1.
SKEGNESS TOWN COUNCIL
Minutes of the Business & Resources Committee Meeting
Held at 7.00 pm on Wednesday, 26th April 2017
PRESENT: Councillor D Brookes (Deputy Mayor) in the Chair.
Councillors J Brookes, J Byford, D Cargill, J Carpenter, D
Edginton (Mayor), Miss E Freeman, Mrs M Gray and C Macey
Officers: Town Clerk and Deputy Town Clerk
One member of the public was present.
B 20. MINUTES OF LAST MEETING (Agenda Item 1)
It was proposed, seconded and
RESOLVED: To note that the minutes of the Business & Resources
Committee meeting of Wednesday, 25th January 2017 were approved
and adopted by Council on Wednesday, 1st March 2017.
B 21. APOLOGIES (Agenda Item 2)
Apologies for absence were received from Councillor D Blackburn.
B 22. DECLARATIONS OF INTEREST (Agenda Item 3)
There were no Declarations of Interest.
B 23. GOVERNANCE AND RISK MANAGEMENT (Agenda Item 4)
The Town Clerk presented a report on Governance and Performance
Monitoring to report the end of financial year financial position and the four
quarter’s finances, risk and performance so that the Committee can identify
any exceptions or new controls needed and make appropriate reports to
Council. The Town Clerk reminded the committee of their financial and legal
responsibilities and went through the income & expenditure sheet, balance
sheet, end of year bank reconciliations and petty cash, outstanding actions list
and risk management table. The Town Clerk gave a correction to a payment
record and answered any questions. A discussion took place.
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It was proposed, seconded and
RESOLVED: That:–
a)
b)
c)
d)

The report for the final quarter of 2016/17 be noted.
The recommendations set out in section 2 of the report be approved.
The Risk Register as set out in Appendix D be approved.
The additions to the Task List be noted and the removal be approved
as set out in Appendix E.
e) The recommendations relating to the Jolly Fisherman image/logo as
set out in 5.2 of the report be approved.
f) The correction to the payment record be approved.
g) No issues of concern or actions were identified.

B 24. CEMETRY WORKING GROUP (Agenda Item 5)
The Town Clerk presented the Cemetery Rules Task and Finish Group report
to appoint to the group and set the terms of reference for the group. A
discussion took place.
It was proposed, seconded and
RESOLVED: That:–
a) The following Councillors be appointed to the Cemetery Rules
Task and Finish Group:
D Brookes
J Byford
T Burnham
S Dennis
E Freeman
M Gray
C Macey
b) The initial terms of reference as set out in 2.3 and 2.4 of the
report be approved with allowance given for the Cemetery Rules
Task and Finish Group to develop these to ensure a
comprehensive review.

The meeting closed at 8.56pm
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4.

SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

BUSINESS AND RESOURCES COMMITTEE
19TH JULY 2017
TOWN CLERK
Governance and Performance Monitoring Report

PURPOSE:
To report the first quarter’s financial, risk and performance so that the Committee
can identify any exceptions or new controls needed and make appropriate
reports to Council.

1

INTRODUCTION AND BACKGROUND

1.1

The Council have a 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 delegated the monitoring and governance to the
Business and Resources Committee. Financial Procedures together with
the Financial Regulations, form the basis of the Internal Control
mechanisms. The 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 raise any concerns.

1.2

This report covers the first quarter of 2017/18

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.

2

FINANCIAL REPORT

2.1

The end of quarter summary income and expenditure sheet and balance
sheet are set out in Appendix A.

2.2

Not all expenditure is incurred at the same rate during the year and
therefore there will be some budgets where no expenditure has yet
occurred and others where the full year expenditure has incurred (e.g.
business rates). It is difficult to see trends from the first quarter but at this
stage it does not appear that there are any material concerns.
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2.2.1 Employee costs are on target. NI and Pension costs only have 2 months
included as these are paid in arrears as a result the total is distorted.
2.2.2 Town Hall costs appear overspent but this is due to Business Rates being
paid at the start of the year.
2.2.3 Supplies and Services appear overspent but this is due to Insurances and
some software costs falling due in the first quarter.
2.2.4 Professional Fees appear slightly overspent but this is due to
Subscriptions falling due in the first quarter.
2.2.5 Grants and donations is within budget but does not include recent grants
of £2500.
2.2.6 Democratic and Civic includes an outstanding provision for election
expenditure which is disputed and relates to last year. This makes it seem
as if there has been negative expenditure.
2.2.7 Publicity and Marketing is on target
2.2.8 Industrial unit is showing an overspend due to Business Rates falling due
at the beginning of the year.
2.2.9 Allotments could potentially be heading for an overspend as fly tipped
rubbish caused unplanned expenditure of £471 to be incurred to clear fly
tipped rubbish to enable allotments to be let.
2.2.10 Gardens and Baskets is on target but the invoice for summer displays has
not yet been received and is not shown here.
2.2.11 Sunshine Play Area is showing as underspent, but this is ahead of the
main season.
2.2.12 Burial grounds are below target for income but an additional £4200 was
banked shortly after quarter end, which brings this back on target.
2.2.13 Public property is showing underspent at present but this includes a
provision for unpaid invoices outstanding from 2016/17. It is anticipated
that expenditure will even out over the year.
2.2.14 Precept and General Income are as expected at this early stage in the
year.
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3

EFFECTIVENESS OF INTERNAL CONTROL THROUGH 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. The status column of
the risk management table (Appendix B) has been updated to reflect the
Town Clerk’s opinion on risk direction, but the Committee should satisfy
itself that this is correct.
Risks associated with the delivery of the annual Remembrance Parade
have been added to the risk register.

3.2

The Internal Auditor report is attached at Appendix C.

3.3

Copies of the bank reconciliations for end of June are attached at
Appendix D along with the balance sheet. It was previously agreed that
members of the Council would come to the office periodically to sign them
off on a rota basis but this has been difficult to organise. The Mayor has
signed these.

3.4

Changes in the report will be highlighted at the meeting.

4

PUBLIC PROPERTY

4.1

Castleton Boulevard

4.1.1 Planters have been filled with colourful annual plants.
4.2
Sunshine Play Area
4.2.1 Nothing to report.
4.3
Lumley Road Baskets
4.3.1 The hanging baskets have been hung.
4.4
Allotments
4.4.1 Many long-standing allotment holders have given up this year. It is
noticeable that the overall standard of the allotments has fallen. This may
be due to a lack of experience or new allotment holders finding it difficult to
devote the time needed. There has been an attempt to set up a buddy
system and some allotment holders have looked at starting an association,
but this has not come to anything. There has been an increase in
complaints about some allotments not being cultivated and this has
resulted in some becoming available.
4.4.2 Where time permits the Ground Team strim vacant allotments, but this
cannot be done routinely.
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4.4.3 There are also issues with some fences between the allotment and
residential property, but it has not yet been possible to determine
ownership and therefore responsibility.
4.5
Cemetery
4.5.1 Benches in the cemetery have been inspected and none have been found
to be in a dangerous condition, however some are in poor repair and
nearing the end of their life. Those benches that have formally been
accepted as a memorial bench are maintained by the Council. However,
many benches do not fall into this category and were installed prior to
2013 without the Council’s knowledge or agreement. These benches are
not maintained.
4.5.2 Some complaints have been received about the state of the pathways.
Wherever a complaint is received, the area will be inspected and made
safe or coned off.
4.5.3 The paths consist of paving slabs laid over a thin layer of concrete with no
edging stones. In the same way that roadways around Skegness are
moving and breaking, the pathways in the cemetery are subject to
continuous movement and the pathway design does not cope with this.
Currently, individual paving slabs are lifted and relayed when problems
occur, but the solution is short lived. A permanent solution would require:• The lifting and removal of the underlying concrete,
• Excavation to create a firm sub base.
• Re-filling with a hardcore based and compacting
• Installing a suitable finish (e.g. tarmac)
4.5.4 A very approximate estimate is that there is about 1300m 2 of pathway in
regular use. Assuming an excavation depth of 300mm, this would equate
to around 400 m3 of excavation (50 skips) all of which would have to be
barrowed by hand due to access restrictions. The remaking would then
require material to be barrowed back. Based on this, the cost of achieving
a permanent solution are likely to be prohibitive. Additionally, the
disruption to the cemetery and churchyard would also likely be
considerable.
4.6
Parish Paths
4.6.1 Two cuts have been undertaken so far and no complaints received.
4.7
Amenity Grass Cutting
4.7.1 This, as expected, has proved difficult due to the late agreement of a
contract, lack of resources and the need to actively manage the contract
on a week by week basis. Overall the results have been disappointing and
several complaints have been received. It is expected that next year this
will be managed by an in-house team.
5

OTHER OPERATIONAL ACTIVITIES

5.1

Street Collection Licenses
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001A/17 Guide Dogs for the Blind

Sat

8th July 2017

Sun

13th August
2017

Sat

16/09/17

August
003A/17 Skegness Carnival

September
002E/17 Royal Air Force Association

5.2

Jolly Fisherman Licensing

5.2.1 During the first quarter of 2017/18 the SO Festival Brochure applied for
and were granted the use of the Jolly Fisherman image under the new
Trade Mark policy.
6

OUTSTANDING TASK LIST

6.1

The outstanding task list is attached at Appendix E

7

RECOMMENDATIONS

7.1

The Business and Resources Committee is recommended to:a) Receive the report and associated appendices for the first quarter of
2017/18
b) Identify any changes or additional governance/performance information
that is required for future reports
c) Approve the amended Risk Register
d) Identify any actions arising as a result of the report
e) Identify any issues of concern that should be sent to Council

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.
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Appendix A

Skegness Town Council
Balance Sheet as at - 30th June 2017

31st March 2017

30th June 2017
Current Assets

1,460

Debtors

4,478

VAT Control A/c

3,279

Prepayments

162

Stock

232,728

Current Account

1,030

Burial Ground Account

0
5,080
0
162
358,672
6,375

95,746

30 Day Call Account

95,748

50,000

Lloyds Corporate Market

50,000

50,035

Nationwide Business Savings Ac

50,078

89

Petty Cash

202

0

Credit Card

-140

439,007

566,177

439,007 Total Assets

566,177

Current Liabilities
21,275

Creditors

0

141

Accruals

0

450

Receipts in Advance

0

21,865

0

417,142 Total Assets Less Current Liabilities

566,177

Represented By
88,479 General Reserves

237,514

185,000 EMR - Cemetery Extension

185,000

21,792 EMR - Community Led Plan

21,792

10,500 EMR - Legal Fee

10,500

40,000 EMR - Sunshine Play Area

40,000

8,471 EMR - ITC and Office Fund

8,471

48,000 EMR - Public Prop Replacement
2,900 EMR -Civic Awards
10,000 EMR - Investment Reserve
2,000 EMR -War Memorial 2K Civic Soc
417,142

48,000
2,900
10,000
2,000
566,177

Skegness Town Council
Balance Sheet as at - 30th June 2017

31st March 2017

30th June 2017

The above statement represents fairly the financial position of the authority as at

30th June 2017

and reflects its Income and Expenditure during the period.
Signed :
Chairman

________________________________

Date : ___________________

Signed :
Responsible
Financial
________________________________

Date :____________________

10/07/2017
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Skegness Town Council

11:00

Summary Income & Expenditure by Budget Heading 30/06/2017

Month No : 3

Committee Report

Actual Last
Year

Actual Year
To Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

% Of
Budget

Full Council
101 Employee Costs

Expenditure

183,542

42,462

229,701

187,239

187,239

18.5 %

111 Town Hall Offices

Expenditure

9,280

5,383

13,297

7,914

7,914

40.5 %

121 Supplies and Services

Expenditure

15,015

7,657

16,275

8,618

8,618

47.0 %

131 Professional Fees

Expenditure

4,926

255

3,600

3,345

3,345

7.1 %

141 Grants and Donations

Expenditure

4,973

0

5,100

5,100

5,100

0.0 %

151 Democratic and Civic

Expenditure

21,422

-985

20,580

21,565

21,565

-4.8 %

161 Publicity and Marketing

Expenditure

20,083

6,888

25,200

18,312

18,312

27.3 %

201 Industrial Unit

Expenditure

8,918

3,659

8,141

4,482

4,482

45.0 %

211 Allotments

Expenditure
Income

331
0

348
2,285

800
2,940

452
-655

452

43.5 %
77.7 %

221 Gardens and Baskets

Expenditure

479

0

2,800

2,800

2,800

0.0 %

231 Sunshine Play Area

Expenditure

1,224

0

1,790

1,790

1,790

0.0 %

241 Burial Grounds and Cemeteries

Expenditure
Income

2,149
45,399

363
5,272

2,600
42,488

2,237
-37,216

2,237

14.0 %
12.4 %

251 Public Property

Expenditure

58,220

920

169,130

168,210

168,210

0.5 %

Income

317,681

201,919

403,837

-201,919

50.0 %

Income

3,812

6,510

750

5,760

868.1 %

Expenditure

0

0

0

0

Full Council Expenditure
Income

330,561
366,892

66,951
217,986

499,014
450,015

432,063
-232,029

Net Expenditure over Income

-36,330

-151,036

48,999

200,034

501 Precept

511 General Income

900 Earmarked Reserves

0

0

0.0 %

432,063

13.4 %
48.4 %

10/07/2017
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Skegness Town Council
Summary Income & Expenditure by Budget Heading 30/06/2017

Month No : 3

Committee Report

Actual Last
Year

Actual Year
To Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

INCOME - EXPENDITURE TOTALS Expenditure

330,561

66,951

499,014

432,063

Income

366,892

217,986

450,015

-232,029

Net Expenditure over Income

-36,330

-151,036

48,999

200,034

0

Funds
Available

432,063

% Of
Budget

13.4 %
48.4 %
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SKEGNESS TOWN COUNCIL – RISK REGISTER

STRATEGIC RISKS
Status

✓
Timescale for
implementation
AIM

RISK

UNDERLYING
RISK LEVEL

MANAGED
RISK LEVEL

Method used to minimise risk
Likelihood x
Impact

Likelihood x
Impact

Risk Controlled

Action required



Aim is not being

achieved

Person(s)
Responsible

Risk Falling
 No Change
Risk Rising

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

2.
date.

Standing orders are out of

Information
Audit Required
to comply with
(3x4) = 12
new General
Data Protection
Regulation

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

No Action
required at this
time

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

As at 1. above.

No Action
required at this
time

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).

1

(1x4) = 4

✓
.

(2x3) = 6

(2x4) = 8

Motions should
contain a
comment by
the Town Clerk
to reduce risks. (2x3) = 6
No Action
required at this
time

All Councillors, Town Clerk

(1x3) = 3

(1x4) = 4

All Councillors, Town Clerk

✓
✓


Council as advised by
Town Clerk

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

(1x3) = 3

✓

Town Clerk to monitor Ongoing responsibility

SKEGNESS TOWN COUNCIL – RISK REGISTER
5.
Items/services purchased
without proper tendering procedures,
resulting in accusations of
commercial favouritism.

6.
Payments made without prior
approval and adequate control.

7.
Lack of control of
signatories to cheques.

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

(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) Adequate controls validated by regular Internal
Audit

Town Clerk acting as
Responsible Finance
Officer.

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

(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

(a) Keep authorised signatories to a minimum
consistent with practicalities.
(b) Signatories approved by Council

No Action
required at this
time

(a)Ensure appropriate publications held and that
Clerk has adequate knowledge of regulations.
(b) Adequate controls validated by regular Internal
Audit

No Action
required at this
time

(1x3) = 3

✓

Financial Regulations
reviewed in May 2016
Committee to identify any
areas it wishes to examine
in addition to standard
review.
Petty cash payments
checked and signed off at
intervals during year and at
year end by Mayor or other
nominated Councillors.

(3x3) = 9

(2x3) = 6

(1x3) = 3

(1x3) = 3

✓

✓

Council to appoint Internal
Auditor to undertake
annual review.
B&R to identify any areas it
wishes to examine in
addition.
Town Clerk acting as
Responsible Finance
Officer
Council review signatories
annually.
Town Clerk acting as
Responsible Finance
Officer

(3x3) = 9

(1x3) = 3

✓

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

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.

No Action
required at this
time

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

2

(2x3) = 6

(1x3) = 3

✓

Chairman of Direction and
Strategy Committee
All Councillors

Chairmen of Committees
and all Councillors–

(3x3) = 9

(1x3) = 3

✓

SKEGNESS TOWN COUNCIL – RISK REGISTER
3.

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

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

5. To keep
appropriate books of
account accurately and

No risk analysis carried out.

As at 2.2 above.
.

No Action
required at this
time

4.
No steps taken to combat
identified risks

As at 2.2 above.

No Action
required at this
time

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 (4x3) = 12
NDP

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

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 reiterated by
Committee

4.
Lack of confidence by Town
Councillors.

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

No Action
required at this
time

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

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
(4x2) = 8
Management &
Responsibilites
Training.

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

(a) Review annually at Business and Resources
Committee

No Action
required at this
time

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

3

(3x4) = 12

(3x4) = 12

(1x4) = 4

(1x4) = 4

(1x3) = 3

✓

All Councillors

✓

Town Clerk
Chairmen of Business and
Resources

✓

Town Clerk
B&R Committee
All Councillors on Outside
Bodies
Chairmen of Business and
Resources
All Councillors

(4x4) =16

(3x3) = 9

(4x2) = 8

(4x2) = 8

(3x4) =12

(4x4) = 16

(1x4) = 4

(1x3) = 3

(1x2) = 2

(1x2) = 2

✓



All Councillors as advised
by Town Clerk

✓

All Councillors

✓

All Councillors

All Councillors

(1x2) = 2

(1x4) = 4

(1x4) =4



✓

Town Clerk
Chairmen of Business and
Resources`

✓

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

2.
Lack of commitment to
accounting requirements.

3.
Bank charges unnecessarily
incurred.

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

5.
Inaccuracies and interest
losses caused by account transfers.

(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

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

No Action
required at this
time

(3x4) = 12

(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

(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

(2x1) = 2

(2x4) = 8

(2x3) = 6

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.

Consider when
interest rates
have stabilised
following exit
from EU

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

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

4

(1x4) = 4

(1x1) = 1

(1x4) = 4

(1x3) = 3

✓

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

✓

Town Clerk acting as
Responsible Finance
Officer

✓

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

✓

- ongoing

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.
See 5 above

.

(2x4) = 8

(4x3) = 12

(3x4) = 12

(1x4) = 4

(1x3) = 3

(1x4) = 4



✓

Town Clerk acting as
Responsible Finance
Officer - ongoing

✓

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.

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

11.
Clerk taken ill or leaves
without replacement.

As at 5.8 above.

No Action
required at this
time

As at 5.8. above.

No Action
required at this
time

(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

(3x4) = 12

(3x4) = 12

(3x3) =9

(1x4) = 4

(1x4) = 4

(1x3) =3

✓

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

✓

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

✓


Town Clerk acting as
Responsible Finance
Officer
Chairman of HR
Committee

Deputy Town Clerk CiLCA
qualified

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.

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

1.
Lack of knowledge of wishes
of residents.

(a) As at 3.2 above.

Linked to Gold
Award Plan
and NDP

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

(2x4) = 8

(1x4) = 4

✓

Town Clerk acting as
Responsible Finance
Officer

All Councillors

(4x4) = 16

(1x4) =4

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

(1x3) = 3

 Risk Falling

✓

Town Clerk acting as
Responsible Finance
Officer
Risk Falling

Chairman Business and
Resources Committee
Chairman of Direction and
Strategy

3.
Charges for use of facilities
inadequate.

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

(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

(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

5

(3x2) = 6

(3x3) = 9

(1x2) = 2

(1x3) = 3

✓

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

✓

All Councillors
Town Clerk acting as
Responsible Finance
Officer

Risk Falling
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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

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

3.
Inadequate consideration of
requirements for annual precept.

(a)
Place item on agenda early in September
remind councillors of budget process and actions
required.

No Action
required at this
time

Town Clerk

(b)
Start consideration of calculation at least 3
months prior to submission date.

No Action
required at this
time

Town Clerk

(c)

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

see 6 (2b) above.

(1x4) = 4

✓

Town Clerk
Chairman of Committees
All Councillors

✓

✓

Town Clerk acting as
Responsible Finance
Officer

✓

Town Clerk acting as
Responsible Finance
Officer

✓

Town Clerk acting as
Responsible Finance
Officer



Town Clerk
Committee Chairman
All members

No Action
required at this
time

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

6.

(a) Monitored by RFO quarterly
(b) Considered annually by Council as part of
budget setting.

No Action
required at this
time

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

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

As at 8(1a) above.

3.
Receipts not banked or not
banked properly.

Bank statement checks
Internal audit checks.

No Action
required at this
time

4.

Cross check between systems
Internal audit checks.

No Action
required at this
time

Additional
officer hours
authorised

6

(3x4) =12

(1x3) = 3

✓

Chairman of Direction and
Strategy

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

Debts not pursued promptly.

(3x3) =9

(1x3) = 3

No Action
required at this
time

4.
Calculation not in
accordance with Council regulations.

Reserves set at wrong level.

(3x3) =9

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

(2x3) =6

(3x3) = 9

(3x3) = 9

(4x3) = 12

(4x3) = 12

(3x3) = 9

(3x3) = 9

(1x3) =3

(1x3) = 3

(1x3) = 3

(2x3) = 6

(2x3) = 6

(1x3) = 3

(1x3) = 3



Town Clerk
Committee Chairman

✓

Responsible Finance
Officer

✓

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

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.

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

1.
Inappropriate rate of pay to
employees.

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

No Action
required at this
time

(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

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

(a) RTI payroll system

No Action
required at this
time

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

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

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

(a) Include a timetable in Financial Regulations.

No Action
required at this
time

2.
Late or non-submission of
annual accounts.

(3x3) = 9

(2x3) = 6

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

4.
Inadequate audit trail from
records to final accounts.

As at 10(3a) above.

No Action
required at this
time

(3x3) = 9

(3x3) = 9

(3x3) = 9

(3x4) = 12

(4x4) = 16

(3x4) = 12

(1x3) = 3

(1x3) = 3

(1x3) = 3

(1x3) = 3

(1x4) = 4

(1x4) = 4

(1x4) = 4

✓
✓
✓
✓
✓


✓
✓

Town Clerk
Chairman of Business and
resources Committee

Town Clerk to keep under
review.

Town Clerk acting as
Responsible Finance
Officer
Council

Town Clerk to keep under
review.

Town Clerk acting as
Responsible Finance
Officer
Council
All Councillors

Town Clerk acting as
Responsible Finance
Officer
Council

RFO
Internal Auditor

RFO
Internal Auditor

(3x3) =9

7

(1x3) = 3

Chairman of Business and
Resources
Town Clerk trained

(1x3) =3

✓
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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.

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

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

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

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.

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

✓

Town Clerk/Councillors

✓

Town Clerk
Chairman of Business and
Resources Committee

(1x4) =4

✓

Town Clerk
Chairman of Business and
Resources Committee

(3x3) =9

(1x3) =3

✓

Town Clerk

(3x4) =12

(1x4) = 4

✓

Town Clerk
Chairman of Business and
Resources Committee

No Action
required at this
time

(4x2) = 8

(1x2) =2

✓

All Councillors

No Action
required at this
time

(3x4) = 12

(1x4) =4

✓

All Councillors

(3x4) = 12

(1x4) =4



Town Clerk will action after
Elections

No Action
required at this
time

(3x3) =9

(1x3) =3

✓

Town Clerk
Chairman of Business and
Resources Committee

No Action
required at this
time

(3x4) = 12

(1x4) =4

✓

Town Clerk
Chairman of Business and
Resources Committee

(3x3) =9

(1x3) =3

No Action
required at this
time

(3x3) =9

(1x3) =3

(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

4.
Asset register not
established or inadequately
maintained.

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

No Action
required at this
time

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

2.
Lack of public awareness of
applicable legislation.

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

3.
Failure to comply with
applicable legislation.

As at 12(1) above.

4.
Councillors lacking
knowledge of applicable legislation.

Arrange appropriate training for Councillors.

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.

(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

2.
Lack of knowledge of safety
requirements

8
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14. Sunshine Play
Area

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

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

✓

Town Clerk
Chairman of Business and
Resources Committee

SIGNIFICANT OPERATIONAL RISKS
UNDERLYING
RISK LEVEL

MANAGED
RISK LEVEL

Status

✓
AIM

RISK

Timescale for
implementation

METHOD USED TO MINIMISE RISK

Likelihood x
Impact

Likelihood x
Impact

Risk Controlled

Action required



Person(s)
Responsible

Aim is not being

achieved

Risk Falling
No Change
Risk Rising
O1. Safety in
Sunshine Play
Area

O2. To safeguard staff
after meetings

1. Inadequate checks lead to
accident or fatality

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

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.

No Action
required at this
time

(3x4) = 12

(1x4) =4

✓

Town Clerk
Chairman of Business and
Resources Committee

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.

No Action
required at this
time

(2x4) = 8

(1x4) = 4

✓

The Meeting Chairman

Town Clerk to contact ELDC as landlord to request
external light on delayed timer (promised but not
yet installed)

Outstanding

(2x4) = 8

(1x4) = 4



ELDC as Landlord

No Action
required at this
time

(4x3) = 12

(1x3) = 3

✓

Council

(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

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

RFO

9
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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.

O.5 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 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

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

SIGNIFICANT PROJECT RISKS (From Project Risk Registers)

Timescale for
implementation

UNDERLYING
RISK LEVEL

RISK

METHOD USED TO MINIMISE RISK

Status

✓
Likelihood x
Impact

AIM

MANAGED
RISK LEVEL

Likelihood x
Impact

Risk Controlled

Action required



Aim is not being

achieved

Risk Falling
No Change
Risk Rising

10

Person(s)
Responsible
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P1. Maintain Gold
Award Standard

1. Inadequate staff resources

(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.

(3x3) = 9

(1x3) =3

(3x3) = 9

(1x3) =3

No Action
(2x4) = 8
required at this
time
To be reviewed as
soon as possible

(1x4) = 4

2. Insufficient Commitment
from Councillors to achieve
Community Engagement



Town Clerk
Chairman of Business and
Resources Committee



Committee to
decide
P2. To Deliver
Accommodation
Project

1. Inadequate staff resources.

month.
(b) Consider overall resources and impact when
starting new activities within the project.
(c) Additional staff hours authorised.

2. Financial resources cannot
be found.

3. Managing expectations

P3. Neighbourhood
Plan.

(a) Report and review progress to Council each

1. Inadequate resources.

2.

Insufficient Commitment from
Councillors to achieve
Community Engagement.

3. Lack of knowledge and
understanding of
Neighbourhood Plan

✓

Town Clerk, Deputy Town
Clerk, Council.



(a) Look at other funding methods i.e. self-funding
from increase in precept, grants, commercial
element.

(3x4) = 12

(2x4) = 8

(3x4) = 12

(1x4) = 4

✓

(3x4) = 12

(2x4) = 8



No Action
required at this
time

(a) Maintain good communication with all
interested parties.
(b) Community Engagement.
(c) information website

(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.

To be considered
as part of the
NDP Programme



(a) Volunteers requested from each ward for
Community Engagement Events

Committee to
decide

(a) Consultant support procured
(b) Neighbourhood Plan Training Provided

No Action
required at this
time
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(3x4) = 12

(2x4) = 8

(3x4) = 12

(1x4) = 4

✓

Risk Falling

NPD Group
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P4. To undertake a
Memorial Safety
Inspection

P5. Remembrance
Parade

P6. Emergency Plan

1. Inadequate staff resources.

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

2. Unsuitable weather
conditions for inspections.

(a) Monitor weather and plan accordingly.

No Action
required at this
time

(3x4) = 12

(2x4) = 8

✓

(2x2) = 4

(1x2) = 2

✓

(3x3) = 9

(2x3) = 6



1. Insufficient Volunteer Marshals

(a) Seek community support

Meetings
arranged

2. No Permission Granted to Close
Roads

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

TTRO request
(3x4) = 12
submitted by
early August 2017

(1x4) =4

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

No Action
required at this
time

(2x3) = 6

(1x3) =3

(a) Core roles and volunteers requested from
Council

To be established
after training

(2x3) = 6

(1x3) =3

1. Inadequate resources.

2. Insufficient Commitment
from

Councillors

3. Lack of knowledge and
understanding of Emergency
Plan Requirements



To arrange
emergency
planning support
and training

12

(2x3) = 6

(1x3) =3

Council, Town Clerk,
Deputy Town Clerk

✓

✓






(a) Provide emergency planning training

Town Clerk
Deputy Town Clerk



Business & Resource
Committee, Council
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RISK LEVEL MATRIX
IMPACT ON COUNCIL
LIKELIHOOD
1
2
3
4

CONSEQUENCES OF
IMPACT
1
2
3
4

1

2

3

4

1
2
3
4

2
4
6
8

3
6
9
12

4
8
12
16

Temporary or minor impact on Customer, finance or reputation – impact over less than a month
Some impact on reputation and/or finances – impact less than 3 months
Substantial impact with moderate financial or reputational consequences – impact up to a year
Significant impact with likely large scale financial or reputational consequences – impact over more than one year

LIKELIHOOD
1
2
3
4

Unlikely to happen – once in 20 years or more
Unlikely to happen – once in 10 years
Likely to happen within the 4 year term of Council
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.
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Appendix C

Appendix D

Appendix E

MONITORING NON BUSINESS PLAN ACTIONS
AND DECISIONS AS AT
July 2017
Action
ID

4

Task
War memorial
refurbishment
(From Council)

23

24

Memorial Safety Tests

Computerisation of
historic burial records

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

Initial risk assessment
completed. Further
inspection took place
on Memorial
inspections on 30th
August 2016 which
identified a number of
graves which needed
to be laid flat or are in
need of attention.
Signs erected and
letters sent to grave
owners. Memorials laid
flat have now been
buried.
Grave records
Burial records
Memorial records
Deeds
Licenses.
All new records from
1/4/13 are now
computerised.
Progress is being

Date
Raised
06/06/12

Target
Comp/Status
Summer 2017
completion.

Who is leading
War Mem
T&F/G
(Cllr Edginton)

Overall
Status
Amber

Risks/Comments
Resources if diverted to
other tasks.
Weather Conditions
Suggest new date of
Summer 2017 for
completion.

1/1/14

1/1/14

31/12/15
High risk tests
completed
31/08/16 with
further f/up
inspection
completed on
high risk
memorials.

Town Clerk

31/12/14

Town Clerk

Amber

Now a listed memorial.
Weather conditions
Resources if diverted to
other tasks.
Ongoing task – follow up
inspections needed

Red

Very time consuming
task due to complexities
on historic records.

Resources if diverted to
other tasks
969 records still to
complete.

1

made on inputting
historical records A,
AA, CC, B, G, J, K and
L section are now
computerised.
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.

Little progress made
since last quarter.

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.

Only £2,250 monies
available for Winthorpe
area which is a
caravan contribution
so spend must relate
back to users of the
site.
Example:
For benches, signage
to nearby play park or
shops.
Improvements to
nearby public toilets.

2

46

47

Quality Council
Scheme Gold Award

Business Plan

50
East Midlands Trains –
poor service

To meet the Gold
Standard of the Award.
Progress made on
policies. Community
engagement tasks
have taken place and
new website
established to support
plan, Progress
reviewed by B&R
committee. Application
submitted.

April 2015

Jul 2018

Town Clerk,
Deputy Town
Clerk and B&R

Business Plan has
been updated and
reviewed by D&S
Committee. Business
Plan now agreed.

April 2015

5-year plan

TC, Councillors
and Partner
Organisations

Write to EMT and local
MP. All
correspondence
forwarded to MP and
update requested.

09/09/2015

None set

Town Clerk

Application
submitted
awaiting
result.

Successful achieved
award.

Will need
reviewing
following
budget and
other
decisions
Green

Resources if diverted to
other tasks.

Suggest Removal

Inadequate response
from EMT, all documents
emailed to MP.
Franchise due to expire.
Email sent requesting an
update from MP on
situation on 02/02/16.
Suggest Removal

51

Tower Gardens
Pavilion Project

Funding unsuccessful
to look at any further
options.

Dec 2015

New Project
plan needed.

3

Town Clerk

Green

Unsuccessful in CCF
funding bid. Council to
explore other options to
move this project
forward.

53

54

To investigate
possibility to manage
Tower Gardens.

Neighbourhood
Development Plan

Monitored on separate
plan

Initial discussion with
ELDC have taken
place.
Recommendation from
D&S to Council for
formal negotiations to
take place to include
kiosks.
To develop a
neighbourhood plan to
include community
engagement tasks.

Dec 2015

None Set

Town Clerk

Green

Unsuccessful CCF
funding bid could impact
on business case.
Meeting with ELDC set
up for 04/08/17.

Nov 2015

None Set

Town Clerk,
NDP Group.

Green

Complexed, lengthy task.
Resources if diverted to
other tasks. Expert
advice and support
needed.

May 2017

Town Clerk,
D&S
Committee,
Town Mayor
and Deputy
Town Mayor.

Green

Town Crier appointed
and attending
engagements.

Town Clerk,
Deputy Town
Clerk, Direction
& Strategy
Committee.

Green

ELDC have confirmed
area for NDP.
Support tendered,
training and inception
meeting due to take
place on 13/07/17.

55

A Town Crier for
Skegness.

Council agreed
establishment of a
Town Crier, budget
set.

07/09/16

Town Crier appointed.
Robes ordered to start
engagements from
May 2017.
56

Amenity Grass Cutting
to be brought in house.

Council agreed
Amenity Grass Cutting
to be brought in-house
for 2018.

March
2017

March 2018

4

Suggest Removal

Complexed lengthy task
including recruitment,
equipment requirements,
strategy for standards
and dealing with issues
needed. Timebound

Grass cutting strategy
timeline to be
developed by D&S
Committee to include
standards, equipment,
recruitment, budget.

project must be complete
before growing season.
High resource
implications.

Further industrial
storage units to be let
from August 2017 to
support project.
57

Organise Marshals for
Remembrance Parade

Advised from Police
Events team that they
are no longer available
to Marshall the
Remembrance
Parade.

March
2017

November
2017

Town Clerk,
Deputy Town
Clerk

Amber

Possible high cost
implications.
Resources if diverted to
other tasks.
Risk that not enough
Volunteer marshals
come forward to support
the parade.

Quotes for qualified
marshalling of the
original parade
acquired.
Council looking at
alternative routes
which do not need
qualified marshalling to
make parade more
sustainable for future.
Possible support from
Skegness
Ambassadors.
Authority delegated to
Town Clerk on

5

05/07/17 to arrange
suitable route and
authorise cost
involved.
Meeting arranged
18/07/17 to discuss
available support from
Carnival Committee.

58

59

Establish an
emergency plan

To be General Data
Protection Regulation
compliant

TTRO to be submitted
by August 2017.
Emergency plan and
resource directory
started.
Training and support in
completing plan to be
arranged. Core roles
need identifying after
training.
Council made aware of
change in law May
2017.

May 2017

None Set

B&R Committee

Green

Resources if diverted to
other tasks.

May 2018

Town Clerk and
Deputy Town
Clerk

Green

New task may need
procedural changes.
Full impact and resource
implication should not be
underestimated and are
expected to be high.

Full information audit
needed.
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5.
SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

BUSINESS & RESOURCES
19TH JULY 2017
TOWN CLERK
Cemetery Follow Up Items from Council

PURPOSE: To address and make recommendations to Council in respect of
issues raised at Council on 5th July 2017.
.
1

BACKGROUND

1.1

Following a report by the Cemetery Task and Finish Group Council flagged
up a number of operational items that it wanted the Business and
Resources Committee to look at and if necessary, address.
“The following items be sent to the Business & Resources Committee to
look at:
• The need for training to be provided on customer service and
social media use.
• The requirement for an independent mediator.
• The need for an independent Health & Safety assessment of the
Cemetery.
• To look at the condition of the benches and pavements in the
cemetery

1.2

The forth bullet point has been addressed within the service section of the
Governance Report.

2

THE NEED FOR TRAINING TO BE PROVIDED ON CUSTOMER
SERVICE AND SOCIAL MEDIA USE

2.1

Issues were raised at Council about the way staff respond to members of
the public and in relation to staff use of social media.

2.2

The Council has an up to date Social Media Policy that applies to both
staff and Councillors. This has recently been re-issued to staff and the
Grounds Team have had a team meeting to ensure that it is understood.
Even with this policy in place, staff and Councillors have a right to a
private life, personal opinions and political views. The policy therefore can
only be brought into action where comments are or appear to be made as
if on behalf of the Council, OR if Skegness Town Council is so closely
linked (e.g. through promotion or publicised association) so as to cause

direct reputational damage. At this stage, it is not believed that any further
training is necessary to ensure this is understood, but should either a
member of staff or Councillor self-select for training, then this should be
looked at.
2.3

In respect of customer service, Council has not set out any specific
standards or guidelines for this. At Council, the issue was raised in respect
of an informal complaint through a Councillor. No specific detail was given
other than some responses sent from the office seemed “corporate” or
“official” in the Councillor’s opinion. Since these had not been previously
shared with the Town Clerk or other staff, it is not possible to assess the
background to these or the context in which responses were given.
Generally, responses will be set in a way appropriate to the subject.
Therefore, a response to a serious matter will be dealt more formally than,
for example, a question about a local event.

2.4

Most customer contact is undertaken by Office Staff and the Cemetery
Foreman. Only occasionally would other staff be approached by the public
and in these circumstances, they would usually refer the person to the
Office. Everyone has different personalities and may be more or less
approachable, but for Ground Staff this aspect is not a significant aspect of
the positions compared, for example to the physical demands of the job.

2.5

Within the Office Team there is considerable experience of dealing with
customer facing enquiries and difficult situations. This experience includes
those who have experience and training in dealing with people who have
significant financial, medical and social issues as well as experience in
providing training in customer services to others. Often initial contacts may
be by phone or in person. When contact has become more formalised, it
will usually be written. At this point it is very likely to intentionally be
official.

2.6

If Council are not satisfied with the level or standard of Customer Service
provided, then the first step would be for Council to determine what its
requirements are. Once these are in place the Town Clerk can assess
whether there are any resourcing implications and develop the necessary
procedures to deliver the required standards. Once these procedures are
in place then a training needs assessment could be undertaken to
determine what training is required to deliver the standards.

2.7

During the past 6 years there have been no formal complaints. The current
comments seem to have arisen at a time when there is an ongoing policy
dispute between Council and a small group of people directly involved in
that dispute. During this time, it is not surprising that issues have been
raised against those trying to implement Council policy. Consideration
should be given by Committee as to whether this is part of the wider

problem that needs to be addressed or whether rather it is a stand-alone
problem related to the cemetery policy issue.
3

THE REQUIREMENT FOR AN INDEPENDENT MEDIATOR

3.1

It was indirectly suggested that there was a dispute between staff and
grieving families at the cemetery and that a mediator could be brought in.
At an individual staff level, no evidence has been presented that this is the
case. Rather, the dispute is between the Council as the corporate body
and a group of families who disagree with the Council’s policy. The staff
are simply the means through which Council policy is implemented. With
an unpopular policy, it is not surprising that staff are the focal point of the
group’s frustration. At a time of difficulty, it is important that Council both
support and are seen to support the staff who are at the coal face to avoid
the staff feeling isolated.

3.1.1 Since the group of families has no formal structure and views vary widely
within the group and those staff at the cemetery have no control over
Council policy, it is difficult to see how mediation could be an appropriate
way forward. Council have now adopted a new policy, it will take time to
for this to be implemented and a state of normality restored. This could
easily take 6 months. If the dispute was more widespread and a significant
proportion of families (there are nearly 2000 active graves) were
dissatisfied, then there may if the situation proved unresolvable, be a case
for some form of independent arbitration. However, this is not the position
the Council finds itself in.
3.1.2 For information, the Town Clerk has a workplace mediation qualification
and can provide information and advice on how and when mediation can
be effective.
4

THE NEED FOR AN INDEPENDENT HEALTH & SAFETY
ASSESSMENT OF THE CEMETERY

4.1

The issue was raised at Council in respect of issues in the cemetery that
have been labelled as Health and Safety. In the detail of the new cemetery
policy, the Cemetery Working Group placed only partial reliance on Health
and Safety to shape the policy as most Health and Safety issues can be
worked around given sufficient resources. Evidence on access to graves
and affordable and sustainable maintenance formed a more substantive
part of the shaping of policy. The HSE are clear in its recommendations
that in similar circumstances, Council should not rely solely on Health and
Safety matters to set or enforce “banning” policies as there are often other
(expensive) ways of avoiding risks. Potential risks occur all the time in
every aspect of Council work. Risk assessments are undertaken formally
or informally according to each and every situation.

4.2

The only areas covered by the cemetery policy which refer to health and
safety are the risk assessments undertaken to ensure the safety of the
public and staff. Essentially these are:-

4.2.1 The use of loose stones, gravel and beads on graves with adjacent lawns.
The risk of a projectile incident involving a mower or strimmer is
considered high as an incident has occurred within the past 2 years. The
consequence of this could be very serious (e.g. loss of eye).
4.2.2 The placing of sharp objects which could cause injury if someone was to
fall on to them. The risk depends on surrounding areas, but is medium
with the consequence considered to be serious (e.g. stabbing, piercing
injury)
4.2.3 The requirement to have memorials that meet BS 8415 this based on
national regulation and best practice.
4.3

The Council has a Health and Safety Policy and has delegated
responsibility to the Town Clerk as the nominated Health and Safety
representative. Risks are assessed continually by staff as part of their day
to day jobs.

4.4

The Committee should consider whether employing an “independent
expert” will materially improve the Council’s ability to undertake the level of
risk assessment necessary to confirm for example that stones do not mix
well with mowers/strimmers or that sharp pointed objects or breakable
glass pose a risk if fallen upon. If the risks are present then the Council
has a duty to manage them.

4.5

In respect of BS 8415, both the Town Clerk and Deputy Town Clerk have
been trained by the National Association of Memorial Masons to carry out
safety inspections and assessment of memorials in Burial Grounds.

5

TOWN CLERK COMMENTS

5.1

The Committee will need to determine and report back to Council whether
further action is required and if so what that is and how it will be achieved.
Any recommendations should contain any likely associated costs or risks.

5.2

Key to this consideration is whether the Committee see this as a one off
issue specifically related to the recent difficulties in the cemetery or
whether this is part of a larger problem. As has been mentioned earlier,
there has been a period of over 6 years where no official complaint has
had to be dealt with by Council, which would indicate that there is not an
underlying problem.

5.3

However, this must not lead to complacency and that is why as part of the
Gold Standard, records are kept of training undertaken and both the Town
Clerk and Deputy Town Clerk keep a close eye on training needs both
formally through the appraisal system and informally through discussion
and feedback. Identified training needs are dealt with on a regular basis.

6

RECOMMENDATIONS

6.1

It is recommended that the Business & Resources Committee
a) Consider the issues and determine how 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 –

