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Accounting statements 2023-24 for:

Llanfair Community Council

Year endmg
3 March 31 Mareh
2023 2024
(£) {£)

Statement of income and expenduturelrece

Balances b: ought 5059 2809
forward
{+) income from 4608 5783
Iocal taxallonflevy
(+) Total other 187 12
receipts
{-) Stalf costs 2851 2870
(-} Loan 0 0
interest/capital
lepaymeni&.
(-} Total other 4194 ! 1612
payments
(=) Balances 2809 4122
camed forward

S I L.

Statement of balances
() Debtors 0 b
(+} Total cash and 2809 4122
investments
() Creditors 0 0
(=) Batances 2809 4122
carned forward
Total flxed assels 4315 4316
and long-term
assels
Total borrowing 0 0

lpte and payments

(1+2+3) — (4+5+6).

Notes and gundance

Please round all figures to neareet £

Do not leave any boxes blank and report £0 or nil balances.
All figures must agree to the underlying financial records for
the relevant year.

Total balances and reserves at the beginning of the year as
recorded in the financial records. Must agree to line 7 of the
prevnous year

Total amount of income recewed/recewable in Ehe year from local
taxation (precept) or levy!contnbunon from prmclpal bOdleS

Total income or rece:pts recorded in the cashbook minus amounts
inciuded in line 2, Includes support, discretionary and revenue
grants

Total expendature or paymente made o and on behalf of al!
employees. Include salaries and wages, taxable allowances,
PAYE and NI {employees and employers), pension contributions
and termination costs. Exclude reimbursement of out-of-pocket
expenses

Total expendnure or payments of capﬂa! and interest made durmg
the year on external borrowing (if any).

Total expenditure or payments as recorded in the cashbook minus
staff costs (line 4) and loan interast/capital repayments (line 5).

Total balances and reserves at the end of the year. Must equal

Income and expenaiiure accounis oniy Enter ihe value of
debte owed to the body at the year~end

All accounts: The sum of all currant and deposﬂ bank acc,ounte
cash holdings and investments held at 31 March. This must
agree with the reconciled cashbook balance as per the bank
reconcn!natlon

Income and expenditure accounts only: Enter the value of
monies owed by the body (excepi borrowmg) at the year end

Total balances should eqgual lme 7 above: Enterthe fotal of
(8+9 10)
The asset and investment reglster value of all ftxed assets dnd any
other long-term assels held as at 31 March.

The outstanding capital balance as at 31 March of alt loans from
thlrd parties (including PWLB)




Annual Governance Statement

We acknowledge as the members of the Council, our responsibility for ensuring that there is a sound system of
internal control, including the preparation of the accounting statements. We confirm, to the best of our knowledge and
helief, with respect to the accounting statements for the year ended 31 March 2024, that:

4. We have put in place arrangements for:

¢ effective financial management during the year, and

+ the preparation and approval of the accounting
staiements

2, We have mamtalned an adequate system ot |ntemai

control, including measures designed to prevent and
detect fraud and corruption, and reviewed its
eﬁectweness

3. We have taken all reasonable steps to assure ourselves

that there are no matters of actual or potential non-
compliance with laws, regulations and codes of practice
thal could have a significant financial effect on the ability

Agreed?_

Yes | No*

Yes

Yes

Yes

of the Council to conduct its business or on its finances.

4. We have provided proper opportunity for the exercise of
electors’ rights in accordance with the requirementis of
the Accounts and Audit (Wales) Regulations 2014,

5. We have carried out an assessment of the risks facing
the Council and taken appropriate steps to manage
those risks, including the introduction of internal controls
andlor external insurance cover where requtred

6. We have maintained an adequate and effective systern

of internal audil of the accounting records and control
systems throughout the year and have received a report
from the internal auditor.

7. We have considered whether any litigation, liabilities or

commitments, evenis or transactions, occurring either
during or after the year-end, have a financial impact on
the Council and, where appropriate, have included them
on the accounttng statements

8. We have taken appropriale act|on on a|l matters rais ed
in previous reports from internal and external audit.

Yes

Yes

Yes

Yes

Yes

4. Trust funds — The Courncil acts as sole trustee for and is
responsible for managing trust fund(s)/assels. We
exclude transactions related to these trusis from the
Accounting Staternent. In our capacily as trustee, we
have discharged our responsibility in relation to the
accountability for the fund(s) including financial reporting
and |f requtred lndependent exammatlon or aud;t

Yes

N/A

No

N/A

'E

YES' means that the Council:

Properly sets its budget and

manages its money and prepares
and approves its accounting

statements as prescnbed by faw.

Made proper arrangements and
accepted responsibility for
safeguarding the public money and

resources in its charge.

Has only done things that lt has the

legal power to do and has
conformed to codes of practice and
standards in the way it has done so.

Has given all persons interested the

opportunity to inspect the body's
accounts as set out in the notice of

audlt

Consndered the flnanmal and other
risks it faces in the operation of the
body and has dealt with them

properly

Arranged for a competent person
independent of the financial controls
and procedures, to give an objective
view on whether these meet the

needs of the body

Dlsclosed everythlng tt should have

about its business during the year
including events taking place after
the year-end if relevant.

Considered and taken appropriate

action to address
Issues/weaknesses brought to its
attention by both the internal and
external auditors.

Has met all of its responsibilities

where it is a sole managing ruslee
of a local trust or trusts.

PG Ref

6,12

6,7

G, 23

3,6

* F’Iease provide explanations to the external auditor on a separate sheet for each no' response given, and descnbe what actmn is

being taken to address the weaknesses identified,




Additional disclosure notes*

Governance Statement

The following information is provided to assist the reader to understand the accounting statement andfor the Annual

paymentis’ in the Accounting Statement.

1. Expenditure under $137 Local Governmens Act 1972 and $2 Local Government Act 2000

Section 137(1) of the 1072 Act permits the Council to spend on activities for which it has no other specific powers if the
Council considers that the expenditure is in the interasts of, and will bring direct benefit to, the area or any part of it, or all or
some of its inhabitants, providing that the benefit is commensurate with the expenditure. Section 137(3) also permits the
Council to incur expenditure for certain charitable and other purposes. The maximum expenditure that can be incurved under
both section 137(1) and (3) for the financial year 2023-24 was £8.93 per eleclor.

In 2023-24, the Council made payments lotafling £68.00 under section 137, These payments are included within ‘Other

* Include here any additional disclosures the Councit considers necessary to aid the reader’s understanding of the accounting

statement and/or the annual governance statement.

Council approval and certification

The Council is responsible for the preparation of the accounting statements and the annual governance stalement in accordance
with the requirements of the Public Augit (Wales) Act 2004 (the Act) and the Accounts and Audit {Wales) Regulations 2014.

Certification by the RFO

{ certify that the accounting statements contained in this Annual
Return present fairly the financial position of the Council, and its
income and expenditure, or properly present receipis and
paymenis, as the case may be, for the year ended

31 March 2024.

RFO signature:

Mame:

under minute reference;

Minute ref:

Approval by the Council

{ conlirm that these accounting statements and Annual
Governance Statement were approved by the Council

Date:




Annual internal audit report to:

Name of body: = Llanfair Community Council

The Council's internal audit, acting independently and on the basis of an assessment of risk,
has included carrying out a selective assessment of compliance with relevant procedures and controls expected
to be in operation during the financial year ending 31 March 2024.

The internal audit has been carried out in accordance with the Council'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 the internal audit conclusions on whether,

in alt significant respects, the following control objectives were being achieved throughout the financial year to a
standard adequate to meet the needs of the Council.

s Agreed? Outline of work undertaken as pait of

‘ Yes No* ' N!A o Not T the internal audit (NB not required if

covered™ detailed internal audit report presented
o body)

1. Appropriate books of account have
been properly kept throughout the v
year, '

2. Financial regulations have been
mel, payments were supporied by
invoices, expenditure was approved
and VAT was appropriately
accounted for.

3. The body assessed the significant
risks to achieving its objectives and
reviewed the adequacy of
arrangements to manage these,

4, The annual precept/levyfresource
dernand requirement resulted from
an adequale budgelary process,
progress against the budget was
regularly monitored, and reserves
were appropriate.

5. Expected income was fully
received, based on correct prices,
properly recorded and promptly )
hanked, and VAT was appropriately
accounted for.

6. Peity cash payments were properly
supported by receipts, expenditure
was approved and VAT
appropriately accounted for.

7. Salaries lo employees and
allowances to members were paid
in accordance with minuted
approvais, and PAYE and NI
requirements were properly applied.

8. Asset and invesiment registers
were complete, accuraig, and
properly maintained.

fa




Agreed? Outline of work undertaken as part of

el o ornal audit (NB not required if
detailed internal audit report presented
to body)

Yes No* N/A Mot
covered™”
9. Periodic and year-end bank account

reconciliaiions were propetly carried
out,

10. Accounting staterents prepared

during the year were prepared on
the correct accounting basis
(receipts and payments/income and
expenditure), agreed with the o
cashbook, were supported by an
adequate audit trail from underlying
records, and where appropriate,
debtors and creditors were properly
recorded.

11. Trust funds (including charitable
trusis). The Council has met its 8
responsibilities as a trustee.

For any risk areas identified by the Council (list any other risk areas below or on separate sheets if needed) adequate
controls existed:

E Agreed? Qutline of work undertaken as part of
Yes No* NIA Not the ireterrllal audit (NI% not required if
.. | detailed internal audit report presented
covered

: to body)
12
: N
C 13,
: %

14, N

*If (he response is ‘'no’, please state the implications and action being taken to address any weakness in control identified

{add separate sheets if needed).
“* |f the response is 'not covered’, please state when the most recent internal audil work was done in this area and when it is next
planned, or if coverage is not required, internal audit must explain why not.

[WwietmmmmﬁmmmmmmWMIW
Couneil-dated 1% Delete if no report prepared.

Internal audit confirmation

I/we confirrn that as the Council's internat auditor, lhwe have not been involved in a management or administrative role within the
body (including preparation of the accounts) or as & member of the body during the financial years 2022-23 and 2023-24. 1 also
confirm that there are no conflicts of interest surrounding my appointment,

* Name of person who carried out the internal audit: Helen Embling

Signature of person who carried out the internal audit:

Date: 5 W QOQL}—- ==




Please provide the following contact details for the Council.

Current details

 Clerk's name Jacqueline Griffin
- Clerk’'s address 41 The Verlands
- Cowbridge

Clerk’s contact telephone 07969 204773
. Clerk’s email address - clerk@llanfaircommunitycouncil.gov.uk

. Council website - www llanfaircommunitycouncil.gov.uk

Please indicate the format in which the Council keeps its accounting records

Yes [ No
Manuscript cashbook / receipts and payments book "No
Spreadsheet Yes
Accounts software packages: | No
e Rialtas
» Sage
e Scribe
e Xero

e Other (Please specify)

Page 4 of 8 - Information required - Please contact us it Welsh or English /
Cysylltweh & ni'n Gymraeg new'n Saesneq.




COUNCIL NAME:  Llanfair Community Council

COUNTY : Vale of Glamorgan

£

A | Balance on the bank statement at 31 March (taken from | 4,121.74
bank statement)

Ouistanding items 0.00
B | Less unpresented cheques (List each outstanding 0.00
cheque)
C | Plus uncleared payments into bank (to agree with 0.00

attached list)

D | Petly cash 0.00

Plus any petty cash balance held at 31 March

E | Balance in the cash book (Authority’s own records) at 31 | 4,121.74
March (Calculated as A-B+C+D=E and agrees with Box
9 on the Annual Return )

Page 5 of 8 - Informalion required - Please contact us in Welsh or English /
Cysylliweh & ni'n Gymraeg neu’n Saesneg.



Variance
increase (+)

or tdecrease %
) (Variance Explanation
divided by required?
(This Year Last Year Less than
Last This minus Last figure 15% - NO
Year Year Year) multiplied More than
Line in section 1 £ £ £ by 100} 15% - YES
Line 3 187 12 -175 94% Yes
Total other receipts
Line 4 2851 2870 +19 1% No
Staff costs
Line 5 0 0 0 N/A N/A
Loan interest/
capital repayments
Line B 4194 1612 -2582 62% Yes
Total other
payments
Line 8 0 0 0 N/A N/A
Debtors and stock
balances
Line 10 0 0 0 N/A N/A
Creditors
Line 12 4315 4316 +1 0.02% No
Total fixed assets
and long term
assets
Line 13 0 0 0 N/A N/A

Total borrowing

Page 6 of 8 - Information required - Please contact us in Welsh or English /
Cysylliweh 8 ni'n Gymrasyg neu'n Saesneg.




One sheet to be prepared for each variance that requires explanation.

Line 3 £

Figure in This Year column 12
Figure in Last Year column 187
Variance (This Year figure less Last Year -175

figure) A positive figure is an increase, a
negative figure Is a decrease

Reasons (as many as are applicable) Amount
£

Reason 1 — In 2022/23, Council claimed 183

VAT of £183 as a refund.

Reason 2 — Total other receipts for 12

2023/24 is bank interest on savings

account.

Reason 3 — In 2022/23, savings account 4

had small amount of interest.

Reason 4

Unexplained

Confirm unexplained amount is less than Yes.

15% of Last Year figure

Please note that explanations should be quantified. An explanation that ‘expenditure
increased because the Council spent more’ will not be accepted.



One sheet to be prepared for each variance that requires explanation,

Line 6 £
Figure in This Year_column 1612
Figure in Last Year column 4194
Variance (This Year figure less Last Year -2582

figure) A positive figure is an increase, a
negative figure is a decrease

Reasons {(as many as are applicable) Amount
£

Reason 1 — In 2022/23, Council helped 1500

arrange celebrations for QE11 Platinum

Jubilee.

Reason 2 — In 2022/23, Council had an 1070

Election in the Llanfair Ward.

Reason 3

Reason 4

Unexplained

Confirm unexplained amount is less than Yes.

15% of Last Year figure

Please note that explanations should be guantified. An explanation that ‘expenditure
increased because the Council spent more’ will not be accepted.



Please provide the following information:

1. A copy of the Council's Standing Orders and Financial Regulations applicable
to the 2023-24 financial year.

2. A copy of the minutes of the meeting at which the Council adopted the
Standing Orders and Financial Regulations.

Page 8 of 8 - Information required - Please contact us in Welsh or English /
Cysylliweh 8 nin Gymraey nel'n Saesned.




STANDING
ORDERS



How to use model standing orders

Standing orders are the written rules of a local council. Standing orders are
essential to regulate the proceedings of a meeting. A council may also use
standing orders to confirm or refer to various internal organisational and
administrative arrangements. The standing orders of a council are not the
same as the policies of a council but standing orders may refer to them.

Local councils operate within a wide statutory framework. These mode!
standing orders incorporate and reference many statutory requirements {o
which councils are subject. It is not possible for the model standing orders to
contain or reference all the statutory or legal requirements which apply to local
councils. For example, it is not practical for model standing orders to
document afl obligations under data protection legislation. The statutory
requirements to which a council is subject apply whether or not they are
incorporated in a council’s standing orders.

The model standing orders do not include modei financial regulations.
Financial regulations are standing orders to regulate and control the financial
affairs and accounting procedures of a local council. The financial regulations,
as opposed to the standing orders of a council, include most of the
requirements relevant to the council’s Responsible Financial Officer. Modei
financial regulations are available to councils in membership of One Voice
Wales (OVW).

Drafting notes

Model standing orders that are in bold type contain legal and statutory
requirements. It is recommended that councils adopt them without changing
them or their meaning. Model standing orders not in bold are designed to help
councils operate effectively but they do not contain statutory requirements so
they may be adopted as drafted or amended to suit a council’s needs. itis
OVW’s view that all model standing orders will generally be suitable for
councils.

For convenience, the word “councillor” is used in model standing orders and,
unless the context suggests otherwise, includes a non-councilior with or
without voting rights. A model standing order that includes brackets like this (
) requires information to be inserted by a council. A model standing order that
includes brackets like this [ 1 and the term ‘OR’ provides alternative options
for a council to choose from when determining standing orders.



mover of the original motion shall have a right of reply either at the end
of debate on the first amendment or at the very end of debate on the
final substantive motion immediately before it is put to the vote.

Unless permitted by the chair of the meeting, a councillor may speak
once in the debate on a motion except:

i.  to speak on an amendment moved by another councilior;

ii. to move or speak on another amendment if the motion has been
amended since they last spoke;

ii. to make a point of order;
iv. to give a personal explanation; or
v. to exercise a right of reply.

During the debate on a motion, a counciilor may interrupt only on a point
of order or a personal explanation and the councillor who was
interrupted shall stop speaking. A councillor raising a point of order shall
identify the standing order which they consider has been breached or
specify the other irregularity in the proceedings of the meeting they are
concerned by.

A point of order shali be decided by the chair of the meeting and their
decision shall be final.

When a motion is under debate, no other motion shail be moved except:
i. to amend the motion;

ii. to proceed to the next business;

ii. to adjourn the debate,

iv. to put the motion to a vote,

v. to ask a person to be no longer heard or to leave the meeting;

vi. to refer a motion to a committee or sub-committee for
consideration;

vii. to exclude the public and press;
viii. to adjourn the meeting; or

ix. to suspend particular standing order(s) excepting those which
reflect mandatory statutory or legal requirements.

Before an original or substantive motion is put to the vote, the chair of



b

to the clerk and specify the postal address to which the
summons should be sent.

iii. The notice must provide details about how to access the
meeting remotely, and the time and place of the meeting. The
place may be omitted if the meeting is held by remote means
only.

iv. In exceptional circumstances, a meeting of a committee or
sub-committee of the council may be called at shorter notice.
In which case, notices should be published with at least 24
hours’ notice.

These notice requirements also apply where a formal meeting is taking
place which is not open to the public.

Multi-location meetings

i.  All community councils must make and publish arrangements for
its meetings to enable people who are not in the same place to
meet. Under the arrangements, councils will need to take
reasonable steps to allow meetings to be held from muitiple
locations. If the arrangements are revised or replaced the new
arrangements must also be published.

i.  The minimum requirement is that members are able to hear and
be heard by others.

Meetings Generally — Other.

The minimum three clear days for notice of a meeting does not
include the day on which the notice was issued, the day of the
meeting, a Sunday, a day of the Christmas break, a day of the
Easter break or of a bank holiday or a day appointed for public
thanksgiving or mourning.

The minimum three clear days’ public notice for a meeting does
not include the day on which the notice was issued or the day of
the meeting unless the meeting is convened at shorter notice OR
[The minimum three clear days’ public notice of a meeting does not
include the day on which the notice was issued or the day of the
meeting].

Meetings shall be open to the public uniess their presence is
prejudicial to the public interest by reason of the confidential



(if there is one), if present, shall preside. If both the Chair and the
Vice-Chair are absent from a meeting, a councillor as chosen by
the councillors present at the meeting shall preside at the
meeting.

Subject to a meeting being quorate, all questions at a meeting
shall be decided by a majority of the councillors and non-
councillors with voting rights present and voting.

The chair of a meeting may give an original vote on any matter
put to the vote, and in the case of an equality of votes may
exercise their casting vote whether or not they gave an original
vote.

See standing orders 5(h) and (i) for the different rules that apply in the
election of the Chair of the Council at the annual meeting of the
Council.

Unless standing orders provide otherwise, voting on a question
shall be by a show of hands. At the request of a councillor, the
voting on any question shall be recorded so as to show whether
each councillor present and voting gave their vote for or against
that question. Such a request shall be made before moving on to the
next item of business on the agenda.

The minutes of a meeting shall include an accurate record of the
following:

i.  the time and place of the meeting;

i.  the names of councillors who are present and the names of
councillors who are absent;

ii. interests that have been declared by councillors and non-
councillors with voting rights;

iv. the grant of dispensations (if any) to councillors and non-
counciliors with voting rights;

v. whether a councilior or non-councillor with voting rights left the
meeting when matters that they held interests in were being
considered;

vi. if there was a public participation session; and
vii. the resolutions made.

A councillor or a non-counciltor with voting rights who has a
personal or prejudicial interest in a matter being considered at a



v.  may, subject to standing orders 4(b) and (c), appoint and determine
the terms of office of the substitute members to a committee whose
role is to replace the ordinary members at a meeting of a
committee if the ordinary members of the committee confirm to the
Proper Officer 3 days before the meeting that they are unable to
attend;

vi. shall, after it has appointed the members of a standing committee,
appoint the chair of the standing committee;

vii. shall permit a committee other than a standing committes, to
appoint its own chair at the first meeting of the committes;

vii. shall determine the place, notice requirements and quorum for a
meeting of a committee and a sub-committee which, in both cases,
shall be no less than three;

ix. shall determine if the public may participate at a meeting of a
committee,

x. shall determine if the public and press are permitted to attend the
meetings of a sub-committee and also the advance public notice
requirements, if any, required for the meetings of a sub-committee;

xi. shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and

xil. may dissolve a committee or a sub-committee.

ORDINARY COUNCIL MEETINGS

In an election year, the annual meeting of the Council shali be held
on or within 14 days following the day on which the councillors
elected take office.

In a year which is not an election year, the annual meeting of the
Council shall be held on such day in May as the Council decides.

If no other time is fixed, the annual meeting of the Council shall
take place at 6pm.

in addition to the annual meeting of the Council, any number of
other ordinary meetings may be held in each year on such dates
and times as the Council decides.

The first business conducted at the annual meeting of the Council
shall be the election of the Chair and Vice-Chair (if there is one) of

11



viii. Appointment of any new committees in accordance with standing
order 4;

ix. Review and adoption of appropriate standing orders and financial
regulations;

x. Review of the eligibility criteria for the use of the general power of
competence

xi. Review and adoption of the council's annual report
xii. Review and adoption of the council’s training plan

xili. Review of arrangements (including legal agreements) with other
local authorities, not-for-profit bodies and businesses;

xiv. Review of representation on or work with external bodies and
arrangements for reporting back;

xv. Review of inventory of land and other assets including buildings
and office equipment;

xvi. Confirmation of arrangements for insurance cover in respect of all
insurable risks;

xvii. Review of the Council's and/or staff subscriptions to other bodies;
xviii. Review of the Council's complaints procedure;

xix. Review of the Council's policies, procedures and practices in
respect of its obligations under freedom of information and data
protection legislation (see also standing orders 11, 20 and 21);

xx. Review of the Council’s policy for dealing with the press/media,
xxi. Review of the Council's employment policies and procedures;

xxii. Review of the Council’s expenditure incurred under s.137 of the
Local Government Act 1972

xxiii. Determining the time and place of ordinary meetings of the Council
up to and including the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL,
COMMITTEES AND SUB-COMMITTEES

The Chair of the Council may convene an extraordinary meeting of
the Council at any time.

13



10.

MOTIONS FOR A MEETING THAT REQUIRES WRITTEN
NOTICE TO BE GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is
tabled and in any event shall relate to the performance of the Council's
statutory functions, powers and obligations or an issue which specifically
affects the Council's area or its residents.

No motion may be moved at a meeting unless it is on the agenda and
the mover has given written notice of its wording to the Proper Officer at
least 10 clear days before the meeting. Clear days do not include the
day of the notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda,
received in accordance with standing order 9(b}, correct obvious
grammatical or typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in
accordance with standing order 9(b) is not clear in meaning, the motion
shall be rejected until the mover of the motion re-submits it, so that it can
be understood, in writing, to the Proper Officer at least 7 clear days
before the meeting.

If the wording or subject of a proposed motion is considered improper,
the Proper Officer shall consult with the chair of the forthcoming meeting
or, as the case may be, the counciliors who have convened the meeting,
to consider whether the motion shall be included in the agenda or
rejected.

The decision of the Proper Officer as to whether or not to include the
motion on the agenda shali be final.

Motions received shall be recorded and numbered in the order that they
are received.

Motions rejected shall be recorded with an explanation by the Proper
Officer of the reason for rejection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE
WRITTEN NOTICE

The following motions may be moved at a meeting without written notice
to the Proper Officer:

i to correct an inaccuracy in the draft minutes of a meeting;

15



12.

f)

personal data) which it holds in paper, recorded and electronic
form. The Council’s retention policy shall confirm the period for
which information (including personal data) shall be retained or if
this is not possible the criteria used to determine that period (e.g.,
the Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a
meeting shall not disclose or otherwise undermine confidential
information or personal data without legal justification.

Councillors, staff, the Council’s contractors and agents shali not
disclose confidential information or personal data without legal
justification.

DRAFT MINUTES

If the draft minutes of a preceding meeting have been served on
councillors with the agenda to attend the meeting at which they are due
to be approved for accuracy, they shall be taken as read.

There shall be no discussion about the draft minutes of a preceding
meeting except in relation to their accuracy. A motion to correct an
inaccuracy in the draft minutes shail be moved in accordance with
standing order 9(a)(i).

The accuracy of draft minutes, including any amendment(s) made to
them, shall be confirmed by resolution and shall be signed by the chair
of the meeting and stand as an accurate record of the meeting to which
the minutes relate.

If the chair of the meeting does not consider the minutes to be an
accurate record of the meeting to which they relate, they shall sign the
minutes and include a paragraph in the following terms or to the same
effect:

“The chair of this meeting does not believe that the minutes of the
meeting of the ( ) held on [date] in respect of ( } were a correct record
but their view was not upheld by the meeting and the minutes are
confirmed as an accurate record of the proceedings.”

Subject to standing order19(a) and following a resolution which confirms
the accuracy of the minutes of a meeting, the draft minutes or recordings
of the meeting for which approved minutes exist shall be destroyed.

no later than seven working days of a council meeting, the council

must publish electronically a note setting out:

17



15.

seek information relevant to the complaint from the person or body
with statutory responsibility for investigation of the matter;

indemnify the councillor or non-councillor with voting rights in
respect of their related legal costs and any such indemnity is
subject to approval by a meeting of the Council.

PROPER OFFICER

The Proper Officer shall be either (i) the clerk or (ii) other staff
member(s) nominated by the Council to undertake the work of the
Proper Officer when the Proper Officer is absent.

The Proper Officer shall at least three clear days before a
meeting of the council, a committee or a sub-committee:

a) Arrange for the serving of the notice (including how the meeting
may be accessed virtually, (if applicable} which must be published
electronically and in a conspicuous place in the community at least
three clear days before the meeting, or if the meeting is convened
at shorter notice, at the time it is convened.

b) If a member wants to receive the summons in writing rather than
electronically, they must give notice in writing to the clerk and
specify the postal address fo which the summons should be sent.
c) The notice must provide details about how to access the meeting
remotely , and the time and place of the meeting. The place may
be omitted if the meeting is held by remote means only.

d) The notice must be available in a conspicuous place giving
notice of the time, place and agenda (provided that the public
notice with agenda of an extraordinary meeting of the Council
convened by councillors is signed by them) and published
electronically with notice of the time and place and, as far as
reasonably practicable, any documents relating to the business to
be transacted at the meeting unless they relate to business which
is likely to be considered in private or if their disclosure would be
contrary to any enactment.

See standing order 3(b)(a) for the meaning of clear days for a
meeting of a full council and for a meeting of a committee;

subject to standing order 9, include on the agenda all motions in
the order received unless a councillor has given written notice at
least 7 days before the meeting confirming their withdrawal of it;

convene a meeting of Council for the election of a new Chair
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16.

17.

xvi. manage access to information about the Counci! via the publication
scheme; and -

RESPONSIBLE FINANCIAL OFFICER

The Council shall appoint appropriate staff member(s} to undertake the
work of the Responsible Financial Officer when the Responsible
Financial Officer is absent.

ACCOUNTS AND ACCOUNTING STATEMENTS

“Proper practices” in standing orders refer to the most recent version of
"Governance and Accountability for Local Councils in Wales — A
Practitioners’ Guide.”

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Council’s financial
regulations.

The Responsible Financial Officer shall supply to each councillor as
soon as practicable after 30 June, 30 September and 31 December in
each year a statement to summarise:

i.  the Council’s receipts and payments (or income and expenditure)
for each quarter;

i.  the Council's aggregate receipts and payments (or income and
expenditure) for the year to date;

ii. the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial year and
highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the
Responsible Financial Officer shall provide:

i. each councillor with a statement summarising the Council’s
receipts and payments (or income and expenditure) for the last
quarter and the year to date for information; and

i. tothe Council the accounting statements for the year in the form of
Section 2 of the annual governance and accountability return, as
required by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance
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19.

ii. aninvitation to tender shall be drawn up to confirm (i) the Council’'s
specification (ii) the time, date and address for the submission of
tenders (iii) the date of the Council’s written response to the tender
and (iv} the prohibition on prospective coniractors contacting
councillors or staff to encourage or support their tender outside the
prescribed process,

iiil.  the invitation to tender shall be advertised in a local newspaper and
in any other manner that is appropriate;

iv. tenders are to be submitted in writing in a sealed marked envelope
addressed to the Proper Officer,

v. tenders shall be opened by the Proper Officer in the presence of at
least one councilior after the deadline for submission of tenders
has passed,;

vi. tenders are to be reported to and considered by the appropriate
meeting of the Council or a committee or sub-committee with
delegated responsibility.

Neither the Council, nor a commitiee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest
value tender.

Where the value of a contract is likely to exceed the threshoid
specified by the Office of Government Commerce from time to time,
the Council must consider whether the Public Contracts
Regulations 2015 or the Utilities Contracts Regulations 2016 apply
to the contract and, if either of those Regulations apply, the Council
must comply with procurement rules. OVW can supply Council’'s
with further information in this regard.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a
meeting of Council.

Subject to the Council’s policy regarding absences from work, the
Council's most senior member of staff shall notify the chair of the Council
or, if they are not available, the vice-chair, of absence occasioned by
iliness or other reason and that person shall report such absence fo
Council at its next meeting.

The chair of the Council, or in their absence, the vice-chair, shall upon a
resolution conduct a review of the performance and annual appraisal of
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22,

23.

24,

The Council shall have a written policy in place for responding to
and managing a personal data breach.

The Council shall keep a record of all personal data breaches
comprising the facts relating to the personal data breach, its effects
and the remedial action taken.

The Council shall ensure that information communicated in its
privacy notice(s} is in an easily accessible and available form and
kept up to date.

The Council shall maintain a written record of its processing
activities.

RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment
or statement from the Council, its councillors or staff shall be handled in
accordance with the Council's policy in respect of dealing with the press
and/or other media.

EXECUTION AND SEALING OF LEGAL DEEDS
See also standing orders 14(b)(xii) and (xvii).

A legal deed shall not be executed on behalf of the Council unless
authorised by a resolution.

[Subject to standing order 22(a), any two councillors may sign on
hehalf of the Council, any deed required by law and the Proper
Officer shall witness their signatures.]

The above is applicable to a Council without a common seal.

COMMUNICATING WITH COUNTY BOROUGH OR
COUNTY COUNCILLORS

An invitation to attend a meeting of the Council shall be sent, together
with the agenda, to the ward councillors of the Vale of Glamorgan
Council representing the area of the Council.

Unless the Council determines otherwise, a copy of each letter sent to
the County Council shall be sent to the ward councillor(s) representing
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1. GENERAL

1.1.

1.2.

1.3.

14.

1.5.

1.6.

1.7.

1.8.

1.9.

These Financial Regulations govern the conduct of financial management by the
Council and may only be amended or varied by resolution of the Council. Financial
Regulations are one of the Council’s three governing policy documents' providing
procedural guidance for Members and officers. Financial Regulations must be
observed in conjunction with the Council's Standing Orders? and any individuat
Financial Regulations relating to contracts.

The Council is responsible in law for ensuring that its financial management is
adequate and effective and that the Council has a sound system of internal controf
which facilitates the effective exercise of the Council’s functions, including
arrangements for the management of risk.

The Council’s accounting control systems must include measures:

for the timely production of accounts;

that provide for the safe and efficient safeguarding of public money;

to prevent and detect inaccuracy and fraud; and

identifying the duties of officers.

These Financial Regulations demonstrate how the Council meets these
responsibilities and requirements.

At least once a year, prior to approving the Annual Governance Statement, the
Council must review the effectiveness of its system of internal contro! which shall be
in accordance with proper practices.

Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings.

Members of Council are expected to follow the instructions within these Regulations
and not to entice employees to breach them. Failure to follow instructions within
these Regulations brings the office of Councilior into disrepute and may represent a
breach in the Councillor's Code of Conduct

The Responsible Financial Officer (RFQO) holds a statutory office to be appointed by
the Council. The Clerk has been appointed as RFO for this Council and these
regulations will apply accordingly.

The RFO:;

® acts under the policy direction of the Council;

1 The three Governing Policies of the Council are — Financial Regulations, Standing Orders & the Code of

Conduct

2 Model standing orders for Councils are available in Local Councils Explained © 2013 Naticnal Association
of Local Councils

MODEL FINANCIAL REGULATIONS Page 3 of 18
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° measures to ensure that risk is properly managed.

1.13. The Council is not empowered by these Regulations or otherwise to delegate

certain specified decisions. In particular any decision regarding:

e setting the final budget or the precept (Council Tax Requirement);

° approving accounting statements;

o approving an annual governance statement;

e borrowing;

e writing off bad debts;

¢ addressing recommendations in any report from the internal or external
auditors, '

shall be a matter for the full Council only.

1.14.  In addition the Council must:

° determine and keep under regular review the bank mandate for all Council
bank accounts;

o approve any grant or a single commitment in excess of £5,000; and

° in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the Council
in accordance with its terms of reference.

1.15. In these financial regulations, references fo the Accounts and Audit (Wales)

Regulations or ‘the regulations’ shall mean the regulations issued under the
provisions of section 39 of the Public Audit (Wales) Act 2004, or any superseding
legislation, and then in force unless otherwise specified.
In these Financial Regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils in
Wales - A Practitioners’ Guide issued by the Joint Practitioners Advisory Group
(JPAG), available from the websites of One Voice Wales (OVW) and SLCC as
appropriate.

2.  ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

2.1. All accounting procedures and financial records of the Council shall be determined
by the RFO in accordance with the Accounts and Audit (Wales) Regulations,
appropriate guidance and proper practices.

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a
member other than the Chairman or a cheque signatory shall be appointed to verify
bank reconciliations (for all accounts) produced by the RFO. The member shall sign

MODEL FINANCIAL REGULATIONS Page 5 of 18
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210.

3.

3.2.

3.3.

3.4.

3.5.

Audit (Wales) Act 2004, or any superseding legislation, and the Accounts and Audit
(Wales) Regulations.

The RFO shall, without undue delay, bring to the attention of all Councillors any
correspondence or report from internal or external auditors.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

Each Standing Committee shall review its three year forecast of revenue and capital
receipts and payments. Having regard to the forecast, it shall thereafter formulate
and submit proposals for the following financial year to the Council not later than the
end of December each year including any proposals for revising the forecast.

The RFO must each vear, by no later than January, prepare detailed estimates of all
receipts and payments including the use of reserves and all sources of funding for
the following financial year in the form of a budget to be considered by the Council.

The Council shall consider annual budget proposals in refation to the Council's three
year forecast of revenue and capital receipts and payments including
recommendations for the use of reserves and sources of funding and update the
forecast accordingly.

The Council shall fix the precept (Council tax requirement), and relevant basic
amount of Council tax to be levied for the ensuing financial year not later than by the
end of January each year. The RFO shall issue the precept to the billing authority
and shall supply each member with a copy of the approved annual budget.

The approved annual budget shall form the basis of financial control for the ensuing
year.

MODEL FINANCIAL REGULATIONS Page 7 of 18
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54. The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available Council meeting.

5.5. In respect of grants a duly authorised committee shall approve expenditure within
any limits set by Council and in accordance with any policy statement approved by
Council. Any Revenue or Capital Grant in excess of £5,000 shall before payment, be
subject to ratification by resolution of the Council.

5.6. Members are subject to the Code of Conduct that has been adopted by the Council
and shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable or
other interest, unless a dispensation has been granted.

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1, The Council will make safe and efficient arrangements for the making of its
payments.

6.2. Following authorisation under Financial Regulation 5 above, the Council, a duly
delegated committee or, if so delegated, the Clerk/RFO shall give instruction that a
payment shall be made.

6.3. All :payments shall be effected by cheque or other instructions to the Council's
bankers, or otherwise, in accordance with a resolution of Council.

6.4. Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to Council shall be signed by two Members of Council in
accordance with a resolution instructing that payment. A Member who is a bank
sighatory, having a connection by virtue of family or business relationships with the
beneficiary of a payment, should not, under normal circumstances, be a signatory to
the payment in question.

6.5. To indicate agreement of the details shown on the cheque or order for payment with
the counterfoil and the invoice or similar documentation, the signatories shall each
also initial the cheque counterfoil.

6.6. Chegues or orders for payment shall not normaily be presented for signature other
than at a Council meeting (including immediately before or after such a meeting).
Any signatures obtained away from such meetings shall be reported to the Council
at the next convenient meeting.

6.7. If thought appropriate by the Council, payment for certain items (principally salaries)
may be made by Banker's Standing Order provided that the instructions are signed,
or otherwise evidenced by two Members are retained and any payments are
reported to Council as made. The approval of the use of a Banker's Standing Order
shall be renewed by resolution of the Council at least every two years.

MODEL FINANCIAL REGULATIONS Page 9 of 18
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7.3.

74.

7.5.

8.2.

8.3.

8.4.

8.5.

payment is reported fo the next available Council meeting, as set out in these
Regulations above.

No changes shall be made to any employee's pay, emoluments, or terms and
conditions of employment without the prior consent of the Council.

Each and every payment to employees of net salary and to the appropriate creditor
of the statutory and discretionary deductions shall be recorded in a separate
confidential record (confidential cash book). This confidential record is not open to
inspection or review (under the Freedom of Information Act 2000 or otherwise) other
than:

a) by any Councillor who can demonstrate a need to know;
b} by the internal auditor;
c) by the external auditor; or

d) by any person authorised under Public Audit (Wales) Act 2004, or any
superseding legislation.

The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure
that only payments due for the period have actually been paid.

LOANS AND INVESTMENTS

All borrowings shall be effected in the name of the Council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The application for borrowing
approval and subsequent arrangements for the loan shall only be approved by full
Council.

Any financial arrangement which does not require formal borrowing approval from
the Welsh Government (such as Hire Purchase or Leasing of tangible assets) shalll
be subject to approval by the full Council. In each case a report in writing shall be
provided to Council in respect of value for money for the proposed transaction.

The Council will arrange if required with the Council's banks and investment
providers for the sending of a copy of each statement of account to the Chairman of
the Council at the same time as one is issued to the Clerk/RFO.

All loans and investments shall be negotiated in the name of the Council and shall be
for a set period in accordance with Council policy.

The Council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the Council at least annually.

MODEL FINANCIAL REGULATIONS Page 11 of 18
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10.

10.1.

10.2.

10.3.

10.4.

10.5.

1.

1.1

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

Order books shall be controlled by the RFO.

All Members and officers are responsible for obtaining value for money at alt times.
An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, usually by
obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below.

A Member may not issue an official order or make any contract on behalf of the
Council.

The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order, and in the case of new or infrequent purchases or payments, the
RFQO shall ensure that the statutory authority shall be reported to the meeting at
which the order is approved so that the minutes can record the power being used.

CONTRACTS
Procedures as to contracts are laid down as follows:

a. FEvery contract shall comply with these Financial Regulations, and no
exceptions shall be made otherwise than in an emergency provided that this
regulation need not apply to contracts which relate to items (i) to (vi) below:

i. for the supply of gas, electricity, water, sewerage and telephone services;

i. for specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants;

ii.  for work to be executed or goods or materials to be supplied which consist
of repairs to or parts for existing machinery or equipment or plant;

iv. for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the Councii;

v. for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

b. The full requirements of The Public Contracts Regulations 2015 (‘the
Regulations”), as applicable, shall be followed in respect of the tendering and
award of a public supply contract, public service contract or public works
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11.2.

person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision making process was being undertaken.

The Proper Officer shall maintain a register of personal interests, in respect of both
Members and the Clerk.

a. Members and the Clerk should not, so far as is practicable, be involved in the
award of orders and/or contracts with organisations or individuals in respect of
which a personal interest exists, whether declared or not.

b. Members and the Clerk should not, so far as is practicable, be involved in the
making or authorising payments in respect of orders and/or contracts with
organisations or individuals in respect of which a personal interest exists,
whether declared or not.

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION

12.1.

12.2.

12.3.

13.

13.1.

13.2.

13.3.
13.4.

WORKS

Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments. In any case where it is estimated that the fotal cost of work
carried out under a contract, excluding agreed variations, will exceed the contract
sum of 5% or more a report shall be submitted to the Council.

Any variation to a contract or addition to or omission from a contract must be
approved by the Council and Clerk to the contractor in writing, the Council being
informed where the final cost is likely to exceed the financial provision.

STORES AND EQUIPMENT

The Council and the Clerk shall be responsible for the care and custody of stores
and equipment belonging to the Council. '

Delivery notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

Stocks shall be kept at the minimum levels consistent with operational requirements.

The Clerk/RFO shall be responsible for periodic checks of stocks and stores at least
annually.
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16.
16.1.

maximum risk exposure as determined annually by the Council on recommendation
from the F&GP Committee.

CHARITIES

Where the Council is sole managing trustee of a charitable body the Clerk/ RFO shall
ensure that separate accounts are kept of the funds held on charitable trusts and
separate financial reports made in such form as shall be appropriate, in accordance
with Charity Law, or as determined by the Charity Commission. The Clerk/RFO shall
arrange for any audit or independent examination as may be required by Charity Law
or any Governing Document.

17. RISK MANAGEMENT

17.1.

17.2.

18.
18.1.

18.2.

The Council is responsible for putting in place arrangements for the management of
risk. The Clerk/RFO shall prepare, for approval by the Council, Risk Management
Policy Statements in respect of all activities of the Council. Risk Policy Statements
and consequential risk management arrangements shall be reviewed by the Council
at least annually.

When considering any new activity, the Clerk/RFO shall prepare a draft risk
assessment including risk management proposals for consideration and adoption by
the Council.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the Council to review the Financial Regulations of the Council
from time to time. The Clerk shall make arrangements to monitor changes in
legislation or proper practices and shali advise the Council of any requirement for a
consequential amendment to these financial regutations.

The Council may, by resolution of the Council duly notified prior to the relevant
meeting of Council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all Members of the Council.
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Archwilio Cymru

Audit Wales

Auditor General’s report and audit opinion

| certify that | have completed the audit of the Annual Return for the year ended 31 March 2024 of
Llanfair Community Council. My audit has been conducted on behalf of the Auditor General for
Wales and in accordance with the requirements of the Public Audit (Wales) Act 2004 (the 2004 Act)
and guidance issued by the Auditor General for Wales.

Audit opinion: Unqualified

On the basis of my audit, in my opinion no matters have come to my attention to give cause for
concern that, in any material respect, the information reported in this Annual Return:

has not been prepared in accordance with proper practices;

that relevant legislative and regulatory requirements have not been met;

is not consistent with the Council’'s governance arrangements; and

that the Council does not have proper arrangements in place to secure economy, efficiency and
effectiveness in its use of resources.

Other matters and recommendations

There are no further matters | wish to draw to the Council’s attention.

QL(VGJL { Date: 26/09/2024

Deryck Evans, Audit Manager, Audit Wales
For and on behalf of the Auditor General for Wales
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