In our capacity as the sole managing  
trustee we discharged our accountability  
responsibilities for the fund(s)/assets, including  
financial reporting and, if required, independent  
examination or audit.

3. We took all reasonable steps to assure ourselves
 that there are no matters of actual or potential
 non-compliance with laws, regulations and Proper
 Practices that could have a significant financial effect
 on the ability of this authority to conduct its
 business or manage its finances.

prepared its accounting statements in accordance   
with the Accounts and Audit Regulations.

‘Yes’ means that this authority:Yes No*
Agreed

made proper arrangements and accepted responsibility  
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

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

considered and documented the financial and other risks it 
faces and dealt with them properly.

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events taking place after the year 
end if relevant.

has met all of its responsibilities where it is a sole 
managing trustee of a local trust or trusts.

Yes No N/A

AUTHORITY	WEBSITE	ADDRESS
Authority web address
Other	information	required	by	the	Transparency	Codes (not part of Annual Governance Statement)

This Annual Governance Statement is approved by this 
authority and recorded as minute reference:

MINUTE	REFERENCE

DD/MM/YY
dated

Signed by the Chairman and Clerk of the meeting where  
approval is given:

Chairman

Clerk
SIGNATURE	REQUIRED

SIGNATURE	REQUIRED



I certify that for the year ended 31 March 2018 the  
Accounting Statements in this Annual Governance and  
Accountability Return present fairly the financial position  
of this authority and its income and expenditure,  
or properly present receipts and payments, as the case  
may be.

I confirm that these Accounting Statements were
approved by this authority on this date:

Signed by Chairman of the meeting where approval of the  
Accounting Statements is given

Signed by Responsible Financial Officer

and recorded as minute reference:

MINUTE	REFERENCE

DD/MM/YY

DD/MM/YY

SIGNATURE	REQUIRED

SIGNATURE	REQUIRED

Date

8. Total value of cash and 
short term investments

9. Total fixed assets plus 
long term investments  
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 
holdings and short term investments held as at 31 March – 
To agree with bank reconciliation.
The value of all the property the authority owns – it is made 
up of all its fixed assets and long term investments as at  
31 March.
The outstanding capital balance as at 31 March of all loans 
from third parties (including PWLB).

11. (For Local Councils Only) Disclosure note 
re Trust funds (including charitable)

The Council acts as sole trustee for and is responsible for 
managing Trust funds or assets.
N.B. The figures in the accounting statements above do 
not include any Trust transactions.

Yes No

1. Balances brought  
forward

2. (+) Precept or Rates and 
Levies

4. (-) Staff costs

5. (-) Loan interest/capital 
repayments

6.  (-) All other payments

7. (=) Balances carried 
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  
as recorded in the financial records. Value must agree to 
Box 7 of previous year.

Please round all figures to nearest £1. Do not leave any 
boxes blank and report £0 or Nil balances. All figures must 
agree to underlying financial records.

Notes and guidanceYear ending
31 March 

2017 
£

31 March 
2018 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 
received.
Total income or receipts as recorded in the cashbook less 
the precept or rates/levies received (line 2). Include any 
grants received.

Total expenditure or payments made to and on behalf of 
all employees. Include salaries and wages, PAYE and NI 
(employees and employers), pension contributions and 
employment expenses.
Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital 
repayments (line 5).
Total balances and reserves at the end of the year. Must 
equal (1+2+3) - (4+5+6).

Section	2	–	Accounting	Statements	2017/18	for

ENTER	NAME	OF	AUTHORITY

Page 5 of 6Annual Governance and Accountability Return 2017/18 Part 3
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Section	3	–	External	Auditor	Report	and	Certificate	2017/18

ENTER	NAME	OF	AUTHORITY

ENTER	NAME	OF	EXTERNAL	AUDITOR

1 Respective responsibilities of the body and the auditor
This authority is responsible for ensuring that its financial management is adequate and effective and that 
it has a sound system of internal control. The authority prepares an Annual Governance and Accountability 
Return in accordance with Proper Practices which: 
• summarises the accounting records for the year ended 31 March 2018; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as

external auditors.
Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance 
with guidance issued by the National Audit Office (NAO) 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 External auditor report 2017/18

*Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews for 2017/18 in Auditor
Guidance Note AGN/02. The AGN is available from the NAO website (www.nao.org.uk)

DD/MM/YYSIGNATURE	REQUIRED
Date

External Auditor Name

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in 
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and 
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met. 
(*delete as appropriate).

Other matters not affecting our opinion which we draw to the attention of the authority:

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2017/18
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and 
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for 
the year ended 31 March 2018.

External Auditor Signature

Annual Governance and Accountability Return 2017/18 Part 3

In respect of



Skegness Town Council17/04/2018
15:12

Printed on :
At : Balance Sheet as at 31/03/2018

31st March 2017 31st March 2018
Current Assets

1,460 Debtors 400
4,478 VAT Control A/c 9,968
3,279 Prepayments 4,142

162 Stock 616
232,728 Current Account 256,446

1,030 Burial Ground Account 47,912
95,746 30 Day Call Account 0
50,000 Lloyds Corporate Market 0
50,035 Nationwide Business Savings Ac 196,184

89 Petty Cash 89
0 Skegness Trading Company Ltd 100

439,007 515,858

Total Assets439,007 515,858
Current Liabilities

0 Credit Card 82
21,275 Creditors 2,489

141 Accruals 57
450 Receipts in Advance 1,170

21,865 3,798

Total Assets Less Current Liabilities417,142 512,059
Represented By

88,479 General Reserves 91,159
185,000 EMR - Cemetery Extension 185,000

21,792 EMR - Community Led Plan 25,000
10,500 EMR - Legal Fee 12,500
40,000 EMR - Sunshine Play Area 40,000
8,471 EMR - ITC and Office Fund 8,500

48,000 EMR - Public Prop Replacement 50,000
2,900 EMR -Civic Awards 2,900

10,000 EMR - Investment Reserve 10,000
0 EMR -War Memorial 2K Civic Soc 2,000
0 EMR - Election Reserve 20,000
0 EMR -Tower Gardens Development 65,000

415,142 512,059



Skegness Town Council17/04/2018
15:12

Printed on :
At : Balance Sheet as at 31/03/2018

31st March 2017 31st March 2018

and reflects its Income and Expenditure during the year.
The above statement represents fairly the financial position of the authority as at 31/03/2018

 ________________________________    Date : ___________________

________________________________     Date :____________________

Signed : Chairman
Signed : Responsible Financial 



Skegness Town CouncilDate
Time

17/04/2018
15:14

Page 1
Council Detail Report 31/03/2018

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
INCOME

Allotments
2,737 2,940 203Allotment Rents 93.1%
2,737Subtotal 2,940 203 0 0 93.1%

Burial Grounds and Cemeteries
5,400 0 (5,400)Burial Fees 0.0%

15,482 15,000 (482)Sale of Graves 103.2%
15,485 15,312 (173)Grave Digging Fees 101.1%
9,580 7,500 (2,080)Memorial Fees 127.7%
4,644 4,676 32Churchyard Service Fees 99.3%

50,591Subtotal 42,488 (8,103) 0 0 119.1%
Precept

403,837 403,837 0Precept 100.0%
403,837Subtotal 403,837 0 0 0 100.0%

General Income
540 650 110Interest Received 83.1%

11,443 0 (11,443)Amenity Grass Cutting 0.0%
22 100 79Miscellaneous Income 21.5%

12,004Subtotal 750 (11,254) 0 0 1600.6%
TOTAL INCOME 469,169 450,015 (19,154) 0 0 104.3%

EXPENDITURE
Employee Costs

155,854 179,532 23,679 23,679Salaries & Wages 86.8%
1,860 3,000 1,140 1,140Overtime 62.0%

11,664 11,210 (454) (454)Employers NI 104.0%
30,367 31,459 1,092 1,092Employer's Superannuation 96.5%
2,500 3,000 500 500Car User Allowance & Mileage 83.3%

38 1,500 1,462 1,462Staff Training 2.5%
48 0 (48) (48)Miscellaneous Expenses 0.0%

202,330Subtotal 229,702 27,371 0 27,371 88.1%
Town Hall Offices

2,650 2,650 0 0Rent 100.0%
3,731 7,710 3,979 3,979Service Charge 48.4%
2,773 2,937 164 164Rates 94.4%
9,154Subtotal 13,297 4,143 0 4,143 68.8%

Supplies and Services
3,339 5,000 1,661 1,661Insurance 66.8%

28 500 472 472Office Equipment 5.5%
200 1,020 820 820IT Equipment 19.6%
299 500 201 201Printing & Stationery 59.9%
803 1,400 597 597Photocopier Lease 57.4%

Continued over page



Skegness Town CouncilDate
Time

17/04/2018
15:14

Page 2
Council Detail Report 31/03/2018

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
768 700 (68) (68)Telephone & Broadband 109.7%
331 520 189 189Postage 63.6%
266 260 (6) (6)Bank Charges 102.3%
453 425 (28) (28)Website 106.6%
496 700 204 204Alarm System 70.9%

4,776 4,650 (126) (126)Software Support 102.7%
0 500 500 500Contingency - Office 0.0%
1 100 99 99Miscellaneous Expenses 0.6%

11,758Subtotal 16,275 4,517 0 4,517 72.2%
Professional Fees

800 1,000 200 200External Audit 80.0%
375 0 (375) (375)Legal Fees 0.0%

3,015 2,600 (415) (415)Subscriptions 115.9%
4,190Subtotal 3,600 (590) 0 (590) 116.4%

Grants and Donations
5,500 4,500 (1,000) (1,000)Community Grants 122.2%

0 600 600 600Skegness 10K (BP) 0.0%
20 0 (20) (20)Donations 0.0%

5,520Subtotal 5,100 (420) 0 (420) 108.2%
Democratic and Civic

10,359 10,500 141 141Members Allowances 98.7%
0 300 300 300Members Expenses 0.0%

1,852 2,400 548 548Civic Events 77.2%
2,880 2,880 0 0Mayor's Allowance 100.0%

203 500 297 297Members Training 40.5%
178 500 323 323Civic Costs 35.5%

(972) 3,500 4,472 4,472Election Costs (27.8%)
25 0 (25) (25)Miscellaneous Expenses 0.0%

14,524Subtotal 20,580 6,056 0 6,056 70.6%
Publicity and Marketing

234 0 (234) (234)Electricity 0.0%
0 400 400 400Advertising 0.0%

350 0 (350) (350)World Host Customer Serv Award 0.0%
0 500 500 500Family Friendly Scheme 0.0%
0 500 500 500Disability Friendly Scheme 0.0%
0 250 250 250Town Crier 0.0%
0 5,250 5,250 5,250Events 0.0%

18,250 18,300 50 50Christmas Illuminations 99.7%
1,466 0 (1,466) (1,466)Miscellaneous Expenses 0.0%

20,300Subtotal 25,200 4,900 0 4,900 80.6%
Industrial Unit

7,984 5,000 (2,984) (2,984)Rent 159.7%
3,465 2,419 (1,046) (1,046)Rates 143.2%

672 500 (172) (172)Water 134.4%
Continued over page



Skegness Town CouncilDate
Time

17/04/2018
15:14

Page 3
Council Detail Report 31/03/2018

Actual Year to Date Current Annual Bud Variance Annual Total Committed Expenditure Funds Available %  of  Budget
784 72 (712) (712)Electricity 1089.3%

0 150 150 150Bins and Skips 0.0%
12,905Subtotal 8,141 (4,764) 0 (4,764) 158.5%

Allotments
140 500 360 360Water 28.0%

0 300 300 300Repairs & Maintenance 0.0%
1,366 0 (1,366) (1,366)Bins and Skips 0.0%

58 0 (58) (58)Miscellaneous Expenses 0.0%
1,565Subtotal 800 (765) 0 (765) 195.6%

Gardens and Baskets
751 2,800 2,049 2,049Plants 26.8%
751Subtotal 2,800 2,049 0 2,049 26.8%

Sunshine Play Area
335 1,600 1,265 1,265Repairs & Maintenance 20.9%
86 190 104 104Play Area Inspections 45.3%

421Subtotal 1,790 1,369 0 1,369 23.5%
Burial Grounds and Cemeteries

1,995 2,400 405 405Cemetery Bins 83.1%
0 200 200 200Cemetery Building 0.0%

1,995Subtotal 2,600 605 0 605 76.7%
Public Property

44 0 (44) (44)Electricity 0.0%
31,591 11,500 (20,091) (20,091)Tools, Equipment & Materials 274.7%
12,373 5,100 (7,273) (7,273)Property Team Vehicle 242.6%

0 1,020 1,020 1,020Pest Control 0.0%
0 510 510 510Bins and Skips 0.0%
0 2,000 2,000 2,000Tree Work 0.0%

5,249 7,000 1,751 1,751CCTV 75.0%
24,995 0 (24,995) (24,995)Amenity Grasscutting 0.0%

0 5,000 5,000 5,000Contingency - Public Property 0.0%
(8,800) 0 8,800 8,800Tower Gardens Pavillion 0.0%
23,138 137,000 113,862 113,862Business Plan 16.9%

250 0 (250) (250)Miscellaneous Expenses 0.0%
88,840Subtotal 169,130 80,290 0 80,290 52.5%

TOTAL EXPENDITURE 374,252 499,015 124,763 0 124,763 75.0%
Total Income

Total Expenditure
Movement to/(from) Gen Reserve

469,169 450,015 (19,154)
374,252 499,015 124,763
94,918

104.3%
75.0%124,7630
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SKEGNESS TOWN COUNCIL – RISK REGISTER 

1 

STRATEGIC RISKS 

AIM RISK Method used to minimise risk 

Timescale for 
implementation 

UNDERLYING 
RISK LEVEL 

Likelihood x 
Impact 

MANAGED 
RISK LEVEL 

Likelihood x 
Impact 

Status 

✓Risk Controlled

Action required 

Aim is not being 

achieved 

Risk Falling 

 No Change 

Risk Rising 

Person(s) 
Responsible 

1. To ensure
compliance with the
Acts of Parliament,
Council’s Standing
Orders, Financial
Regulations and Code
of Conduct.

1. Lack of knowledge of
regulations and codes.

(a) Ensure that all Councillors have copies of Code
of Conduct and Standing Orders together with
the “Good Councillor Guide”. Highlight essential
parts and provide training where required.

(b) Experienced and competent Town Clerk/Staff
(c) Keep up to date with new regulations

Action Plan to 
comply with 
new General 
Data Protection 
Regulation 

(3x4) = 12 (1x4) = 4 

All Councillors, Town 
Clerk, Deputy Town Clerk, 
B&R Committee  

2. Standing orders are out of
date.

(a) Ensure that Standing Orders are produced,
understood by Councillors, and reviewed at least
once per year.

To be reviewed 
and updated 
May 2018 

(2x3) = 6 (1x3) = 3 

. 


All Councillors, Town Clerk 

3. Actions by the Town Council
outside its powers laid down by
Parliament.

As at 1. above. No Action 
required at this 
time 

(2x4) = 8 (1x4) = 4 ✓

Council as advised by 
Town Clerk 

4. Lack of commitment and
adherence to regulations and
procedures.

(a) Regular reference to appropriate regulations in
agenda items.

(b) Reports/motions put forward by Members should
contain a comment by the Town Clerk

(c) No delegation of responsibilities to individual
Councillors (as there is no legal power).

Motions should 
contain a 
comment by the 
Town Clerk to 
reduce risks. (2x3) = 6 (1x3) = 3 



Chairman of Committees 
All Councillors 
Ongoing responsibility as 
advised by Town Clerk 

No Action 
required at this 
time 

✓

Town Clerk to monitor - 
Ongoing responsibility 

4.
Appendix C
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5. Items/services purchased
without proper tendering procedures,
resulting in accusations of
commercial favouritism.

(a) All purchases to go through the Town Clerk’s
Office.

(b) Ensure that all Councillors are aware of
regulations re estimates and full tender
procedures.

(c) Review purchasing and contract procedure
rules.

(d) (d) Adequate controls validated by regular
Internal Audit

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓

Town Clerk acting as 
Responsible Finance 
Officer. 

Financial Regulations 
reviewed in May 2016 

Committee to identify any 
areas it wishes to examine 
in addition to standard 
review. 

6. Payments made without prior
approval and adequate control.

(a) Ensure all payments are approved in Council
meetings and recorded in minutes.

(b) Keep cash payments to a minimum and avoid if
possible.

(c) Review payment procedures
(d) All cheques must be signed by at least 2

Members plus Town Clerk
(e) Adequate controls validated by regular Internal

Audit
(f) Electronic payments to be separately

categorised when reported to Council

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 
✓

Petty cash payments 
checked and signed off at 
intervals during year and at 
year end by Mayor or other 
nominated Councillors. 

Council to appoint Internal 
Auditor to undertake 
annual review. 
B&R to identify any areas it 
wishes to examine in 
addition. 

7. Lack of control of
signatories to cheques.

(a) Keep authorised signatories to a minimum
consistent with practicalities.

(b) Signatories approved by Council

No Action 
required at this 
time 

(2x3) = 6 (1x3) = 3 ✓

Town Clerk acting as 
Responsible Finance 
Officer 
Council review signatories 
annually. 

8. VAT not properly accounted
for, resulting in overclaims and large
demands from C&E.

(a) Ensure appropriate publications held and that
Clerk has adequate knowledge of regulations.

(b) Adequate controls validated by regular Internal
Audit

External advice 
needed 
regarding 
Capital Projects 

(3x3) = 9 (1x3) = 3 

Town Clerk acting as 
Responsible Finance 
Officer 

Chairman of Business and 
Resources 

Council to appoint Internal 
Auditor to undertake 
review 

2. To identify and
regularly review the
Council’s priorities,
using a risk based
approach, to ensure
these are clear and
achievable.

1. Lack of knowledge of how to
set objectives, set priorities, and
identify risks resulting in lack of
clarity, direction and appropriate
allocation of resources.

(a) All Councillors to be made aware of need for
objectives and identification of risk.

(b) Attend training sessions if practicable.
(c) Establish agreed priorities that are matched to

available resources.

No Action 
required at this 
time (2x3) = 6 (1x3) = 3 ✓

Chairman of Direction and 
Strategy Committee 
All Councillors 

2. Lack of “buy in” by council
members to a risk based approach.

(a) Review risk assessment quarterly through the
Governance and Performance Monitoring
reports, identifying any new item and reviewing
results and progress.

(b) All reports and proposals to provide a risk
assessment

No Action 
required at this 
time (3x3) = 9 (1x3) = 3 ✓

Chairmen of Committees 
and all Councillors 

3. No risk analysis carried out. As at 2.2 above. 
. 

No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓

All Councillors 
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4. No steps taken to combat 
identified risks 

As at 2.2 above. No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓ 

Town Clerk 
Chairmen of Business and 
Resources 

3. To influence other 
Council departments 
and Government 
organisations to fulfil 
the requirements of 
the town population. 

1. Lack of effective lines of 
communication with other 
organisations. 

(a) Establish a Communication Plan 
(b) Attend invited events that are likely to impact 

Town 
(c) Lack of adequate feedback to Council 

Linked to Gold 
Award Plan and 
NDP 

(4x3) = 12 (1x3) = 3 

 

✓ 

Town Clerk 
B&R Committee 
All Councillors on Outside 
Bodies 

2. Lack of effective lines of 
communication with parishioners. 

(a) Take every opportunity to publicise role of Town 
Council.  

(b) Create Town newsletter if none exists. 
(c) Effective use of notice boards and “fliers”. 
(d) Use website to publicise Town Council work 
(e) Use key issues to raise profile of Town Council 

and to test parishioner’s views. 
(f) Support creation of annual Town Council plan 

and put to parishioners for comment. 
(g) Create Community Engagement Policy 
(h)  Implement Community Engagement Plan 

Linked to Gold 
Award Plan and 
NDP 

(4x4) =16 (1x4) = 4 ✓ 

Chairmen of Business and 
Resources  
All Councillors 

3. Lack of preparation on 
subjects requiring influence. 

(a) Ensure that all councillors are aware of need for 
careful research and are guided as to where to 
obtain relevant information on issues under 
discussion. 

To be re-
iterated by 
Committee 

(3x3) = 9 (1x3) = 3  

All Councillors as advised 
by Town Clerk 

4. Lack of confidence by Town 
Councillors. 

(a) Experienced councillors to assist newcomers to 
establish essential contacts. 

 

No Action 
required at this 
time 

(4x2) = 8 (1x2) = 2 ✓ 

All Councillors 

4. To ensure that all 
Councillors are aware 
of their responsibilities, 
and possible liabilities, 
and to provide 
adequate insurance 
cover for all possible 
risks. 

1. Lack of knowledge of 
possible responsibility and liability of 
Councillors. 

(a) Familiarisation with Standing Orders and Good 
Councillor Guide. 

No Action 
required at this 
time 

(4x2) = 8 (1x2) = 2 ✓ 

All Councillors 

2. Lack of education of 
Councillors regarding responsibility 
and liability. 

(a) Experienced councillors to assist newcomers 
(protocol agreed). 

(b) Attend any training courses available. 
(c) Attend annual training on Financial Management 

& Responsibilities (Quality Gold Award 
Requirement) 

To Establish 
Annual 
Financial 
Management & 
Responsibilities 
Training.  

(4x2) = 8 (1x2) = 2 
 

All Councillors 

3. Inadequate insurance cover 
taken out – Property, personal 
liability, employer’s liability. 

(a) Review annually at Business and Resources 
Committee 

(b) (b) Review whenever significant operational 
changes 

 No Action 
required at this 
time 

(3x4) =12 (1x4) = 4 ✓ 

Town Clerk 
Chairmen of Business and 
Resources` 
 

5. To keep 
appropriate books of 
account accurately 
and up to date 

1. Lack of knowledge of 
accounting requirements. 

(a) Ensure that all Councillors are familiar with 
current financial regulations and include them in 
standing orders.  
(b) Regularly review Financial Regulations. 

No Action 
required at this 
time 

(4x4) = 16 (1x4) =4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
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throughout the 
financial year. 

2. Lack of commitment to 
accounting requirements. 

(a) Ensure that all Councillors are familiar with 
current financial regulations and include them 
alongside standing orders.  
(b) Responsible Finance Officer to produce 
quarterly financial reports as part of the Governance 
and Performance Monitoring Report to Business 
and Resources. 
(c) Internal audit to be undertaken annually 
plus review of adequacy by B&R Committee. 
Reports to be made available to all Councillors and 
any recommendations to be acted upon promptly. 

No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
B&R Committee 
Council  

3. Bank charges unnecessarily 
incurred. 

(a) Responsible Finance Officer to carry out 
regular inspection of books of account. 

No Action 
required at this 
time 

(2x1) = 2 (1x1) = 1 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 

 - ongoing 

4. Inaccuracies in recording 
amounts, totals in books of account, 
and bank reconciliations. 

(a) Responsible Finance Officer to ensure that 
accounts and systems are kept in such a way that 
internal controls are included and activated. 
(b) Accounting system that performs integrity 
checks and balances 
(c) Regular internal audits to advise on internal 
controls required. 

No Action 
required at this 
time 

(2x4) = 8 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
B&R reviewing financial 
reports 

5. Inaccuracies and interest 
losses caused by account transfers. 

(a) Keep number of accounts to a minimum but 
ensure that any large credit balances are deposited 
in an interest bearing account. 

No Action 
required at this 
time 

(2x3) = 6 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
Chairman of Business and 
Resources Committee 
D&S  
 
Interest rates are 
historically low and likely to 
fall further. Once the 
current economic situation 
becomes clearer a review 
will be undertaken. 

6. The most beneficial interest 
terms not being obtained. 

(b) Ensure that favourable interest rate is obtained 
in deposit accounts and review against alternatives, 
but bearing in mind the risks in changing accounts. 

No Action 
required at this 
time 

(2x4) = 8 (1x4) = 4 

. 

✓ 

See 5 above 

 7. Inadequate control of cash 
receipts and payments. 

(a) Avoid cash payments and receipts if possible. 
(b) Where cash payments and receipts are 
unavoidable a properly controlled petty cash 
account with a set maximum balance. 

No Action 
required at this 
time 

(4x3) = 12 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer - ongoing 
 

8. Books of account not kept up 
to date/invoices not posted promptly. 

(a) Regular checks by Responsible Finance Officer 
and internal auditor. 
(b) Responsible Finance Officer to produce 
quarterly financial reports as part of the Governance 
and Performance Monitoring Report to Business 
and Resources. 
(c) Accounting system to perform internal control 
and integrity checks 

No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 

 

✓ 

Town Clerk acting as 
Responsible Finance 
Officer  
B&R Committee reviewing 
budget reports. Bank 
Reconciliations 
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9. Internal controls not in place 
or not operated. 

As at 5.8 above. No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer – review by B&R 
Committee 
 

10. Payments missed or delayed 
due to inadequate filing of invoices. 

As at 5.8. above. No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer – review by B&R 
Committee 
 

11. Clerk taken ill or leaves 
without replacement. 

(a) Council have approved the appointment of a 
Deputy Town Clerk who is now CiLCA qualified. 
(b) Working Procedures to be documented and staff 
trained 
(c) Deputy Town Clerk is a full banking signatory 
and electronic banking administrator 

 
No Action 
required at this 
time 
 
 
 

(3x3) =9 (1x3) =3 
✓

 

Town Clerk acting as 
Responsible Finance 
Officer 
Chairman of HR 
Committee 
 
 
Deputy Town Clerk CiLCA 
qualified 

12. The tendering process being 
carried out in a manner that does not 
ensure fairness to tenderers or 
inspire public confidence in the 
tendering process. 

(a) Adequate procedures set out in contract 
procedure rules 
(b) Tender processes reported to the Business and 
Resources Committee 

No Action 
required at this 
time (2x4) = 8 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer  
 
 
 

6. To ensure that 
payments made from 
council funds and the 
use of assets 
represent value for 
money, are adequately 
managed, and comply 
generally with the 
wishes of the 
residents. 

1. Lack of knowledge of wishes 
of residents. 

(a) As at 3.2 above. 
 

Linked to Gold 
Award Plan and 
NDP 

(4x4) = 16 (1x4) =4  Risk Falling 

All Councillors 

2. Use of funds not giving value 
for money. 

(a) Effective budget planning processes. 
(b) Creation of a medium term financial plan linked 
to priorities 
(c) Expenditure monitored 

No Action 
required at this 
time 

(3x3) = 9  (1x3) = 3 ✓ 

 

Town Clerk acting as 
Responsible Finance 
Officer  
 
Chairman Business and 
Resources Committee 
 
Chairman of Direction and 
Strategy 

3. Charges for use of facilities 
inadequate. 

(a) Effective financial management by Responsible 
Finance Officer. 
(b) regular review of Fees and Charges at least at 
budget setting time. 
(c) Internal audit checks. 

No Action 
required at this 
time 

(3x2) = 6 (1x2) = 2 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
Chairman of Direction and 
Strategy Committee 

4. Fund raising not properly 
controlled or not in accordance with 
regulations. 

(a)All Councillors to be aware of need to check 
regulations before commencing fund-raising 
activities. 
(b) Effective financial management by Responsible 
Finance Officer. 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

All Councillors 
Town Clerk acting as 
Responsible Finance 
Officer 



SKEGNESS TOWN COUNCIL – RISK REGISTER 

6 
 

 
7. To ensure that the 
annual precept 
requirement results 
from an adequate 
budgetary process; 
progress against the 
budget is regularly 
monitored; and 
reserves are 
appropriate. 

1. Lack of knowledge of 
budgetary process and Council 
regulations. 

(a) Include Financial Regulations alongside 
Standing Orders issued to all Councillors. 
(b) Include within review of budget process and 
actions required through training 

No Action 
required at this 
time (3x3) =9 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer to re-issue and 
publish on website 

2. Lack of commitment to 
budgetary process. 

(b) Involve all Councillors in budgetary process and 
are clear about responsibilities. 

No Action 
required at this 
time 

(3x3) =9 (1x3) = 3 ✓ 

Town Clerk 
Chairman of Committees 
All Councillors 

3. Inadequate consideration of 
requirements for annual precept. 

(a) Place item on agenda early in September 
remind councillors of budget process and actions 
required. 
 
 
(b) Start consideration of calculation at least 3 
months prior to submission date. 
 
 
 
(c) see 6 (2b) above. 

No Action 
required at this 
time 

(3x4) =12 (1x4) = 4 ✓ 

Town Clerk 
 

 No Action 
required at this 
time 

Town Clerk 

 No Action 
required at this 
time 

Chairman of Direction and 
Strategy 

4. Calculation not in 
accordance with Council regulations. 

(a) Checks by Responsible Finance Officer and 
Internal Auditor. 

No Action 
required at this 
time 

(2x3) =6 (1x3) =3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 

5. Inadequate internal controls 
with regard to monitoring 
expenditure. 

(a) Checks by Responsible Finance Officer and 
Internal Auditor. 
(b) Summary of Financial and budget progress 
reports to Council with payment information. 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 

6. Reserves set at wrong level. (a) Monitored by RFO quarterly 
(b) Considered annually by Council as part of 
budget setting. 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 

8. To explore all 
possible sources of 
income and to ensure 
that expected income 
is fully received. 

1. Lack of knowledge of 
possible sources of Income, e.g. 
grants. 

(a) To be considered as part of any new scheme or 
change of service 

To look at any 
available grant 
funding 
opportunities 

(4x3) = 12 (2x3) = 6  

Town Clerk 
Committee Chairman 
All members 

2. Lack of 
commitment/resources to pursue 
possible sources of income. 

As at 8(1a) above. No Action 
required at this 
time 

(4x3) = 12 (2x3) = 6 

 

✓ 

Town Clerk 
Committee Chairman 

3. Receipts not banked or not 
banked properly. 

Bank statement checks 
Internal audit checks. 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Responsible Finance 
Officer 

4. Debts not pursued promptly. Cross check between systems 
Internal audit checks. 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Responsible Finance 
Officer 
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5. VAT claims not made 
promptly or made incorrectly. 

Ensure Clerk has appropriate and up to date VAT 
official publications. 
 
 
 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Chairman of Business and 
Resources 
Town Clerk trained 

 
9. To ensure that 
salaries paid to 
Employees and 
amounts paid to 
Councillors and 
contractors are paid in 
accordance with 
council regulations, 
and adequately 
monitored. 

1. Inappropriate rate of pay to 
employees. 

(a) Ensure employee regulations are available and 
understood. 
(b) Contracts of employment are in place for all staff 
and updated as required 
(c) Payroll entered by Finance Assistant and 
checked by Town Clerk 

No Action 
required at this 
time 

(2x3) = 6 (1x3) = 3 ✓ 

Town Clerk 
Chairman of Business and 
resources Committee 

2. Tax and NI arrangements 
not in accordance with regulations. 

(a) RTI payroll system No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 

 

✓ 

Town Clerk to keep under 
review. 

3. Amounts paid to contractors 
not in accordance with contract and 
inadequately monitored. 

(a) Regular Internal audit checks with written 
confirmation. 
(b) Separation of duties between process and 
approval of payments 
 

No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
Council 
 

4. Amounts paid to Councillors 
not in accordance with tax and NI 
arrangements and Council 
regulations. 

(a) RTI payroll system No Action 
required at this 
time 

(3x3) = 9 (1x3) = 3 ✓ 

Town Clerk to keep under 
review. 

10. To ensure that 
year end accounts are 
prepared on the 
correct accounting 
basis, on time, and 
supported by an 
adequate audit trail. 
 
 
 

1. Lack of knowledge of 
Council regulations and procedures. 

(a) Include financial regulations alongside standing 
orders. 
(b) Attend training seminars where available. 
(c) Arrange locally based training for interested 
Councillors whenever possible. 

Councillors and 
employees to 
attend available 
training 

(3x4) = 12 (1x4) = 4  

Town Clerk acting as 
Responsible Finance 
Officer 
Council 
All Councillors  
 

2. Late or non-submission of 
annual accounts. 

(a) Include a timetable in Financial Regulations. No Action 
required at this 
time 

(4x4) = 16 (1x4) = 4 ✓ 

Town Clerk acting as 
Responsible Finance 
Officer 
Council 
 

3. Year-end accounts not 
prepared, inaccurate, or not in 
accordance with Council 
requirements. 

(a) Internal audit checks. 
(b) separation of duties and checks 

No Action 
required at this 
time 

(3x4) = 12 (1x4) = 4 ✓ 

RFO 
Internal Auditor 

4. Inadequate audit trail from 
records to final accounts. 

As at 10(3a) above. No Action 
required at this 
time 

(3x3) =9 (1x3) =3 ✓ 

RFO 
Internal Auditor 
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11.  To identify, value 
and maintain all assets 
of the Town Council 
and ensure that asset 
and investment 
registers are complete, 
accurate and properly 
maintained. 

 
 
 

 

1. Lack of knowledge of assets 
of Town Council. 

(a) Ascertain and record all assets for which Town 
Council is responsible. 
(b) Create permanent asset register. 
(c) Update at least quarterly 
(d) Ward checks by Ward Councillors 
 

No Action 
required at this 
time (3x3) =9 (1x3) =3 ✓ Town Clerk/Councillors 

2. Assets lost or 
misappropriated. 

(a)Establish who is responsible for security and 
maintenance of each asset. 
(b)Asset register to be reported to Business and 
Resources for review at least annually. 

No Action 
required at this 
time 

(3x3) =9 (1x3) =3 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

3. Inadequate or inaccurate 
valuation of the Council’s assets. 

(a) Arrange for periodic review of valuations and 
arrange for professional valuation where necessary. 
(b) Annual check of assets vs insured 
(c) Annual report to B&R 

No Action 
required at this 
time 

(3x4) = 12 (1x4) =4 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

4. Asset register not 
established or inadequately 
maintained. 

(a) Create asset register in accordance with Audit 
Commission requirements. 

No Action 
required at this 
time 

(3x3) =9 (1x3) =3 ✓ 
Town Clerk 

12. To comply with 
appropriate 
Government legislation 
regarding disability, 
racial equality, 
safeguarding children, 
etc. 

1. Lack of knowledge of 
applicable legislation. 

(a) Town Clerk to have all appropriate legislation 
available. 
(b) Council to have an appropriate policy in place 
(c) CiLCA qualified Town Clerk and Deputy 
 

No Action 
required at this 
time 

(3x4) =12 (1x4) = 4 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

2. Lack of public awareness of 
applicable legislation. 

(a) Include, as appropriate, in any public 
consultations/reports. 

No Action 
required at this 
time 

(4x2) = 8 (1x2) =2 ✓ All Councillors 

3. Failure to comply with 
applicable legislation. 

As at 12(1) above. No Action 
required at this 
time 

(3x4) = 12 (1x4) =4 ✓ All Councillors 

4. Councillors lacking 
knowledge of applicable legislation. 

Arrange appropriate training for Councillors. No Action 
required at this 
time 

(3x4) = 12 (1x4) =4  
Town Clerk will action after 
Elections 

13. To carry out 
adequate safety 
checks on all 
buildings, properties 
and equipment for 
which the Council is 
responsible. 

1. Lack of information on 
properties, buildings and equipment. 

(a) Adopt a Health and Safety Policy 
(b) Ensure that all current legislation and advice is 
held by Clerk. 
(c) Include in asset register all properties for which 
Town Council is responsible. 
 

No Action 
required at this 
time (3x3) =9 (1x3) =3 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

2. Lack of knowledge of safety 
requirements 

(a) Adopt a Health and Safety Policy 
(b) Ensure that all current legislation and advice is 
held by Clerk. 
(c) Adequate risk assessments 
(d) Include in quarterly Governance Report to 
Business and Resources Committee 

To be reviewed 
due to new 
machinery use 
for amenity 
grass cutting 

(3x4) = 12 (1x4) =4  

Town Clerk 
Chairman of Business and 
Resources Committee 
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3. Lack of resources to carry 
out safety checks. 

As at 2. Above plus review staff arrangements 
regularly 
 

No Action 
required at this 
time 

(3x4) = 12 (1x4) =4 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

14. Sunshine Play 
Area 

1. Inadequate checks lead to 
accident or fatality  

(a) Undertake external annual safety check 
(b) Undertake routine checks at least weekly 
(c) Report findings to Business and Resources 
Committee as part of Governance Report 

No Action 
required at this 
time 

(4x4) = 16 (1x4) = 4 ✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

 

 

SIGNIFICANT OPERATIONAL RISKS 
 

 

AIM RISK METHOD USED TO MINIMISE RISK 

 
 
 
 
 

Timescale for 
implementation 

UNDERLYING 
RISK LEVEL 

 
 
 

Likelihood x 
Impact 

MANAGED 
RISK LEVEL  

 
 
 

Likelihood x 
Impact 

Status 
 

✓Risk Controlled  

Action required 

Aim is not being 

achieved 
 

Risk Falling  

 

No Change 

Risk Rising 

Person(s) 
Responsible 

O1. Safety in 
Sunshine Play 
Area 

1. Inadequate checks lead to 
accident or fatality  

(a) Undertake external annual safety check 
(b) Undertake routine checks at least weekly 
(c) Report findings to Business and Resources 
Committee as part of Governance Report 

No Action 
required at this 
time 

(3x4) = 12 (1x4) =4 
✓ 

Town Clerk 
Chairman of Business and 
Resources Committee 

O2. To safeguard staff 
after meetings 

1. Unknown person enters 
building after meeting and 
confronts lone worker. 

 

2. Lack of adequate lighting once 
internal lights switched off 
when shutting building, which 
could result in accident or 
being vulnerable to attack 

If only one member of staff present at meetings 
then the Chairman or another nominated councillor 
should remain until the open areas of the building 
have been checked and the front door secured.  
 
Town Clerk to contact ELDC as landlord to request 
external light on delayed timer (promised but not 
yet installed) 

No Action 
required at this 
time 
 
 
 
 
Outstanding 

(2x4) = 8 
 
 
 
 
 
 
(2x4) = 8 

(1x4) = 4 
 
 
 
 
 
 
(1x4) = 4 

✓ 

 
 
 

 

 

The Meeting Chairman 
 
 
 
 
 
 
ELDC as Landlord 

O3. To ensure the 
ability to pay bills 
and staff. 

1. Slow response to request to 
change bank mandates 
leaving Council unable to 
authorise cheque payments. 

Attempt to keep at least 3 councillors on the list 
from year to year and avoid making frequent 
changes. 
 
Move as many payments as possible to electronic 
on-line payments  

No Action 
required at this 
time 

(4x3) = 12 (1x3) = 3 
✓   

Council 

 
 
 
RFO 
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O4. Manage financial 
liabilities 

1. Current Council Policy is to 
refund pre-purchased exclusive 
rights to graves on request less 
an admin fee. The Council has 
maximum potentially £20,000 - 
£30,000 of liability in this 
respect. 

 

The risk is to be accepted and the Council will 
monitor any significant change in the number of 
requests for a refund.  

No Action 
required at this 
time 

(2x3) =6 (2x3) =6 
✓   

B&R Committee for 
monitoring 

O5 Meet obligations 
and duties 
relating to the 
management of 
the Council 
Cemetery 

1. Concerns that burial records 
kept from some years ago 
have been shown to contain 
inaccuracies some of which 
may place the Council at risk 
of making mistakes with 
burials, not being able to 
meet obligations or of 
highlighting a previous error 

The risk can be better understood as the written 
records are computerised as this will most likely 
highlight any errors and enable resolutions to be 
devised prior to it becoming an issue at the time of 
an interment 

Progress made in 
getting written 
records 
computerised, 
further progress 
needed. 

(2x4) = 8 (2x4) = 8  
B&R Committee for 
monitoring 

O6. Meet the Councils 
operational & 
strategic 
objectives 

2. Known short term staff 
resources problems 

Pre-planning to include workload, avoid new 
projects with high resource implications.  Manage 
existing priorities 

No Action 
required at this 
time 

(2x4) = 8 (1x4) = 4 
✓ 

Town Clerk 

O7. Provide adequate 
Council 
accommodation 
and facilities 

 

 

 

 

 

1. Concerns regarding 
uncertain future of Council 
Chamber and Council 
Offices.  Issues around 
suitability, layout, and 
general maintenance 
increasing.  

Plans in place for more suitable accommodation 
within the Community Hub in Tower Gardens.  
Risks significantly increase if this project does not 
move forward. 

Connected to 
Community Hub 
project.  Progress 
to be monitored 
and alternative 
plans need to be 
made if this 
project does not 
move forward. 

(3x3) = 9 
 

 

 

 

 

 

 

(2x2) = 4 
  Town Clerk, Deputy Town 

Clerk, B&R Committee for 
monitoring. 

O8. Meet obligations 
and duties 
relating to 
General Data 
Protection 
Principles 

2. Data Breech or unable to 
process subject access 
request. 

Action plan in place identifying all actions needed 
to be fully complaint.  Information Security Policy 
updated to reflect changes in regulations and 
provide guidance. 

Complete all 
actions identified 
in GDPR action 
plan. 

(4x3) = 12 (1x3) = 3 
  Town Clerk, Deputy Town 

Clerk and B&R Committee. 
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SIGNIFICANT PROJECT RISKS (From Project Risk Registers) 
 

 

AIM RISK METHOD USED TO MINIMISE RISK 

 

Timescale for 
implementation 

UNDERLYING 
RISK LEVEL 

 
 
 

Likelihood x 
Impact 

MANAGED 
RISK LEVEL  

 
 
 

Likelihood x 
Impact 

Status 
 

✓Risk Controlled  

Action required 

Aim is not being 

achieved 
 

Risk Falling  

 

No Change 

Risk Rising 

Person(s) 
Responsible 

P1. Maintain Gold 
Award Standard 

1. Inadequate staff resources  

 

 

 

 

 

 

2. Insufficient Commitment 
from Councillors to achieve 
Community Engagement 

 

 

(a)  Gold award standard achieved 
(b) Consider overall resources and impact when 
starting new projects or activities. 
(c) Additional staff hours authorised 
(d) Monitor requirements are still being met  
 
 
 
 
 
(a) Volunteers requested from each ward for 
Community Engagement Events. 

 

Monitor Gold 
Award 
Requirements are 
being met to 
maintain 
standard. 
Committee to 
decide 

(3x3) = 9 
 
 
 
 
 
 
 
 
(3x3) = 9 

(1x3) =3 
 
 
 
 
 
 
 
 
(1x3) =3 

 

 
 
 
 
 
 

 

 

Town Clerk, Deputy Town 
Clerk and Chairman of 
Business & Resources. 
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P2. To Deliver 
Community Hub 
Project 

1. Inadequate staff resources. 

 

 

 

 

 

2. Financial resources cannot 
be found.  

 
 

3. Managing expectations 

 
 

 

 

(a) Report and review progress to Council each 
month. 
(b) Consider overall resources and impact when 
starting new activities within the project. 
(c) Additional staff hours authorised. 
 
 
(a) Look at other funding methods i.e. self-funding 
from increase in precept, grants, commercial 
element. 
 
 
(a) Maintain good communication with all 
interested parties. 
(b) Community Engagement. 
(c) information website 

No Action 
required at this 
time 
  
 
 
 
 
 
 
Further 
Community 
Consultation 
needed.  Meeting 
with ELDC 
needed. 
 
 

(2x4) = 8 
 
 
 
 
 
 
 
(3x4) = 12 
 
 
 
 
 
(3x4) = 12 

(1x4) = 4 
 
 
 
 
 
 
 
(2x4) = 8 
 
 
 
 
 
(1x4) = 4 

✓ 

 
 
 




 

 
 
 
 
 

 

 

Town Clerk, Deputy Town 
Clerk, Council. 

 
 
 
 
 

P3. Neighbourhood 
Plan. 

1. Inadequate resources. 

 

 

 

 

2. Insufficient Commitment from       
Councillors to achieve 
Community Engagement.  

 

 

3. Lack of knowledge and 
understanding of 
Neighbourhood Plan 

(a) Report and review progress to Council and 

Planning Committee 
(b) Consider overall resources and impact when 
starting new activities  
(c) Limited additional staff hours authorised. 

 
(a) Volunteers requested from each ward for 
Community Engagement Events 
 
 
 
 
 
(a) Consultant support procured 
(b) Neighbourhood Plan Training Provided 

To be considered 
as part of the 
NDP Programme 
 
Attendees for 
NDP Workshop 
needed 
 

No Action 
required at this 
time 
 

 
 
(3x4) = 12 
 
 
 
(3x4) = 12 
 

 

 

 

(3x4) = 12 

 
 
(2x4) = 8 
 
 
 
(2x4) = 8 
 
 
 
 
(1x4) = 4 

 

 
 
 
 

 
 
 

✓Risk Falling  

 

NPD Working Group and 
NDP Steering Group 

 
 
 
 

P4. To undertake a 
Memorial Safety 
Inspection 

1. Inadequate staff resources. 

 

 

2. Unsuitable weather 
conditions for inspections. 

(a) Consider overall resources and impact when 
starting activity. 
(b) Additional staff hours authorised. 
 

(a) Monitor weather and plan accordingly. 

No Action 
required at this 
time 
 

(3x4) = 12 
 
 
 
(2x2) = 4 
 

(2x4) = 8 
 
 
 
(1x2) = 2 
 

✓ 

 
 

✓ 

 

Town Clerk 
Deputy Town Clerk 

P5. Remembrance 
Parade 

 

 

 

 

 

3. 1. Insufficient Volunteer 
Marshals 

 

4. 2. No Permission Granted to 
Close Roads  

 

(a) Seek community support 
 

 

(b) Communication with LCC and submission of 
TTRO request within deadline 

 No Action 
required at this 
time 

(3x3) = 9 
 
 

(3x4) = 12 
 

(2x3) = 6 
 
 

(1x4) =4 

✓ 



✓ 



Council, Town Clerk, 
Deputy Town Clerk 
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P6. Emergency Plan 1. Inadequate resources. 

 

 

2. Insufficient Commitment 
from       Councillors  

 

3. Lack of knowledge and 
understanding of Emergency 
Plan Requirements 

(a) Report and review progress to B&R Committee 
(b) Consider overall resources and impact when 
formulating the Emergency Plan  
 

(a) Core roles and volunteers requested from 
Council 
 
 
 
(a) Provide emergency planning training 

No Action 
required at this 
time 
 
 
 
To be established 
after training 
 
 
To arrange 
emergency 
planning support 
and training  

(2x3) = 6 
 
 

 

 

 

(2x3) = 6 
 
 
 
 
(2x3) = 6 

(1x3) =3 
 

 

 

 

 

(1x3) =3 
 
 
 
 
(1x3) =3 

✓ 





 



 



Business & Resource 
Committee, Council 

P7. Cemetery Path 
Maintenance. 

1. Inadequate resources. 

 

2. Potential for accidents from 
poorly maintained path. 

(a) Ensure earmarked reserves for future path 
replacement. 
 
(b) Undertake annual path inspections with any 
remedial works identified completed. 

 

No Action 
required at this 
time. 
Current issues 
identified to be 
completed this 
winter. 

(3x4) = 12 
 
 
(1x4) = 4 

(1x4) = 4 
 

 

(1x4) = 4 

✓ 



 



Town Clerk, Deputy Town 
Clerk, Business & 
Resources Committee 

P8. Amenity Grass 
Cutting 

1.   New responsibility. 

 

 

2.  Inadequate resources. 

 

 

 

3.  Affected by weather       
conditions. 

(a) Adequate training and supervision for new 
team members. 
 
 
(a) Plan around growing season and other 
pressures. 
(b) Fill any vacancies in a timely manner, 
especially in growing season 
 
(a) Utilise annualised hours 
 
 

Preparation ready 
for growing 
season, regular 
review needed.  
Current HR issue 
needs resolution 

(2x4) = 8 (2x2) = 4   Town Clerk, Senior 
Groundsmen 
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RISK LEVEL MATRIX 

IMPACT ON COUNCIL 1 2 3 4 

LIKELIHOOD 

1 1 2 3 4 

2 2 4 6 8 

3 3 6 9 12 

4 4 8 12 16 

CONSEQUENCES OF 
IMPACT 

1 Temporary or minor impact on Customer, finance or reputation – impact over less than a month 

2 Some impact on reputation and/or finances – impact less than 3 months 

3 Substantial impact with moderate financial or reputational consequences – impact up to a year 

4 Significant impact with likely large scale financial or reputational consequences – impact over more than one year 

LIKELIHOOD 

1 Unlikely to happen – once in 20 years or more 

2 Unlikely to happen – once in 10 years 

3 Likely to happen within the 4 year term of Council 

4 Very likely to happen within year or has happened recently 

Overall risk is low. Regular monitoring but action not urgently required 

Overall risk is medium. Monitoring essential and action required to mitigate risks 

Overall risk is high. Essential action is required immediately to manage risk. 



1 

Action 
ID Task Details 

Date 
Raised 

Target 
Comp/Status Who is leading 

Overall 
Status Risks/Comments 

4 War memorial 
refurbishment 

(From Council) 

Council resolved to 
scale down task to 
refurbishment and 
professional cleaning 
of the actual memorial 
and re-seeding of the 
grass area only. 

Quote obtained from 
memorial mason 
cleaning work 
completed, inscription 
work to take place 
soon when weather is 
warmer. 

06/06/12 Summer 2018 
completion. 

War Mem  
T&F/G 
(Cllr Edginton) 

Amber Resources if diverted to 
other tasks and weather 
conditions. 

Now a listed memorial. 
2018 Centennial 
Remembrance. 

23 Memorial Safety Tests Initial risk assessment 
completed on-going 
inspections taking 
place at regular 
intervals. 

1/1/14 Ongoing Town Clerk, 
Deputy Town 
Clerk 

Amber Weather conditions 

Resources if diverted to 
other tasks.   

Ongoing task – follow up 
inspections needed. 

Further routine 
inspection program to 
start Spring 2018. 

24 Computerisation of 
historic burial records 

Grave records 
Burial records 
Memorial records 
Deeds, Licenses. 

1/1/14 31/12/14 Town Clerk Red Very time consuming 
task due to complexities 
on historic records. 

MONITORING NON-BUSINESS PLAN ACTIONS 
AND DECISIONS AS AT  

April 2018 

4.
Appendix D



2 

 

 
 
 
 
 
 
 
 
 
 
 
 

All new records from 
1/4/13 are now 
computerised.  
Progress is being 
made on inputting 
historical records. A, 
AA, CC, B, C, D, E, G, 
J, K and L section are 
now computerised. F 
section has been 
started. 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 

 
Resources if diverted to 
other tasks 
447 records still to 
complete. 
No further progress 
made since last quarter. 
 
 
 
 
 
 
 

45 Section 106 Monies 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Community Benefit 
Scheme from section 
106 caravan tariff 
agreement: East 
Lindsey District 
Council contacted 
March 2017 and 
criteria clarified.   Very 
limited amount 
available to Town 
Council.  Future 
expected 106 monies 
earmarked for LCC 
provision of bus stop. 
 
Only £2,250 monies 
available for Winthorpe 
area which is a 
caravan contribution 
so spend must relate 
back to users of the 
site. 
Example: 

27/05/2015 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None set Town Clerk and 
Deputy Town 
Clerk. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Green 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Linked with Community 
Led Plan to provided 
evidence of Community 
Wishes/Needs. 
 
Very limited availability.  
Some monies already 
earmarked – for example 
to LCC for provision of 
bus stop. 
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For benches, signage 
to nearby play park or 
shops. 
Improvements to 
nearby public toilets. 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

47 Business Plan 
 
 
 
 
 
 
 

Business Plan has 
been updated and 
reviewed by D&S 
Committee 27/09/17 
new draft to be 
published on website 
in February post 
budget updates.  

April 2015 5-year plan TC, Councillors 
and Partner 
Organisations 

Green Resources if diverted to 
other tasks. 
 
Business Plan will need 
further review and 
updates. 

51 Tower Gardens 
Pavilion Project & 
Management of Tower 
Gardens (previously 
separate project no 53) 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Initial consultation on 
project principles 
complete.  Feasibility 
study complete. 
Council agreed 
04/04/18 to proceed to 
RIBA stage 4 if 
assurance is received 
from ELDC that a clear 
site, Tower Gardens, 
Car Park and Kiosks or 
financial alternative is 
transferred to the 
Town Council.   

Dec 2015 New Project 
plan being 
developed.  

Town Clerk Amber Unsuccessful in CCF 
funding bid.  To move 
forward with self funding 
option. 
 
Awaiting costs from 
ELDC on proposed asset 
transfers, meeting 
requested. 
 

54 Neighbourhood 
Development Plan 
 
 
 

To develop a 
neighbourhood plan to 
include community 
engagement tasks. 

Nov 2015 March 2019 Town Clerk, 
NDP Working 
Group and 
Steering Group. 

Green Complexed, lengthy task.  
Resources if diverted to 
other tasks. Expert 
advice and support 
needed. 
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Monitored on separate 
plan 
 
 
 
 
 
 
 
 
 
 

ELDC have confirmed 
area for NDP. 
 
Support tendered, 
training and inception 
meeting taken place.  
Initial consultation 
campaign taken place 
report received.  NDP 
Workshop to take 
place on 0/05/18 
 

 
 

56 Amenity Grass Cutting 
to be brought in house. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Amenity grass cutting 
brought in house, 
industrial unit leased to 
support project. 
 
Machinery and posts 
to support the project 
filled.  Grass cutting 
has begun.  
 

Mar 2017 March 2018 Town Clerk, 
Deputy Town 
Clerk, Direction 
& Strategy 
Committee. 

Green Complexed lengthy task 
including recruitment, 
equipment requirements, 
strategy for standards 
and dealing with issues 
needed.  Timebound 
project must be complete 
before growing season. 
 
High resource 
implications. 

57 Organise Marshals for 
Remembrance Parade 
2018 
 
 
 

 Police no longer 
available to Marshall 
the Remembrance 
Parade. 
 

Mar 2017 November 
2018 

 
 
 
 

Town Clerk, 
Deputy Town 
Clerk 

Green Possible cost 
implications. 
 
Resources if diverted to 
other tasks.  
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Council agreed 
alternative route from 
Hildreds service yard.  
Successful parade in 
2017 with support from 
Empreo Security, 
Skegness 
Ambassadors and 
Carnival Committee.  
 
Costs and support for 
2018 to be reviewed 
and organised. 

 Risk that not enough 
Volunteer marshals 
come forward to support 
the parade.  
 
A large parade expected 
due to centenary year.  

58 Establish an 
emergency plan 
 
 
 
 
 
 
 

Emergency plan and 
resource directory 
started. 
 
Training and support in 
completing the plan to 
be arranged.  Core 
roles need identifying 
after training. 

May 2017 None Set B&R Committee Amber  Resources if diverted to 
other tasks. 

59 
 
 
 
 
 
 
 
 
 
 
 

To be General Data 
Protection Regulation 
compliant 
 
 
 
 
 
 
 
 
 
 
 

Council made aware of 
change in law May 
2017.  Report to 
Council 04/04/18. 
 
Information audit 
completed. 
 
Plan in place 
identifying actions 
needed for 
compliance. 
 

May 2017 May 2018 Town Clerk and 
Deputy Town 
Clerk 

Amber New task may need 
procedural changes. 
 
Full impact and resource 
implication should not be 
underestimated and are 
expected to be high. 
 
Resource implications for 
Data Protection Officer to 
be sourced.  May not be 
fully compliant by May 
2018 but will be able to 
demonstrate actions 
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being taken towards 
compliance. 

60 Xmas Illuminations 
Contract 
 
 
 
 
 
 
 
 
 
 

Illuminations Task & 
Finish Group 
reconstituted. 
 
Review of provision 
including lighting, 
location and timings 
taken place. 
 
Agreed to go out to 
tender with similar 
provision to current. 

December 
2017 

April 2018 Town Clerk and 
Illuminations 
Task & Finish 
Group 

Amber Resource implications 
 
Managing expectations. 
 
Destructive colum testing 
and electrical repair work 
needed. To go out to 
tender. 
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POLICY TITLE 

 INVESTMENT STRATEGY 

REVISION DATE 

 APRIL 2019 

REPLACES POLICY 

New Policy 

POLICY AIM 

 To ensure that surplus funds held on behalf of the Skegness community are prudently 
invested 

EXECUTIVE SUMMARY 

1. INTRODUCTION
Skegness Town Council (the Council) acknowledges the importance of wisely investing
the temporary surplus funds held on behalf of the community, as part of its duty to have
the highest standard of care for precept payers’ money.

This Strategy complies with the revised requirements set out in the Department of 
Communities and Local Government Guidance on Local Government Investments and 
takes into account  

• Section 15 (1) (a) of the Local Government Act 2003

• Statutory Guidance on Local Government Investments (3rd Edition)

• Guidance within Governance and Accountability for Smaller Authorities
Practitioner’s Guide March 2018.

The Local Government Act 2003 states that a local authority may invest: 

• for any purpose relevant to its functions under any enactment

• for the purpose of prudent management of its financial affairs

The Council defines its treasury management activities as “the management of the 
Council’s cash flows, its banking and money market transactions, the effective control of 
the risks associated with those activities, and the pursuit of best value performance 
consistent with those risks.” 

POLICY STATEMENT 

This strategy establishes formal objectives, policies and practices and reporting 
arrangements for the effective management and control of the Council’s treasury 
management activities and the associated risks 

INVESTMENT OBJECTIVES 

5.



Skegness Town Council Investment Strategy               version 1                                                     date            03/04/2018 

 
The Council’s investment priorities are: 

• the security of its reserves (to ensure that money held is protected from loss) 

• the adequate liquidity of its investments, (to ensure money is available when it is 
needed and not locked away) 

• the return on investment – the Council aims to get the best rate of interest that can 
be achieved whilst also ensuring that the investment is low risk and easy to access 

 
All investments will be made in sterling. 
 
The Department for Communities and Local Government maintains that the borrowing of 
money purely to invest or to lend and make a return is unlawful and the Council will not 
engage in such activity. 
 
The Council will monitor the risk of loss on investments by review of credit ratings on a 
regular basis. The Council will only invest in institutions of high credit quality – based on 
information from credit rating agencies (e.g. Moody’s and Fitch). 
Investments will be spread over at least two different providers where appropriate to 
minimise risk. 
 
SPECIFIED INVESTMENTS 
Specified investments are those offering high security and high liquidity, made in sterling 
and with a maturity of no more than a year. Such short-term investments made with the 
UK Government or a Local Authority (as defined) or a Town/Parish Council will 
automatically be Specified Investments. 
 

• The Council, for prudent management of its treasury balances may use:- 

• Treasury Deposits with UK clearing banks 

• Local Authorities or other Public Authorities 

• Skegness Town Council Investment Strategy – Approved 23 May 2018 

• Other approved public-sector investment funds 
 
The choice of institution and length of deposit will be at the approval of the Business and 
Resources Committee. 
 
The Council will aim to achieve the optimum return on its investments commensurate with 
the proper levels of security and liquidity. 
 
NON-SPECIFIED INVESTMENTS 
 
These investments have greater potential risk – examples include investment in the money 
market, stocks and shares. Given the unpredictability and uncertainty surrounding such 
investments the Council will generally not use this type of investment. Any such 
investment will be subject to specific consideration and approval by Full Council. 
 
 
 
 
 
LIQUIDITY OF INVESTMENTS 
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The Business & Resources Committee in consultation with the Responsible Finance 
Officer will determine the maximum periods for which funds may prudently be committed 
so as not to compromise liquidity.  

Investments will be regarded as commencing on the date the commitment to invest is 
entered rather than the date on which the funds are paid over to the counterparty. 

LONG TERM INVESTMENTS 

Long Term Investments are defined in the Guidance is greater than 36 months. 
The Council does not currently hold any funds in long term investments. Any investment 
greater than 36 months will be subject to specific consideration and approval by Full 
Council. 

IMPLEMENTATION 

INVESTMENT STRATEGY 2018 – 2019 

For 2018-19, the Council will invest as much of its balance as possible in a low risk 
product to achieve its investment objectives. The Council is mindful of the need to not 
make the administration of investments too complex, especially when considering the 
current low rates of return and the administration costs associated with managing multiple 
accounts and creating new accounts. The following have been identified using Moody’s 
and Fitch Ratings as being suitably secure in the following scenarios: 

For day to day banking including current account a high degree of liquidity is required with 
suitable banking arrangements easy access for both deposit and withdrawal. This 
condition has limited the practical choice to local “High Street” banks. Skegness Town 
Council has a long-term relationship with Lloyds Bank PLC.  

Business Current Account will be held at Lloyds Bank PLC for in year finances plus 
20% of the annual budget from reserves for cash flow purposes. 

The Council plans a couple of larger projects for 2018 – 2020 and liquidity of funds is 
therefore a higher priority than return on investment especially when the differential in 
rates of interest are very modest. For general investment of reserves and other funds an 
interest earning account that pays a competitive return is sufficient. The Council already 
has an established relationship with Nationwide Building Society. 

Investment Account will be Nationwide Building Society Business Instant Saver  
This will be for all balances not held in the Current Account (Earmarked Reserves and any 
remaining General Reserve not allocated to the current account) 

The Responsible Finance Officer shall have delegated authority to make all necessary 
transfers between the accounts from time to time to meet the annual investment strategy. 

REGULAR AND END OF YEAR INVESTMENT REPORT 
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Investment forecasts for the coming year are accounted for when the budget was 
prepared. The Responsible Finance Officer will report on investment activity to the 
Business & Resources Committee as part of the Quarterly Governance Reports. 
 
REVIEW AND AMENDMENT OF REGULATIONS 
 
The Annual Investment Strategy must be reviewed annually and revised if considered 
necessary. 
The Council reserves the right to make variations to the Investment Strategy at any time 
subject to the approval of Council. Any variations will be made available to the public. 
 

MONITORING 

 
The policy will be monitored in the following ways: 
 

MONITORING ACTIVITY PERSON RESPONSIBLE 

Monthly checks of compliance to strategy RFO 

Quarterly checks on compliance and review 
of investment 

Business & Resources Committee 

 
 

POLICY CONSULTATION 

  
The policy will be made available on the Council’s website following approval 
 

POLICY APPROVAL 

  
Business & Resources Committee 25th April 2018 
Council 23rd May 2018 
 

POLICY REVIEW DUE 

  
May 2019 
 

RELATED POLICIES & STRATEGIES 
 

Standing Orders  
Financial Regulations  
   



SKEGNESS TOWN COUNCIL 

REPORT TO: Business & Resources Committee   
BY:   Deputy Town Clerk 
SUBJECT:   General Data Protection Regulations (GDPR) 

PURPOSE: 

This report sets out the progress made so far, and the actions needed to 
comply with the GDPR regulations. 

1 BACKGROUND 

1.1 It was reported to Council that the law is changing to the General Data 
Protection Regulations (GDPR) on 24th May 2018.   

1.2 A report outlining the implications and differences between the new 
regulations and current law which also identified the main actions the 
Council needed to take to reach compliance was sent to Council on 4th 
April 2018.  The recommendations from this meeting was that a detailed 
action plan be sent to the Business & Resources Committee and that the 
options for the Council to appoint a Data Protection Officer were explored. 

1.3 GDPR Compliance will be monitored by the Business & Resources 
Committee on an ongoing basis under their Governance remit.  GDPR 
compliance has been added to the Councils Risk Register. 

2 ACTION PLAN 

2.1 An action plan has been completed detailing the steps needed to reach 
compliance, the progress made so far and the outstanding actions.  
Appendix A  

3 DATA PROTECTION OFFICER (DPO) 

3.1 Under the GDPR all public authorities must appoint a DPO.  Skegness 
Town Council does not hold a large amount of personal data and the risks 
to the Council of a reportable data breech are low. 

6.



 

 

3.2 The advice from NALC, SLCC, LALC and the ICO is that a Council Clerk 
cannot also be the Council’s DPO.  Elizabeth Denham (UK Information 
Commissioner) states “if a clerk is making decisions about how the data is 
processed, it is unlikely that they will be able to act as the council’s DPO 
due to the conflict of interest”.  
 

3.3 Some local county associations have started offering a DPO service, after 
making enquires with LALC they state they are looking to offer this service 
although they are still in discussions as to how this will work and want to 
ensure they have the proper expertise available to them.  They expect it to 
work as a two-tier payment system, a fee to have a named DPO with an 
additional fee if a visit from the DPO is needed.   
 

3.4 Other outsourced DPO options are available to the Council, these services 
range from around £300 to £1000s per annum.   It is expected that having 
a DPO through LALC will be by far the cheapest option to achieve 
compliance with the regulations.  

 
 

 
 
4 RISKS 

 
4.1 The risk of non-compliance could lead to a fine (up to circa £20,000 for 

STC) and reputation damage to the Council.  A data breech is also a risk 
for the Council.  GDPR Compliance has been added to the risk register 
and will be monitored through this mechanism. 
 

4.2 The use of personal email accounts for official council business has been 
identified as a high breech risk.  No personal data is to be sent via 
personal email accounts.  It is recommended that official council email 
addresses only are used from May 2019. 
  

4.3 The following items have been identified as measures to reduce the risks:-   
 

• Preparation for compliance 

• To monitor progress and compliance at regular intervals. 

• To consider data protection in all Council activities. 

• Data minimisation 

• Officer and Councillor training 

• To create and improve security features on an ongoing basis 

• Use of official Council email accounts 

• Avoiding the use of personal email accounts 
 

 
 



 

 

5 REVIEW 
 

5.1 GDPR compliance is not a one off task, areas that will need addressing are 
continually being identified and emerging.  Privacy and security risks need 
continual monitoring through the risk register.  Councillors and officers need 
to be mindful of GDPR when undertaking all projects and tasks. 
  

5.2 Councillors are reminded of their obligations to protect personal data in all 
their Council activities and are encouraged to attend training.  Some in-
house GDPR training will be made available to all Councillors on 13th June 
2018.  
 

5.3 The Council may not be fully compliant by 25th May 2018 when the 
regulations come into force but the Council will be able to demonstrate that 
steps are being taken to achieve compliance and effective accountability 
arrangements are in place. The Information Commissioner has confirmed 
that this level of progress towards compliance will be seen as taking 
proportionate action. 

 
 
6 RECOMMENDATIONS 

 
a) That subject to suitability and adequacy, arrangements should be 

made to appoint a DPO through LALC, when this becomes 
available. 

b) To identify any actions, issues or any matter that should be sent to 
Council. 

c) To note the Action Plan, appendix A. 
 
   

FOR DECISION 

For information relating to 
this report please contact 
The Town Clerk, Town Hall 
Skegness or email 
info@skegnesscouncil.org.uk 
 
Background papers 
https://ico.org.uk/media/for-
organisations/documents/16
24219/preparing-for-the-
gdpr-12-steps.pdf 
https://ico.org.uk/for-
organisations/data-
protection-reform/overview-
of-the-gdpr/introduction/ 
 

mailto:info@skegnesscouncil.org.uk
https://ico.org.uk/media/for-organisations/documents/1624219/preparing-for-the-gdpr-12-steps.pdf
https://ico.org.uk/media/for-organisations/documents/1624219/preparing-for-the-gdpr-12-steps.pdf
https://ico.org.uk/media/for-organisations/documents/1624219/preparing-for-the-gdpr-12-steps.pdf
https://ico.org.uk/media/for-organisations/documents/1624219/preparing-for-the-gdpr-12-steps.pdf
https://ico.org.uk/for-organisations/data-protection-reform/overview-of-the-gdpr/introduction/
https://ico.org.uk/for-organisations/data-protection-reform/overview-of-the-gdpr/introduction/
https://ico.org.uk/for-organisations/data-protection-reform/overview-of-the-gdpr/introduction/
https://ico.org.uk/for-organisations/data-protection-reform/overview-of-the-gdpr/introduction/


Action Plan April 2018 

All the steps may not be complete by 25th May 2018 when the GDPR comes into force, but a clear plan is in place to complete the remaining 
steps.  This will need regular review and monitoring. 

Action Implementation Initial Action Taken or 

target date 

Further Review/Actions 

Needed and target date 

1. 

Raise awareness – Councillors, staff, and 

volunteers, should be made aware that the law is 

changing.  Ensure they undergo training, and that 

records are kept. They need to know enough to 

make good decisions about what you need to do 

to implement the GDPR.   

Decide who will be responsible for the council’s 

compliance with data protection law – All 

councillors, staff, committees and sub- committees 

are expected to apply data protection legislation 

in their work.  The DPO should have access to full 

council and relevant staff, committees and sub-

committees. 

Brought to the attention of Councillors on 

19/10/17.  Further report to Council 04/04/18 & 

B&R 25/04/18.  

TC, DTC and Accounts Assistant attended 

SLCC Webinar Training.  DTC and 2 Cllrs 

attending LALC GDPR training. 

TC and DTC responsible for Council’s 

compliance with data protection law.  

Independent DPO to be appointed likely this 

service will be available through LALC. 

Initial action taken. 

May 2018 or as soon as 

service is available from 

LALC. 

Keep Council informed 

of any further changes 

issues. 

DPO service to be 

reviewed annually. 

2. 

Data Audit – If you do not know what personal 

data you hold and where it came from you will 

need to organise an audit to find out.  This means 

reviewing personal data held on staff and 

volunteers, people using council facilities or 

services, councillors, contractors, residents, and 

more.  You should document your findings 

because you must keep records of your processing 

activities.  You should also record if you share data 

with any third parties.  

Data audit conducted, processing/sharing 

activities documented.  

Data Audit Questionnaire to be completed. 

Initial audit completed. 

Completed – has 

identified further actions 

for example privacy 

notice on all 

forms/update policies.  

This is an ongoing task to 

address all issues. 

Review audit at least 

annually or when any 

new data processing 

activities. 

Actions identified to be 

completed by March 

2019. 

3. 
Identify and document your ‘lawful basis’ for 

processing data – To legally process data under 

the GDPR you must have a ‘lawful basis’ to do so.  

For example it is a lawful basis to process personal 

Lawful basis documented as part of Data audit. Completed within initial 

audit. 

To be reviewed annually. 

6.
Appendix A 



data to deliver a contract you have with an 

individual.  There are a number of different criteria 

that give you lawful basis to process and different 

lawful basis give different rights to individuals.   

4.  

Check your processes meet individuals’ new rights 

– The GDPR will give people more rights over their 

data.  For example, the GDPR gives individuals the 

right to have personal data deleted.  Would you 

be able to find the data and who would be 

responsible for making sure that happened? Ensure 

you have the systems in place to be able to deliver 

the 8 rights. 

Know how you will deal with ‘subject access 

requests’ – Individuals have the right to know what 

data you hold on them, why the data is being 

processed and whether it will be given to any third 

party.  They have the right to be given this 

information in a permanent form (hard copy).  This 

is known as a ‘subject access request’ or “SAR”.  

You need to be able to identify a SAR, find all the 

relevant data and comply within one month of 

receipt of the request.  Under the GDPR the time 

limit for responding to SARs is reduced from 40 days 

to one calendar month and the £10 fee is 

abolished. 

The Town Clerk and Deputy Town Clerk would 

be responsible for making sure any personal 

data is found and deleted if a request was 

made.  The Council will not rely on consent as 

a legal basis very often (only in non-statutory 

consultations) So the implications for this should 

be minimal. 

 

No information will be given to third parties 

without the data subjects consent.  The 

information security policy approved by 

Council in April 2018 includes guidance on 

how to deal with subject access requests. 

Complete. 

 

 

 

 

Complete. 

To be reviewed annually 

and after any request. 

 

 

 

To be reviewed annually 

or after any subject 

access request is made. 

5.  

Review how you get consent to use personal data – 

If you rely on consent as your lawful basis for 

processing personal data, then you need to review 

how you seek and manage consent.  Under the 

GDPR consent must be freely given, specific and 

easily withdrawn.  You can’t rely on pre-ticked 

boxes, silence or inactivity to gain consent instead 

people must positively opt-in.   

Not reliant on consent to process at present.  

But may need to be used when completing 

any non-statutory consultation and gathering 

personal identifiable information.  Need to gain 

consent to share with third parties in relation to 

graves. 

Initial action taken, 

ongoing task to review all 

web and paper forms to 

ensure consent is gained 

correctly and privacy 

notices provided. 

March 2019 and 

whenever a new form is 

developed. 

6.  

Update your Policies & Notices – Have clear, 

practical policies and procedures for staff to follow, 

and monitor their operation.   

Privacy Notices - You must tell people in a concise, 

easy to understand way how you use their data.  

Ongoing task.  Information Security Policy has 

been updated. and Privacy Notices completed 

and approved. 

Privacy Notices completed and approved.  

Distributed to Councillors and Employees.  

Initial action taken. 

 

 

All policies and 

procedures to be 

reviewed by March 2019. 



You may well already have privacy notices but 

they will all need to be updated.  Under the GDPR 

privacy notices must give additional information 

such as how long you will keep data for and what 

lawful basis you have to process data.   

Data Retention & Disposal – Ensure you update your 

data retention policy and inform all data subjects 

how long you will retain data.  When disposing of 

records and equipment, make sure personal data 

cannot be retrieved from them.   

Websites – Control access to any restricted area.  

Make sure you are allowed to publish personal 

data (including images) on website/social media. 

Data sharing – Be sure you are allowed to share 

personal data with others and make sure it is kept 

secure when shared.   

CCTV – Inform people what it is used for and review 

retention periods.  Ensure you have the correct 

signage on display and a suitable policy in place. 

Training – Train staff on the basics of personal data 

security, where the law and good practice need to 

be considered and know where to turn for advice. 

Posted on web.  Request made with website 

provider to update privacy page in respect of 

new regulations. 

Data retention reviewed as part of Information 

Security Policy approved by Council April 2018. 

 

No restricted access areas on website. Very 

minimal data on web.   Consent is gained 

before any personal data is placed on the 

website.   

Data sharing as per privacy notice, data 

security as per Information Security Policy. 

DTC attended LALC training.  Two Cllrs due to 

attend in June 2018.  TC/DTC and Accounts 

assistant attended training webinar.  Inhouse 

GDPR training to be provided to Councillors 

and admin assistant in June 2018.  GDPR 

training available to all employees and Cllrs.   

Initial action taken.  To 

check website privacy 

compliance by May 2018. 

 

 

Initial action taken. 

 

 

Initial action taken. 

 

 

Initial action taken. 

 

Initial action taken. 

All forms to provide copy 

of or link to privacy notice 

by June 2018. 

 

 

Policy to be reviewed 

every two years or when 

any changes to the law. 

 

 

 

To be reviewed whenever 

new sharing occurs. 

 

June 2018 and ongoing 

training as 

necessary. 

7.  

Build in extra protection for children – The GDPR 

says children under 16 cannot give consent 

(although this will be reduced to 13 in the UK) so 

you will have to obtain consent from a parent or 

guardian.  You will need to be able to verify that 

person giving consent on behalf of a child is 

allowed to do so.  Privacy notices should to be 

written in language that children can understand. 

Not applicable.   

8.  

Update your contracts to deal with processing by 

others – Recognise when others are processing 

personal data for the council and make sure they 

do it securely.  You will need to ensure your 

contracts are updated to include the GDPR 

required clauses and put in place an audit 

programme to supervise them.  Consider also how 

Ongoing.  Recognised by pension provider 

who is providing updates and privacy notices.  

Other areas need exploring for example 

providers of allotment system. 

Ongoing task, further 

investigation needed. 

To be complete by March 

2019. 



you select suppliers.  There must be a written 

contract which imposes these obligations on 

processors 

1. : Follow instructions of the controller. 

2. Ensure their personnel are under a duty of 

confidence. 

3. Keep the personal data secure. 

4. Allow the controller to consent to sub-contractors.   

5. Flow down obligations to sub-contractors (but remain 

responsible for actions of the sub-contractor(s).  

Assist the controller when individuals exercise their rights 

to access, rectify, erase or object to processing of data. 

9.  

Personal Data Breaches - Get ready to detect 

report and investigate these - A data breach is a 

breach of security leading to ‘accidental or 

unlawful destruction, loss, alteration, unauthorised 

disclosure of, or access to, personal data’.  You will 

need to have the right procedures in place to 

detect, investigate and report a breach.  The 

GDPR introduces a duty to report certain types of 

data breaches to the ICO and in some cases to 

the individuals concerned.  You need to be able to 

demonstrate that you have appropriate security, 

technical and organisational measures in place to 

protect against a breach.  If there is no risk of harm 

to an individual (for example because some low 

risk data has been inadvertently released or made 

public such as an email address) then this type of 

breach would not need to be reported.  

Unauthorised access to data that could be used to 

steal someone’s identity such as their banking data 

must be reported. 

▪ The DPO should be involved after the council 

becomes aware of a data breach.   

▪ Councillors, staff, contractors and the council’s 

data processors should be briefed on personal 

data breach avoidance, and on what to do in 

the event that a breach occurs. 

Data breach process is set out in the 

information security policy.  Council 

employees and Councillor aware of need to 

report.  Outside DPO to be appointed as soon 

as arrangements made available by LALC.  

Council does not hold large amounts of data, 

low risk.  Placed on risk register. 

 

Initial action taken, ways 

to further reduce any risks 

to be investigated and 

implemented by March 

2019.  This is expected to 

include ways to improve 

data security in the office. 

Ongoing.  To be reviewed 

quarterly by B&R 

Committee. 



▪ Examples of personal data breaches and 

steps to avoid them include: 

 Emails and attachments being sent to the 

wrong person, or several people – it is 

easy to click the wrong recipient. Slow 

down, check thoroughly before clicking 

‘send’. 

 The wrong people being copied in to 

emails and attachments. – Use BCC (Blind 

Carbon Copy) where necessary. 

 Lost memory sticks which contain 

unencrypted personal data – The council 

should put protocols in place for memory 

stick usage 

 Malware (IT) attach – ensure up to date 

anti-virus software is in place.  

 Equipment theft – check security 

provisions. 

 Loss of personal data which is 

unencrypted  

10.  

Build data protection into your new projects - 

Privacy by design means building data protection 

into all your new projects and services.  It has 

always been good practice, but the GDPR makes 

privacy by design an express legal requirement.  To 

achieve this, data protection impact assessments 

should be undertaken where new technology is 

being deployed, where profiling may significantly 

affect individuals or sensitive categories of data will 

be processed on a large scale.  Clarify who will be 

responsible for carrying out impact assessments, 

when you will use them and how to record them.  

See our DPIA assessment checklist in. 

Privacy by design to be built into any future 

consultations.  Council already uses privacy 

impact statements when introducing new 

technology for example Body Cams. 

Completed. To be reviewed when 

undertaking any new 

projects. 

11.  
Appoint your Data Protection Officer.   LALC expected to provide a DPO service, this is 

still being developed. 

May 2018 or as soon as 

available. 

Provision to be reviewed 

annually. 
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SKEGNESS TOWN COUNCIL 

REPORT TO: BUSINESS AND RESOURCES COMMITTEE 
25TH APRIL 2018 

BY:   TOWN CLERK 
SUBJECT: Office Accommodation 

PURPOSE: 

To report on issues relating to Office Accommodation and to establish a way 
forward.  

1 THE ISSUES 

1.1 Operational issues relating to the Council’s office accommodation have 
been increasing over a number of years and are now coming to a point 
where a resolution is needed.  

1.2 Problems associated with the accommodation relate to layout, facilities, 
state of maintenance and general suitability. These can be summarised 
as:- 

• Not DDA compliant or even properly accessible – we could not

currently employ someone with mobility issues. Lift does not meet

current standards, drinking water and kitchen area not accessible. Fire

doors not compliant and would not be easily opened by someone in a

wheel chair. No marked fire refuge area. Inadequate disabled toilet

facilities. In essence, the Council is not meeting its legal duties as a

public service.

• Difficult access for the public wanting to visit STC, especially when

ELDC offices are closed – we have a buzzer but this is not adequate.

• Staff safety is compromised - public bang on door or ring buzzer when

ELDC are closed. Some ELDC customers are aggressive and known to

ELDC as being violent, but we do not know who. Staff are alone at

point of meet and greet and not visible from the office. Staff still have to

turn lights off at top of stairs and go down with torch and turn inside

lights off before exiting the building (no delay).

• Unsuitable for compliance with General Data Protection Regulations.

No area to see visitors/public adjacent to offices, meaning that any

personal information being worked on can potentially be seen, or phone

calls overheard.

7.
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• Temperature in the offices is uncontrollable and often very 

uncomfortable being too cold or too hot. Extreme drafts through 

windows are sufficient to blow blinds about. In summer some windows 

cannot be opened to allow ventilation as sashes are broken. 

• Some lighting does not meet current office standards 

• Insufficient electrical outlets – The Fire Officer during a recent 

inspection has identified offices as fire risk because too many items are 

running from too few sockets on multiple extension leads 

• No built-in ICT network circuits - have to rely on long loose fly lead 

cables. Same with phones. 

• Doors do not properly secure, poor frames (one has been forced in the 

past), lots of people have keys (GDPR). 

• Staff toilets very poor – impossible to keep properly clean due to long 

term lack of maintenance. Floors ingrained with dirt and need 

professional deep clean. Female toilet flush keeps breaking. Female 

toilets not fit for purpose. 

• Kitchen area dirty - impossible to keep properly clean due to long term 

lack of maintenance, paint peeling and dirty. Floors ingrained with dirt 

and need professional deep clean. 

• Building externals unsafe, lumps of concrete recently fell off during the 

frosty conditions. 

 
 
 

2 CURRENT LEASE AND REFURBISHMENT 
 

2.1 The current lease expires in March 2019 and so the Council has now 
entered a period where it will have less than 12 months’ notice of non-
renewal or termination. ELDC had budgeted for £1.7m for refurbishment of 
the Town Hall in 2018/19, although this is unlikely to be adequate to tackle 
all the issues within the building. At the time of writing it is unclear whether 
a refurbishment will now go ahead. It is understood that planned funding 
an ELDC partner may have brought to the table has been withdrawn. As a 
result, it is unclear when or what will happen or even a timescale for being 
informed.    
 

2.2 Should a refurbishment go ahead, there is no information as to what will 
happen to tenants during this time. Any major refurbishment is likely to 
cause a significant impact on Skegness Town Council operations. It is 
probable that there will be considerable noise and dust. Visitors will face 
additional difficulties. Security will be further compromised.   
 

2.3 Currently the Council’s lease requires a financial contribution to 
maintenance and running costs. It is unclear what parts of the works would 
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fall under this service charge and therefore chargeable to STC. This could 
potentially be a large amount. 

3 MOVING FORWARD 

3.1 If STC can progress with the Tower Gardens Community Hub, then this 
will at least give some certainty from July/August 2019. This will then leave 
STC to work up an interim plan to get through until the summer of 2019. 

3.2 If the decision is not to progress with the Hub or if there is any significant 
delay in the decision, then the Council will need to consider a different 
approach. Even if ELDC do not progress with any works to the Town Hall, 
the mounting issues and problems with the existing accommodation are 
still a high priority for resolution, as the Council is not meeting its 
obligations in respect of Accessibility, Equal Opportunities, Health and 
Safety, Staff Welfare and compliance with the soon to come into force 
GDPR. 

3.3 Committee should consider the issues before them and decide how they 
wish to advise Council to proceed. 

FOR DECISION 

For information relating to 
this report please contact 
The Town Clerk, Town Hall 
Skegness or email 
townclerk@skegness.gov.uk 

Background papers – None. 

mailto:townclerk@skegness.gov.uk
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