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 CANNOCK CHASE COUNCIL 
 

MINUTES OF THE MEETING OF THE 
 

AUDIT AND GOVERNANCE COMMITTEE 
 

TUESDAY, 19 NOVEMBER, 2013 AT 4.00 P.M. 
 

IN THE CIVIC CENTRE, BEECROFT ROAD, CANNOCK 
 

PART 1 
 

 
PRESENT:   
Councillors 

  

Ball, G.D. (Chairman) 
Bottomer, B. (Vice-Chairman) 

 
Dudson, A. 
Gamble, B. 

Johnson, J. 
Molineux, G. 

  
Also Present                Grant Patterson, Director – Grant Thornton (External Auditors) 

Andrew Reid, Senior Manager – Grant Thornton (External Auditors) 
 
 

26. Apologies 
  

 No apologies were received. 
  
27. Declaration of Interests of Members in Contracts and Other Matters and 

Restriction on Voting by Members 
  
 No Declarations of Interests were made in addition to those already confirmed 

by Members in the Register of Members’ Interests. 
  
28. Minutes 
  

Councillor Johnson commented that the External Auditors were referred to by 
different names/titles in the Minutes which had caused confusion when reading 
them through. 
 
The Head of Governance and Senior Committee Officer responded that this 
would be rectified in future sets of Minutes. 
 
RESOLVED: 
 
That the Minutes of the meeting held on 24 September 2013 be approved as a 
correct record and signed. 
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29. Annual Governance Statement – Quarter 2 Progress Report 
  
 Consideration was given to Report of Head of Governance (Item 4.1 – 4.8 of 

the Official Minutes of the Council). 
 
Councillor Gamble queried what the present timescale was in respect of 
updating and refreshing the Constitution. 
 
The Head of Governance replied that where no date was shown, the action 
should have been completed by September 2013; however clarification would 
be sought from the Council’s Monitoring Officer for when this was likely to be 
completed. 
 
RESOLVED: 
 
That the report be noted. 

  
30. Internal Audit – Quarter 2 Report 2013-14 
  
 Consideration was given to the Report of the Chief Internal Auditor (Item 5.1 – 

5.14 of the Official Minutes of the Council).  
 
Councillor Molineux queried if the issues found as part of the Housing 
Maintenance and Stores Function Audit had been addressed. 
 
The Chief Internal Auditor replied that action was being taken to address the 
problem of paperwork not being signed off correctly and that site 
inspectors/managers monitored job tickets to ensure that the right stock was 
used and excess wastage avoided. 
 
Councillor Johnson queried how often stock audits were conducted. 
 
The Chief Internal Auditor replied that the Internal Audit team carried out 
checks every few years as directed by the Audit Needs Assessment; however 
the Housing Maintenance team had a rolling stock take programme in place 
throughout the year, with higher value stock being checked more regularly. 
 
RESOLVED: 
 
That the report be noted. 

  
31. Strategic Risk Register 
  
 Consideration was given to the Report of the Head of Governance (presented 

by the Risk & Resilience Manager) (Item 6.1- 6.14 of the Official Minutes of the 
Council). 
 
The Risk & Resilience Manager advised that in respect of risk 16, ‘Impact of 
Benefit Reform’ and the action; ‘Develop Action Plan to mitigate detrimental 
impacts where possible’, the Head of Housing and Waste Management 
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submitted a report to Cabinet on 19 September 2013 which made 
recommendations to help overcome the identified detrimental impacts.  With all 
recommendations being approved, a 6 monthly review would be carried out 
accordingly. 
 
Councillor Gamble then asked for an explanation of the overall progress 
summary for risk 4 ‘Failure to ensure services are effectively commissioned, 
managed and delivery value for money’. 
 
The Head of Governance replied that work on this had been re-prioritised as 
the Head of Commissioning had taken on additional responsibilities with regard 
to Parks and Open Spaces; current key projects included the Hednesford Park 
development work and the Cannock Stadium site. 
 
RESOLVED: 
 
That the progress during the second quarter of 2013-14 be noted. 

  
32. Grant Certification Work for Cannock Chase District Council 2012-13 
  
 Consideration was given to the Report of the External Auditors (Item 7.1 -7.14 

of the Official Minutes of the Council). 
 
Councillor Dudson asked whether there was likely to be an increase in the 
Grant Certification fee in the near future. 
 
The External Auditors replied that an increase may happen, although hopefully 
not, however it would be dependent on the level of work undertaken.  
Furthermore, any increases must first be approved by the Audit Commission, 
who were generally reluctant to do so without sound reason. 
 
RESOLVED: 
 
That the report be noted. 

  
 
The meeting closed at 4:45pm 
 
 
 
 

     
CHAIRMAN 

 



  ITEM NO.   4.1 
 

Report of: Head of Governance 
Contact Officer: Judith Aupers 
Telephone No: 4411 
Portfolio 
Leader: 

Corporate 
Improvement 

Key Decision:  No 

 

Report Track:  Audit & Governance 
Committee only 

 

AUDIT & GOVERNANCE COMMITTEE 

1 APRIL 2014 

ANNUAL GOVERNANCE STATEMENT – PROGRESS REPORT 

 

1 Purpose of Report 

 

1.1 To present to the Audit & Governance Committee for information progress in 
addressing the significant governance issues identified in the Annual 
Governance Statement for 2012-13.  

 

2 Recommendations 

2.1 That the Committee notes the contents of the progress report on the Annual 
Governance Statement for 2012-13. 

 

3 Key Issues and Reasons for Recommendation 

 

3.1 Not all of the actions are yet due for completion, however a summary of the 
progress made against each of the significant governance issues as at 28 
February 2014 is given at Appendix 1. 

 
3.2 For the 13 significant governance issues identified in the AGS progress can be 

summarised as follows: 
 

• 7 Significant progress is being made to deliver the action and is on target 
for completion (status shown as green tick Appendix 1); 

• 3 Some progress is being made to deliver the action (status shown as 
amber triangle on Appendix 1); 

• 3 No action has yet been taken (status shown as red cross on        
Appendix 1). 

 
3.3 The 3 issues (items 3,4 and 9 in Appendix 1) where no action has been taken (ie 

red crosses) will now be completed in 2014-15.  
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4 Relationship to Corporate Priorities 

4.1 This report supports the Council’s Corporate Priorities as follows: 

(i) Transformation - changing the way services are provided to ensure value 
for money. 

 

5 Report Detail  

 
5.1 The Council has a statutory responsibility to undertake an annual review of the 

effectiveness of its governance arrangements, which includes the system of 
internal control and to publish an “annual governance statement” with the annual 
accounts. 

 
5.2 In reviewing the effectiveness of the governance arrangements, the Council has 

to identify any ‘significant governance issues’ and what action will be taken to 
address these.  There is no single definition as to what constitutes a ‘significant 
governance issue’ and judgement has to be exercised.  Factors used in making 
such judgements include:- 

• the issue has seriously prejudiced or prevented achievement of a principal 
objective; 

• the issue has resulted in a need to seek additional funding to allow it to be 
resolved, or has resulted in significant diversion of resources from another 
service area; 

• the issue has led to a material impact on the accounts; 

• the Chief Internal Auditor has reported on it as significant, for this purpose, 
in the Internal Audit Annual Report; 

• the issue, or its impact, has attracted significant public interest or has 
seriously damaged the reputation of the Council; 

• the issue has resulted in formal action being taken by the Chief Financial 
Officer and/or the Monitoring Officer. 

5.3 The Annual Governance Statement (AGS) for 2012-13 was considered by the 
Audit & Governance Committee on 25 June 2013 and the Council approved it on 
7 August 2013.   

5.4 It was agreed that the Audit & Governance Committee would receive monitoring 
reports on progress in addressing the significant governance issues identified in 
the AGS, and this is the progress report for the third quarter. 

5.5 Details of the progress made against each of the significant governance issues 
as at 28 February 2014 is given at Appendix 1 and overall performance is 
summarised in the table at 3.2. 
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6 Implications 

6.1 Financial  

 None 

6.2 Legal  

 None 

6.3 Human Resources 

 None 

6.4 Section 17 (Crime Prevention) 

 None 

6.5 Human Rights Act 

 None 

6.6 Data Protection 

 None 

6.7 Risk Management  

 None 

6.8 Equality & Diversity 

 None 

6.9 Best Value 

 None 

 

7 Appendices to the Report 

Appendix 1 - Significant Governance Issues – Progress Report as at  
28 February 2014 

 
 

Background Papers 

File available in the Head of Governance’s Office 
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APPENDIX 1 
PROGRESS REPORT AS AT 28 FEBRUARY 2014 

ON THE SIGNIFICANT GOVERNANCE ISSUES  
FROM THE ANNUAL GOVERNANCE STATEMENT FOR 2012-13 

 
 
KEY TO STATUS INDICATORS: 
 
STATUS DESCRIPTION 

 
The action is making significant progress towards completion or has been completed 

 
The action is making some progress towards being completed 

 
Work has not commenced on the action 

 
 

No Issue Action Progress/Comments Status 

 Issues carried forward from previous AGS 2011-12 

1 The review of the Constitution to 
reflect changes and best 
practice has not yet been 
completed.  A significant part of 
the work has been completed 
but now needs to be finalised 
and approved by Council. 

Head of Law & 
Administration (Stafford 
Borough Council)  

The amendments to the Constitution 
have been agreed by the Member 
Working Group.  The changes need to 
be written up and are due to be 
reported to Council in June for 
approval. 
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No Issue Action Progress/Comments Status 

2 The work in reviewing and 
updating the Contract Procedure 
Rules and Financial Regulations 
has not yet been completed. 
Training needs to be provided to 
support the launch of the new 
documents. 

Legal Services Manager  
and Head of Finance 

Work is in progress on updating the 
Financial Regulations.  A first draft has 
now been completed. 

Work has not yet commenced on re-
drafting the Contract Procedure Rules 
but the way forward has been agreed 
and work is to commence in the next 
few weeks. 

 
 

3 The Code of Governance is out 
of date (due to changes in the 
senior management structure) 
and in need of review to reflect 
recent updated guidance. 

Head of Governance  

 

Work on this has not yet commenced 
and will now be completed in early 
2014-15. 

 
 

 

 Issues arising in 2012-13 

4 Review of the Employee’s Code 
of Conduct 

Head of Human Resources, 
Head of Law & 
Administration and Head of 
Governance 

Work needs to be finalised on the 
refresh of the values before reviewing 
the Code of Conduct for Employees.  
This work will now be done in 2014-15 

 

 

5 Review of the Confidential 
Reporting Policy 

Head of Governance Completed - the final policy is being 
reported to the Audit & Governance 
Committee in March 2014. 

 

 

6 Complete the review of Values 
and roll out across the Council  

Chief Executive / Head of 
Governance 

 

The review of values is nearing 
completion and will be rolled out in 
2014-15. 
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No Issue Action Progress/Comments Status 

7 Develop basket of performance 
indictors for monitoring by 
Leadership Team 

Head of Policy / Leadership 
Team 

 

Completed - a basket of indicators has 
been agreed and will be trialled during 
2014-15. 

 

 

8 Financial progress to be 
reported quarterly to Leadership 
Team and Cabinet 

Head of Finance Completed - financial progress reports 
have been introduced and are being 
submitted to Leadership Team monthly 
and Cabinet quarterly.  

 

 

 

9 Member training and 
development survey to be 
undertaken and options to be 
developed 

Head of Human 
Resources/Head of 
Governance 

Work has not yet commenced on this.  
This is now going to take place after 
the induction process for the May 2014 
elections. 

 
 

 

 

 Issues for 2013-14 

10 Budgetary Issues – arising 
from CSR 2013.  Sessions to be 
held with Cabinet to consider 
the future of the Council and the 
various savings and 
transformation strands available 
to the authority. 

Chief Executive and Head 
of Finance 

Completed - the Financial Plan was 
considered by the Cabinet in 
December and the budget was 
approved in February. 
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No Issue Action Progress/Comments Status 

11 Welfare Reforms – national 
changes to benefits payments, 
including council tax.  Local 
scheme determined for changes 
to council tax.  Impact of wider 
benefit changes to be 
monitored, especially the impact 
on arrears levels, and the 
impact on other services eg 
homelessness 

Head of Finance Progressing as expected.  Local 
Council Tax Support scheme approved 
following a County Wide project.  Much 
work has been done to engage with 
affected council tax payers to obtain 
payment agreements (over and above 
the “ordinary” recovery process).   

Similarly, claimants affected by other 
Welfare Reforms are being contacted 
and assistance offered. 

Regular engagement with voluntary 
sector organisations, landlords etc to 
identify affected claimants and provide 
necessary assistance. 

In conjunction with the Housing 
Department the Discretionary Housing 
Payments (DHP) policy was reviewed 
for 2013-14 & 2014-15 to align it with 
the Allocations Policy and optimise the 
assistance offered to tenants affected 
by Benefit changes. 
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No Issue Action Progress/Comments Status 

12 Local Enterprise Partnership 
(LEP) -potential changes to LEP 
governance as a result of the 
Governments intention to 
introduce a Single Growth Fund 
in 2015 and to make LEPs 
vehicles for European funding. 
To be monitored and respond to 
the changes through the Leader 
and Cabinet as the implications 
are clarified. 

Chief Executive / Head of 
Planning & Regeneration 

The Greater Birmingham & Solihull 
LEP has confirmed its governance 
structure and a supervisory board has 
been set up.  The Stoke & 
Staffordshire LEP has recently agreed 
its revised governance structure and 
this will be fully operational from April 
2014. 

Both LEPs have submitted 
programmes for European funding and 
these will be discussed with the 
Government during the summer 
2014..  

 

13 ICT Security Policies – 
updated policies to be finalised 
and introduced.  Awareness to 
be raised and compliance 
monitored 

Head of Technology The policies have been approved by 
the Cabinet and circulated to 
employees. 

 
 

 
 



  ITEM NO.   5.1 
 

Report of: Head of Governance 
Contact Officer: June Hall 
Telephone No: 01543 464546 
Portfolio Leader: Corporate Improvement 
Key Decision:  No 

 

Report Track:  Audit & Governance 
Committee Only 

 

 
AUDIT & GOVERNANCE COMMITTEE 

1ST APRIL 2014 

STRATEGIC RISK REGISTER 

 

1 Purpose of Report 

1.1 To set out details of the Council’s Risk Management arrangements for managing 
the Strategic Risks facing the Council in delivering its objectives. 

 

2 Recommendations 

 
2.1 That the Committee note the progress during the third quarter of the 2013/2014 

financial year. 
 

 

3 Key Issues and Reasons for Recommendation 

 
3.1 At the end of December 2013, the Council’s risk profile has been reviewed and 

is summarised in the table below: 
 

Risk Colour Number of Risks at 
 1st April 2013 

Number of Risks at  
31st December 2013 

Red 2 1 
Amber 4 4 

Green 0 1 
TOTAL 6 6 
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4 Relationship to Corporate Priorities 

4.1 This report supports the Council’s Corporate Priorities as follows: 

(i) Risk management is a systematic process by which key business risks / 
opportunities are identified, prioritised and controlled so as to contribute 
towards the achievement of the Council’s aims and objectives. 

(ii) The strategic risks set out in the Appendices have been categorised 
against the Council’s priorities. 

 
 

5 Report Detail  

 
5.1 At the end of Quarter 3 the number of strategic risks remains at 6.  All risk 

scores have been reviewed and: 
 

• 5  risks remain unchanged; 

• risk No 4 has reduced from a score of 12 to 8 but remains an Amber 
(medium) risk 

  
The current risk profile is summarised in the table at 3.1.  Full details, including 
the direction of travel for the period 31st March 2013 to 31st December 2013 can 
also be found attached at Appendix 1.  

 
5.2 Actions have been identified to contain or reduce the risks for the High and 

Medium categories however; it is accepted that by their very nature some risks 
will always be present and it may not be possible to reduce them.  They will 
however continue to be monitored for any changes in the risk score.  

 
5.3 A progress update for those actions due up to December 2013 is included in the 

full strategic risk register attached at Appendix 2. Those actions that have been 
completed are shaded grey and will be removed when the risk register is next 
reported to the Audit & Governance Committee. 

 
5.4 Additional information can be found in the Strategic Risk Register (Appendix 2) in 

the form of an ‘Overall Progress Summary’ for each risk, this is accompanied by 
a symbol to indicate whether progress is on target or otherwise.  The table below 
outlines the overall progress made in reducing risks since 31st March 2013: 

 
Progress Indicator Current position 

  
No progress made in reducing the risk 0 Risks 

 

Some progress made in managing the 
risk 

1 Risks 

 
Risk on target to be reduced 5  Risks 
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6 Implications 

6.1 Financial  

None 

6.2 Legal  

 None 

6.3 Human Resources 

 None 

6.4 Section 17 (Crime Prevention) 

 None 

6.5 Human Rights Act 

 None 

6.6 Data Protection 

 None 

6.7 Risk Management  

 The Risk Management implications are included within the body of the report 
 and appendices. 

6.8 Equality & Diversity 

 None  

6.9 Best Value 

 None 
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7 Appendices to the Report 

 
Appendix 1 – Summary of Strategic Risks 2013-14 
Appendix 2 – Strategic Risk Register – Detailed     

 

Previous Consideration 

None 
 

 

Background Papers 

File of papers kept in the Risk & Resilience Manager’s office. 
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SUMMARY OF STRATEGIC RISKS FOR 2013-14 
 

 
Risk 
No 

Potential Risks                                                                               Risk Owner Date Added 
to Risk 
Register 

Score 
at 
31st 
March 
2013 

Score at       
31st   Dec 
2013 

Direction 
of Travel 

RED/HIGH RISKS 

17 
Viability/Funding of Cannock 
Chase Council arising from the 
2013 Spending Review 

Head of Finance April 2013 
 

16 

 

16 ↔ 

AMBER/MEDIUM RISK 

15 
Failure to achieve an adopted 
Local Plan for the District 

Head of Planning & 
Regeneration 

Jun-11 12 12 ↔ 

16 Impact of Benefit Reform 
Head of Finance & 
Head of Housing & 
Waste Management 

April 2013 
 

15 

 

9 ↓ 

3 
District's needs not recognised 
by external stakeholders 

Chief Executive Jun-11 8 8 ↔ 

4 
Commissioning and 
management of services 

Corporate Director Jun-11 12 8 ↓ 

GREEN/LOW RISKS 

11 
Lack of suitable land to create 
additional burial space within 
the district 

Head of 
Commissioning 

Jun-11 9 6 ↓ 
 

 

Key to Direction of Travel 

 

↓  
 

Risk has decreased ↔ 

 
Risk level unchanged ↑ 

 
Risk has increased 
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STRATEGIC RISK REGISTER 

 
 

Ref No:  3 Risk: Districts needs not recognised by external stakeholders locally and 
nationally 

Score: 2 x 4 = 8 

Consequences Of Risk: 

• Lack of access to external resources both locally and nationally 

• Reduced potential to address County need 

• Reduced potential to narrow disadvantage and inequality within the District and also between District and  County regions 

Risk Owner:  Chief Executive Portfolio:  Economic Development & Planning  

Links To Priority Delivery Plan for Prosperity: 

• Facilitate economic growth through job creation 

Controls in Place 

• Participation and network within District and County Local Strategic Partnerships 

• Membership and involvement of regional bodies i.e. Birmingham & Staffordshire Local Enterprise Partnership, HCA, Regional DCN. 

• Membership of National and Regional District Chief Executives Network and West Midlands Councils 

• Maximising opportunities presented by memberships and involvement in District Council’s Network (i.e. collective consultation 
responses nationally) and the LGA. 

• Maximising opportunities presented by involvement in Staffordshire’s Chief Executive and Leaders network. 

• Delivery strategies for desired outcomes are based on extensive research and information gathering across partner organisation  

• Periodic meetings with the local MP 
 

Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

Identify strategic gaps in funding opportunities 
externally 

On-going 

Head of Planning & 
Regeneration 

The Council was successful in securing Growing Places 
Funds and will benefit  European funding transition 
status. 
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Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

The Chief Executive is working on a concordat for joint 
working with the County Council, Police and Clinical 
Commissioning Group to ensure that there is better 
collective understanding of the needs of the District 
and better joint commissioning of services to achieve 
the required outputs.  

On-going 

Chief Executive 

Further meetings to be held in February 2014 to agree 
the final Concordat. 

 

GREEN Overall Progress Summary:  A Cabinet decision was taken in September 2012 to pool Business Rates with the Greater 
Birmingham & Solihull LEP and the Council are actively involved and represented on the Board.  The Council is also now 
represented on the Stoke & Staffordshire LEP Board.  The Chief Executive regularly attends a number of high profile 
networks and partnerships that are vital if issues facing Cannock Chase are to be flagged up at a national level. 
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Ref No:  4 Risk:  Failure to ensure services are effectively commissioned, managed and 
deliver value for money 

Score: 2 x 4 = 8 

Consequences Of Risk: 

• Poor service 

• Complaints 

• Negative press 

• Lack of understanding of costs and/or performance 

• Expensive services 

• Poor performing services 

• Financial Loss 

• Not meeting identified needs of the district population 

Risk Owner:  Corporate Director Portfolio: Corporate Improvement 

Links To Priority Delivery Plans for Transformation: 

• Provide services that are good value for money. 

Controls in Place: 

• Head of Commissioning post 

• All current regulations & procedures (e.g. Financial Regulations, Contract Procedure Rules) 

• Cabinet Reports / Policies 

• Regulatory Bodies (e.g. Food Standards Agency) 

Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

Commissioning Strategy 

 
QTR 4 

Head of Commissioning 

Work on this has not yet commenced. 

Wider Review of Voluntary Sector Commissioning 

 
QTR 4 

Head of Commissioning 

Annual SLA’s in place for Citizens Advice Bureau & Chase 
Advice Centre. 

AMBER Overall Progress Summary:  The approach to managing this risk is being reviewed as part of a wider piece of work 
regarding the Council’s medium term financial strategy.  Consideration is currently being given to how savings might be 
delivered in future years; service provision and value for money will be central to this work.  
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Ref No:  11 Risk:  Lack of suitable land to create additional burial space within the district Score:  2 x 3 = 6 

Consequences Of Risk: 

• Negative Public Relations 

• Criticism 

Risk Owner:  Head of Commissioning Portfolio:  Culture & Sport 

Links To Priority Delivery Plan for People: 

• Review burial space within the District 

Controls in Place 

• Identified 1 suitable site within district (subject to test holes) 

• Members have given approval to look for alternative sites outside of the district 
 

Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

Investigation into a potential site on the south side of 
the district. 

QTR 4 

Parks & Open Spaces 
Manager 

Following testing of the site over 2012/13 consultants have 
been appointed. They have investigated the site in terms 
of drainage and burial layout, consulted with the 
Environment Agency and have reported back with suitable 
drainage systems. These have been discussed with the 
Environment Agency and in addition several new test 
holes are being installed to monitor the site over the 
coming summer. 

Discuss with Members commencing search for 
alternative sites outside of the district 

QTR 4 

Parks & Open Spaces 
Manager 

This will commence only if selected site is found to be 
unsuitable. 

Extension of Stile Cop Cemetery QTR 4 

Parks & Open Spaces 
Manager 

The extension was approved by Cabinet in July.  

The planning application was submitted and approved in 
December 2013. 

The extension is currently being designed and detailed for 
specification/ bills of quantity in readiness for tendering. 
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GREEN Overall Progress Summary: Progress on the potential site was hampered by the extremely wet weather conditions 
experienced throughout the summer and autumn of 2012 which necessitated monitoring of the selected site being 
extended well into 2013.  A consultant has been appointed and has produced a Tier 2 Survey which has been submitted to 
the EA who are happy in principal with the site being utilised.  
The extension at Stile Cop Cemetery will create an additional 1000 plots which at current burial rates is sufficient for 7-10 
years. 
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Ref No:  15 Risk:  Failure to achieve an adopted Local Plan for the District Score:  3 x 4 = 12 

Consequences Of Risk: 

• Planning by appeal 

• Reduced ability to secure funding for infrastructure 

• Inability to deliver a planned spatial strategy for development of the district 

• Additional costs incurred from evidence base becoming obsolete 

Risk Owner:  Head of Planning & Regeneration Portfolio:  Economic Development & Planning 

Links To Priority Delivery Plan for Prosperity: 

• Increase the economic, social and environmental prosperity of the District through sustainable development 
 
Controls in Place 

• Process for consultation with the public, developers, stakeholders and partners 

• Process for engagement with members through Policy Development Committee 

• Process to secure Cabinet endorsement of Local Plan drafts 
 

Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

Examination of Local Plan QTR 2 

Head of Planning & 
Regeneration 

The Examination of the Local Plan is completed. 

Inspectors report due January 2014. 

 

Draft local plan to be developed on receipt of the 
Inspectors Repot 

QTR4 

Head of Planning & 
Regeneration 

 

 

GREEN Overall Progress Summary:  Subject to the Inspectors Report the Council should be in a position to adopt Part 1 of the 
District Local Plan by mid-2014 or earlier. 
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Ref No:  16 Risk:  Impact of Benefit Reform (e.g. Introduction of Universal Credit) Score:  MEDIUM 3 X 3 = 9 

Consequences Of Risk:     

• Increased demand for services (additional workload, pressure on service delivery, additional resourcing etc.) 

• Increase in arrears on Council Tax 

• Impact on Rent Arrears 

Risk Owner:  Head of Finance and Head of Housing & Waste 
Management 

Portfolio:  Corporate Improvement, Health & Wellbeing and Housing. 

Links to Priority Delivery Plans for Place and Transformation: 

• Manage the Council’s Housing Stock 

• Provide an infrastructure of financial accountability, advice and support to enable Members and frontline services to fulfil the Council’s 
priorities, policies, key aims and objectives. 

 
Controls in Place 

• Monitoring impact of localisation of Council Tax Support 

• Monitoring of arrears for localisation of Council Tax Support 
 

 

Actions Planned Timescale/Person 
Responsible 

Progress/Comments 

Monitor impact of Benefit Reform to identify areas of 
concern 

On-going 
 

An on-going monitoring routine is in place. 

Develop Action Plan to mitigate detrimental impacts 
where possible 

QTR 4 A report went to Cabinet on 19th September outlining the 
Social Sector Size Criteria.  Recommendations were agreed 
and are being implemented. 

 Identifying number of households falling into arrears 
with Council Tax payments 

On-going Quarterly reports have been developed.  

 

GREEN Overall Progress Summary:  It is considered that some of the adverse impacts will be mitigated by the actions outlined 
and agreed in the September 13 report to Cabinet.  These will be reviewed in July 2014. 
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Ref No:  17 Risk: Viability / Funding of Cannock Chase Council arising from the 2013 Spending 
Review 

Score: RED 4x4=16 

Consequences Of Risk: 

• Council size becomes too small to sustain a viable organisation 

• The Council is unable to deliver services to the needs of its population  

• Low staff morale 

Risk Owners:   Head of Finance Portfolio: This risk cuts across all Portfolio’s 

Links To Priority Delivery Plan for Transformation: 

• Provide an infrastructure of financial accountability, advice and support to enable Members and frontline services to fulfil the Council’s 
priorities, policies, key aims and objectives. 

Controls in Place: 

• Annual Financial Plan and Medium Term Financial Strategy to 2016/17 in place 

• The 2013/14 Revenue Budget is balanced but requires support from balances 

• Comprehensive Service Review being undertaken on an annual basis 

• Corporate Budget Monitoring 
 

Actions Planned Timescale Progress/Comments 

Analysis of 2013 Spending Review & update the Financial 
Plan 

July 2013 Completed – a report went to Cabinet 
in November. 

Continue review of base budget to meet the anticipated 
funding deficit 

Completed 

Review of all sources of finance for the Council Completed 

These are reflected in the Base 
Budget Reports to Cabinet. 

Further examination of Shared Services opportunities On-going In Progress 

Looking at different options for Service Delivery On-going In Progress 

Continue Lobbying for additional support for rural areas On-going Regular briefing notes to MP’s. 

The Council is also a member of the 
Sparsity Partnership for Authorities 
Delivering Rural Services (SPARSE) 
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Actions Planned Timescale Progress/Comments 

Establish arrangements for adequate planning control and 
monitoring of Business Rates, New Home Bonus Funding, 
Council Tax Discounts & Revenue Support Grants 

Completed Dedicated resource provided in 
Financial Services and these are 
reflected in Corporate Monitoring 
Reports. 

Monitor Impact of Welfare Reform Act On-going In Progress 

Optimising savings from Procurement – contracts register to 
be updated and maintained and spend analysis exercise to 
be completed to identify areas for potential savings 

On-going A collaborative arrangement has 
been entered into with Staffordshire 
County Council’s Procurement Team 
to provide support.  However, at 
present efforts are being focussed on 
supporting tendering exercises; this 
includes an element of delivering 
savings.  It is planned that work on a 
more targeted programme of savings 
from procurement will commence in 
2014-15. 

 
 

GREEN Overall Progress Summary:  The anticipated reductions in financial support provided by the government to the Council in 
future years are well publicised.  Financial Services are continuing to closely monitor corporate resources available to the 
Council and are regularly updating projections of key sources of revenue for future years in light of government 
announcements. This early identification of the anticipated shortfall in resources going forward will be fundamental in 
developing service delivery strategies that will allow the Council to deliver efficient services with fewer resources. 

Whilst good progress has been made on actions, until the Implementation Plan has been agreed by Cabinet and the Council 
this will remain a Red (High) risk. 
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Report of: Chief Internal 
Auditor 

Contact Officer: Stephen 
Baddeley 

Telephone No: 4415 
 

Report Track:  Audit & 
Governance 
Committee only 

 
 

Audit & Governance Committee 

1st April 2014 

Internal Audit - Quarter 3 Report for 2013-14 

 
 

1 Purpose of Report 

 
1.1 To present to the Audit & Governance Committee for information the Internal 

Audit Quarter 3 Report for 2013-14. 
  
 

2 Recommendations 

 
2.1 That the Committee notes the contents of the Internal Audit Report for Quarter 

3 of 2013-14. 
 
 

3 Key Issues and Reasons for Recommendation 

 
3.1 Attached at Appendix 1 is the Internal Audit Report for the third quarter of 

2013-14. 
  
3.2 Fourteen audits have been completed to draft stage and a further twelve 

audits were in progress at the end of the quarter. Whilst this is slightly behind 
the planned completion of twenty two audits when the work in progress is 
taken into account it is still predicted that the Audit Plan will be substantially 
completed by the end of the year. Although there may be one audit not 
completed. 

 
3.3 Five audits completed in the quarter were classified as Requiring Some 

Improvement and three were classed as Effective.   
 
3.4 The report is a snapshot view of the areas at the time that they were reviewed 

and does not necessarily reflect the actions that have been or are being taken 
by managers to address the weaknesses identified. The inclusion or comment 
on any area or function in this report does not indicate that the matters are 
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being escalated to Members for further action. Internal Audit routinely follow-
up the recommendations that have been made and will bring to the attention 
of the committee any relevant areas where significant weaknesses have not 
been addressed by managers. 

 

4 Report Detail  

 
4.1 Please see Appendix 1 for the report detail.   
 

5 Implications 

 
5.1 Financial  
 
 None 
 
5.2 Legal  
 
 None 
 
5.3      Human Resources 
 
 None 
 
5.4 Section 17 (Crime Prevention)  
 
 None 
 
5.5 Human Rights Act 
 
 None 
 
5.6 Data Protection 
 
 None 
 
5.7 Risk Management  
 
 None 
 
5.8 Equality & Diversity 
 
 None 
 
5.9 Best Value 
 
 None 
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6         Appendices to the Report 

 
 Appendix 1 – Internal Audit Quarter 2 Report for 2013-14 
 

Background Papers 

• Audit Plan File  

• Audit Time Recording System 

• Internal Audit Reports 
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Audit Report Confidentiality and Freedom of Information 
Statement 

 
 
Whilst this report is directed primarily to the recipients named in the report, Audit 
Reports are subject to the provisions of the Freedom of Information Act and, as 
such, may be required to be made publicly available upon request. 
 
However, there are several Freedom of Information Act exemptions to which parts, 
or all, of this report may be subject.  Primarily, but not exclusively these are: 
 

• personal information whose release would contravene the data protection 
legislation; 

• information held for the purpose of criminal investigations or proceedings; 

• information whose disclosure would be likely to prejudice the enforcement of 
the law; 

• information whose release is likely to prejudice the conduct of public affairs; 

• information which is subject to a legal duty of confidentiality; and 

• information whose disclosure would prejudice the commercial interests of the 
Council or some other person. 

 
Before responding to any request to make this report publicly available, or 
otherwise making it publicly available, you should consult with the Chief Internal 
Auditor. 
 
Similarly, this Audit Report, or extracts from it, should not be included in, or 
appended to, any Council Report, nor should it be quoted as a background paper 
to any Committee Report without firstly consulting with the Chief Internal Auditor. 
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1. Introduction 
 
1.1 This report is the third progress report to the Audit and Governance 

Committee on the work carried out in 2013-14 by the Internal Audit Section. 
It covers the period 1st April 2013 to 31st December 2013. 

 
1.2 The report contains details of:- 

• the performance of the section against the Internal Audit Plan for 2013-
14 for the year to date; 

• a summary of the level of assurance issued for each of the reports that 
have been issued in the quarter (a definition of each level of assurance 
is contained in Appendix 1); and 

• the results of the follow-ups undertaken in the quarter; showing the 
original and the revised assurance after the follow-up has been 
completed. 

 
2 Audit Performance 
 
2.1 The 2013-14 Audit Plan has been profiled across the year. The following 

targets will be used for the cumulative completion of the full year’s plan.  
 

 Quarter % 
No of Audits 
for Quarter 

Cumulative 
% 

Cumulative Total 
Number of 

Audits 

Quarter 1 12 4 12 4 

Quarter 2 26 9 38 13 

Quarter 3 26 9 64 22 

Quarter 4 36 12 100 34 

 
2.2 The profiling for the first quarter is lower than others due to the finalisation 

of work from the previous year and likewise the profiling for the fourth 
quarter is higher as much of the audit work is finalised at the year end. 

 
2.3 The following table contains the cumulative performance against the Audit 

Plan at the end of the third quarter of 2013-14  (April to December 2013):- 
 

Planned 
Audits 

Actual Audits 

 

Number Complete 
% 

Complete 
Work In 

Progress 
% WIP & 
Complete 

Audit Plan 22 14 63.6% 12 118% 
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2.4 At the end of Quarter 3 of 2013-14, 14 audits have been completed to at 
least draft stage. This is lower than the anticipated 22 audits at this stage in 
the year. However a number of audits are in progress of which there are 
several of the large reviews covering Shared Service functions. In addition 
one member of the team has had a period of sick leave in the quarter which 
has affected the number of reviews completed.  

 
2.5 When the 11 audits in progress are taken into account it is still predicted 

that the Audit Plan will be completed by the end of the year with the 
exception of one audit, fleet management which was deferred due to the 
period of sickness. 

 
 
3 Audits Completed in the Quarter 
  

Number of 
Recommendations Audit 

Head of 
Service 

Assurance Status 

High Medium Low Total 

Cemeteries 
Head of 

Commissioning 

Requiring Some 
Improvement 

 

Final 0 6 8 14 

Culture & Leisure 
Services Contract 
Monitoring 

Head of 
Commissioning 

Requiring Some 
Improvement 

 

Final 0 13 1 14 

Central Control  
Corporate 
Director 

Requiring Some 
Improvement 

 

Final 0 14 1 15 

Housing Benefit 
Fraud Investigation 
Team 

Head of 
Financial 

Management 

Requiring Some 
Improvement 

 

Draft 1 1 1 3 

Environmental & 
Physical Access 
Controls (IT Audit)  

Head of 
Technology� 

Requiring Some 
Improvement 

 

Draft 15 17 4 36 

Insurance 
Head of 

Governance 

Effective 

 
Final 0 0 7 7 

Food Safety 
Inspections & 
Enforcement 

Head of 
Environmental 

Health 

Effective 

 
Final 0 2 2 4 

PR & 
Communications 

Head of Policy 
Effective 

 
Final 0 2 3 5 

�Services led by Stafford Borough Council as part of Shared Services 
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3.1 Summaries of the key findings for audits not classified as effective can be 
found below. 
 
Cemeteries 
 

3.2 A systems review of the processes and procedures established for the 
operation of the Council’s Cemeteries was carried out.   
 

3.3 It has been identified that there is an appropriate and effective operating 
framework in place in respect of the administration of the Cemeteries, from 
liaising with funeral directors to arrange funerals, approving memorials to be 
erected by approved memorial masons, to ensuring that all relevant 
paperwork is completed and statutory records including the appropriate 
registers and maps are being maintained.  
 

3.4 The main weakness identified related to the lack of a robust framework of 
policies and procedures for the day to day operation and routine 
maintenance tasks carried out by the Cemeteries operatives. There is an 
over reliance on the knowledge and experience of the team rather formally 
documented and agreed working practices. This could impact on Health & 
Safety arrangements. 
 

3.5 In addition formal tenancy agreements were not available for the resident 
employees at all of the sites and an issue was identified in relation to 
whether VAT was included in one of the standard charges.  
 
Culture & Leisure Services Contract Monitoring 
  

3.6 A large follow-up review was carried out in relation to the monitoring 
arrangements for the Culture & Leisure Services Contract.  
  

3.7 Whilst the Council has established some monitoring arrangements due to 
the limited resources available the Council relies fully on the information 
supplied by the Contractor and does not carry out any independent 
verification.  Based on this the area is classified as Requiring Some 
Improvement.  
 

3.8 Management currently accepts the level of risks in the current process and 
stated that they have a very good working relationship with the Contractor 
and are happy to rely on the information provided.  
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Central Control 
  

3.9 A large follow-up review was carried out in relation to the operation and 
management of the Central Control function.  
 

3.10 In the original audit report, issued during April 2013, we assessed the 
internal control environment as Needs Fundamental Change. The original 
audit report acknowledged that it would take time to implement changes. In 
most cases work is ongoing and revised timescales have been set for the 
full implementation of the agreed recommendations. In other areas, 
however, there has been no significant progress although it is again 
acknowledged that it will take time to fully address and implement all of the 
agreed actions. It is also recognised that some actions are partly dependent 
on inputs from other sections of the Council (e.g. ICT) and / or external 
organisations (e.g. Staffordshire Police). 
 

3.11 We are satisfied that management are working to address the weaknesses 
identified but that some areas still require time to be fully addressed and we 
have therefore classified the function as Requiring Some Improvement. It 
should be noted that this is a significant improvement from the previous 
position.  
 
Environmental & Physical Access Controls (IT Audit) 
 

3.12 An IT Audit review was conducted in relation to the Physical and 
Environmental Controls relating to IT Equipment at the Council sites.  
  

3.13 A number of weaknesses were identified, around some of the server rooms 
particularly at outlying sites. A significant risk was identified in relation to the 
operation and notification of procedures for the Fire Suppression System at 
Stafford when employees are working in the server room which presented a 
significant Health & Safety risk. We did identify a breach of the IT Security 
Policy in relation to a member of IT sharing their password to allow an 
agency worker to access the network. 
 
Housing Benefit Fraud Investigation Team 
 

3.14 A review of the operation and management of the Housing Benefit Fraud 
Investigation Team was carried out.  
  
Overall the function was found to be operating effectively. However a 
potential issue was identified which only applies to Stafford Borough 
Council investigations this is being reviewed by the Head of Law & 
Administration. The area has been classified as Requiring Some 
Improvement pending the outcome of the review by the Head of Law & 
Administration.  
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Audits in Progress 
 
3.15 During the quarter work has commenced, but not yet been completed, on 

the following audits: 
 

• Staff Expenses; 

• Hednesford Park Heritage Lottery Fund Work Project; 

• Development Control (Planning Applications & Enforcement); 

• Council Tax; 

• Housing Benefits; 

• National Non-Domestic Rates; 

• Payroll; 

• Sundry Debtors; 

• Members Allowances, PCs and Other Expenses; 

• ICT Business Continuity Arrangements (IT Audit) 

• End-user & Bespoke Developments (IT Audit); and 

• Review of Housing System Implementation (IT Audit). 
 



Internal Audit  Quarter 3 Report 2013-14 

 

Page 7 

 

4 Follow-ups Completed 
 

�Services led by Stafford Borough Council as part of Shared Services 
 
4.1 It is pleasing to be able to report that sufficient progress has been made to 

provide a revised opinion for six of the seven areas which are now classified 
as Effective.  
  

Audit Head of Service 
Original 

Assurance 
Implemented
/ In Progress 

Not 
Implemented 

Total 
Revised 
Opinion 

General Ledger 
(IT Audit) 2nd 
Follow-up 

Technology� 

Requiring 
Some 

Improvement 

 

7 0 7 

Requiring 
Some 

Improvement 

 

Property 
Management 

Planning & 
Regeneration 

Requiring 
Some 

Improvement 

 

9 0 9 
Effective 

 

Refuse 
Collection & 
Recycling 

Housing & 
Waste 

Management 

Requiring 
Some 

Improvement 

 

9 1 10 
Effective 

 

Homelessness 
& Housing 
Advice 

Regeneration & 
Planning 

Requiring 
Some 

Improvement 

 

11 0 11 
Effective 

 

BACS 
Application (IT 
Audit) 

Technology�/ 
Financial 

Management 

Requiring 
Some 

Improvement 

 

5 0 5 
Effective 

 

Computer Virus 
Protection (IT 
Audit) 2nd 
Follow-up 

Technology� 

Requiring 
Some 

Improvement 

 

9 0 9 
Effective 

 

E-payments 
Project 
Management & 
Post 
Implementation 
Review 

Technology� 

Requiring 
Some 

Improvement 

 

10 0 10 
Effective 
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General Ledger (IT Audit) 2nd Follow-up 
  

4.2 This is the second follow-up of the General Ledger Application as it 
remained Requiring Some Improvement at the time of the first follow-up.  
 

4.3 It was found that some progress has been made and one recommendation 
had been implemented in full. However six medium risk recommendations 
remained in progress at the time of the audit and as such it has not been 
possible to revise the level of assurance for this area.  
 

4.4 It is recognised that the majority of these areas were likely to be addressed 
as part of the scheduled upgrade of the Ledger application due to be carried 
out before the end of March 2014. As we anticipate most of the 
recommendations will be addressed by the end of the Financial Year we are 
not recommending any action is taken by the Audit Committee at this time. 
  

 
5 Other Areas 
 
5.1 In addition to the planned audit work and a number of ad hoc queries for 

advice and guidance, the section has carried out the following pieces of 
work:- 

 

•••• National Fraud Initiative Datamatching, 

•••• ad hoc queries and advice around changes to systems and procedures; 

•••• a number of financial appraisals for contracts; and 

•••• revision of policies relating to Anti-fraud & Bribery, Confidential 
Reporting and Money Laundering  
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Appendix 1 
 
Levels of Assurance for Audit Reports 
 

Assurance 
Level 

Definition 

Effective 

 

There is an acceptable control framework in place. There may be 
some control weaknesses but the majority of the expected controls are 
in place and are operating effectively. However some changes to the 
controls and how they operate may be beneficial  
 
An effective opinion will be given where controls are generally 
operating effectively, minor control weaknesses may have been 
identified. There are however, no high risk recommendations being 
made.  

Requiring 
Some 

Improvement 

 

The service may be delivering its intended output but the controls in 
place for some elements of the system are not always appropriate or 
effective to ensure that this will continue to occur. Controls are not 
being consistently applied across all elements of the system. This 
could include breaches of Council policy and the risk of financial or 
reputational impact on the Council.  

Needs 
Fundamental 

Change 

 

The operation of the system is currently providing an unacceptable risk 
to the Council. There is an inadequate control framework to ensure 
that the system can deliver its intended objectives.   
Controls are absent or not operating across the majority of the system. 
This will include significant breaches of legislation or the potential for 
significant impact on the Council such as large financial or reputational 
losses.  

 
Risk Classification of Audit Recommendations 
 

Classification Description 

High Risk 

The risk is considered to be major with a high likelihood of occurring, 
potentially causing a breach of legislation / legal requirements and / or 
a substantial risk of loss or damage to Council assets, information and 
reputation. 
Immediate action required, ideally within 1 month although it is 
recognised that this may be insufficient time to totally address the 
recommendation. 

Medium Risk 

The risk is considered to be significant with a moderate likelihood of 
occurring, potentially causing a breach of organisational policies and 
procedures, loss or damage to Council assets, information and 
reputation. Action is needed to address weaknesses in the control 
environment. 
Action required within next 3 to 6 months 

Low Risk 

The risk is considered to be minor with a small likelihood of occurring, 
and minimal impact on the Councils assets, information and reputation; 
the area may not be following best practice principles. Controls would 
be enhanced were the area to be reviewed. 
Action required within next 6 to 12 months 
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 Appendix 2 
Audit Plan Monitoring 

 

Audit Area Head of Service 
In 

Progress 
Draft 

Report 
Final 

Report 
Original 

Assurance 
Follow-
up Due 

Central Control 
Corporate 
Director 

Aug 
2013 

Dec 
2013 

Dec 
2013 

Requiring 
Some 

Improvement 

 

June 
2014 

Culture & Leisure 
Services Contract 
Monitoring (Client 
Function) 

Commissioning 
July 
2013 

Oct 
2013 

Dec 
2013 

Requiring 
Some 

Improvement 

 

TBC 

Insurance Governance 
Sept 
2013 

Oct 
2013 

Nov 
2013 

Effective 

 
N/A 

Cemeteries Commissioning 
July 
2013 

Oct 
2013 

Nov 
2013 

Requiring 
Some 

Improvement 

 

May 
2014 

Public Relations & 
Communications 

Policy 
July 
2013 

Oct 
2013 

Nov 
2013 

Effective 

 
N/A 

Housing Property 
Services 

Housing & 
Waste 

Management 

June 
2013 

August 
2013 

Oct 
2013 

Requiring 
Some 

Improvement 

 

April 
2014 

Sale of Council 
Houses 

Housing & 
Waste 

Management 

April 
2013 

June 
2013 

Oct 
2013 

Requiring 
Some 

Improvement 

 

April 
2014 

Housing 
Maintenance & 
Stores 

Housing & 
Waste 

Management 

May 
2013 

August 
2013 

Sept 
2013 

Requiring 
Some 

Improvement 

 

March 
2014 

Utilities 
Management 

Regeneration & 
Planning 

May 
2013 

June 
2013 

Sept 
2013 

Requiring 
Some 

Improvement 

 

March 
2014 

Streetscene – 
Street Cleansing 
Function 

Housing & 
Waste 

Management 

June 
2013 

June 
2013 

Aug 
2013 

Needs 
Fundamental 

Change 

 

Feb 
2014 

Mortuary & 
Assisted Burials 

Environmental 
Health 

April 
2013 

May 
2013 

June 
2013 

Effective 

 
N/A 

Housing Benefit 
Fraud Investigation 
Team 

Financial 
Management 

Aug 
2013 

Dec 
2013 

 

Requiring 
Some 

Improvement 
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Audit Area Head of Service 
In 

Progress 
Draft 

Report 
Final 

Report 
Original 

Assurance 
Follow-
up Due 

Food Safety 
Inspections and 
Enforcement  

Environmental 
Health 

Sept 
2013 

Nov 
2013 

 
Effective 

 
 

Environmental & 
Physical Access 
Controls (ICT 
Audit) � 

Technology� 
July 
2013 

Oct 
2013 

 

Requiring 
Some 

Improvement 

 

 

Development 
Control (Planning 
Applications & 
Enforcement) 

Regeneration & 
Planning 

Sept 
2013 

Sept 
2013 

   

Members 
Allowances, PCs 
and Other 
Expenses 

Governance 
Dec 
2013 

    

Payroll 
Human 

Resources� 
Dec 
2013 

    

Sundry Debtors 
Financial 

Management 
Dec 
2013 

    

Council Tax 
Financial 

Management 
Oct 

2013 
    

National Non-
domestic Rates 

Financial 
Management 

Oct 
2013 

    

ICT Business 
Continuity 
Arrangements 

Technology� 
Oct 

2013 
    

End-user/Bespoke 
IT Development 
(IT Audit) 

Technology� 
Oct 

2013 
    

Housing Benefits 
Financial 

Management 
Sept 
2013 

    

Staff Expenses� 
Human 

Resources 
August 
2013 

    

Review of Housing 
System 
Implementation 

Technology� / 
Housing & 

Waste 
Management 

Aug 
2013 

    

Hednesford Park 
Heritage Lottery 
Fund Work 
Project; 

 

Commissioning 
July 
2013 

    

�Services led by Stafford Borough Council as part of Shared Services 
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Appendix 3 
Follow-Up Monitoring Information  

 

Audit Area 
Service Lead 

Officer 
Original 

Assurance 
Follow-
up Due 

Follow-
Up In 

progress 

Follow-up 
Completed 

Revised 
Assurance 

2nd 
Follow-

Up 
Due? 

Computer 
Virus 
Protection 
Review 

Technology� 

Requiring 
Some 

Improvement 

 

Feb 
2013 

March 
2013 

April 2013 

Requiring 
Some 

Improvement 

 

October 
2013 

Information 
Security 
Management 

Technology� 

Requiring 
Some 

Improvement 

 

Feb 
2013 

March 
2013 

April 2013 

Requiring 
Some 

Improvement 

 

Oct 
2013 

Local 
Strategic 
Partnership 

Policy 

Requiring 
Some 

Improvement 

 

Mar 
2013 

June 2013 

 

Completion of the follow-up 
delayed. Will be included in 

2014-15 Plan 
 

E-payments & 
Residual Cash 

Financial 
Management 

Requiring 
Some 

Improvement 

 

Mar 
2013 

July 2013 Sept 2013 
Effective 

 
N/A 

Property 
Management 

Regeneration 
& Planning 

Requiring 
Some 

Improvement 

 

May 
2013 

Aug 2013 Nov 2013 
Effective 

 
N/A 

Website 
Content 
Review 

Policy/ 
Technology� 

Requiring 
Some 

Improvement 

 

June 
2013 

    

Refuse 
Collection 

Housing & 
Waste 

Management 

Requiring 
Some 

Improvement 

 

June 
2013 

Sept 2013 Nov 2013 
Effective 

 
N/A 

Asset 
Management 

Regeneration 
& Planning 

Requiring 
Some 

Improvement 

 

June 
2013 

June 2013 June 2013 

Requiring 
Some 

Improvement 

 

Jan 14 

Housing 
Rents 

Housing & 
Waste 

Management 

Requiring 
Some 

Improvement 

 

June 
2013 

Aug 2013 Aug 2013 
Effective 

 
N/A 

BACS Review 
(IT Audit) 

Technology 

Requiring 
Some 

Improvement 

 

Aug 
2013 

Sept 2013 Oct 2013 
Effective 

 
N/A 
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Audit Area 
Service Lead 

Officer 
Original 

Assurance 
Follow-
up Due 

Follow-
Up In 

progress 

Follow-up 
Completed 

Revised 
Assurance 

2nd 
Follow-

Up 
Due? 

General 
Ledger (ICT 
Audit) 

Financial 
Management/ 
Technology� 

Requiring 
Some 

Improvement 

 

Aug 
2013 

Aug 2013 
October 
2013 

Requiring 
Some 

Improvement 

 

March 
14 

Homelessness 
Housing & 

Waste 
Management 

Requiring 
Some 

Improvement 

 

Sept 
2013 

Aug 2013 Dec 2013 
Effective 

 
N/A 

�Services led by Stafford Borough Council as part of Shared Services 
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Report of: Chief Internal 
Auditor 

Contact Officer: Stephen 
Baddeley 

Telephone No: 4415 
 

Report Track:  Audit & 
Governance 
Committee only 

 
 

Audit & Governance Committee 

1st April 2014 

Internal Audit Plan for 2014-15 

 
 

1 Purpose of Report 

 
1.1 To present to the Audit & Governance Committee the Internal Audit Plan for 

2014-15 
  
 

2 Recommendations 

 
2.1 That the Committee approves the Audit Plan for 2014-15. 
 
2.2 That the Committee determines whether they are satisfied with omitting the 

audit of Leisure Contract Monitoring Arrangements from the 2014-15 audit 
plan.  

 
 

3 Key Issues and Reasons for Recommendation 

 
3.1 Internal Audit has a duty to provide the Council with an annual opinion on the 

effectiveness of its internal control environment and governance 
arrangements. The work of Internal Audit is also used as one of the sources of 
assurance for the Annual Governance Statement. 

  
3.2 Internal Audit is required to produce a plan of work to ensure that it can give 

an appropriate opinion on the Council’s key risk areas and systems and 
provide sufficient coverage for the production of the Annual Governance 
Statement.  

 
3.3 The Audit Plan is determined via a risk assessment exercise and the results of 

that exercise are detailed in the report along with the resources available 
within the team to deliver the work. The planned work is deemed to be 
sufficient to ensure that Internal Audit can deliver an appropriate opinion on 
the control environment and governance arrangements at the Council.  
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4 Report Detail  

 
4.1 Internal Audit is an assurance function which primarily provides an 

independent and objective opinion to the Council on its governance 
arrangements and internal controls. The Internal Audit Section does this by 
conducting an independent appraisal of all the Council’s activities, financial 
and otherwise. It provides a service to the whole of the Council and to all 
levels of management.  

  
4.2 To provide this assurance Internal Audit conducts an annual risk assessment 

and determines an audit plan for the year. We have identified the systems 
affected by shared services and planned to audit them across both Councils 
as one review. This is particularly important as there are a number of 
fundamental financial systems audits which have to be reviewed each year. 
 

4.3 Meetings are held with Heads of Service and the Council’s s151 Officer as 
part of the risk assessment process to obtain views and comments in relation 
to the composition of the Internal Audit Plan. Comments are also invited from 
the External Auditor.  

 
4.4 A copy of the full audit needs assessment undertaken for 2014-15 is attached 

as Appendix 2. This shows two elements:- 

• The areas delivered as a Shared Service with Stafford Borough Council; 
and  

• Those services solely delivered by Cannock Chase District Council. 
 
4.5 The risk assessment uses a number of factors to calculate a risk score for 

each area and the resulting scores are banded into three risk categories  

• High (scores over 100);  

• Medium (scores 50-99); and  

• Low (scores upto 49).   
 

4.6 As in previous years the audit areas have then been ranked by the risk 
category and score to determine those audits that will be undertaken in 2014-
15. The outcome of the risk assessment has resulted in the following 
categorisation of risk scores: 

 
Audit Universe – Number of Audits by Risk 
 

 Cannock 
Chase 

Shared 

High 1 5 
Medium 61 34 
Low 0 1 
Total 62 40 
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4.7 The resources available within the Internal Audit Section were then compared 
to the risk assessment in order to determine those audits that will be 
undertaken in 2014-15 and form the basis of the Audit Plan, with priority given 
to the highest risk scoring areas. Although most of the work of the team is 
contained in the Audit Plan some time is also set-aside for other work carried 
out by the team. This includes fraud related work, other consultancy reviews, 
provision of ad hoc advice and special investigations. 

 
4.8 The resource available for the delivery of the Audit Plan across both 

authorities in 2014-15 is 965 days the full details are show in Appendix 3. This 
is broken down into  

 
Allocation of Resources to Audit Plan Requirements 
 
Shared Service Audits   

 
305 

Cannock Specific Audits   268 
Stafford Specific Audits   332 
IT Audit Plan      60 
Total Days   965 

  
 
4.9 Internal Audit has sufficient resources to review all of the High Risk areas in 

the risk assessment for the Cannock Chase specific audits (those scoring 100 
or higher) and a proportion of the medium risk areas, i.e. those with a score 
over 85.  

 
4.10 However it is proposed to not include the one High Risk area in the work for 

2014-15, this is the Leisure Contract Monitoring Arrangements Audit. This 
area was reviewed in detail in 2013-14 and classified as Requiring Some 
Improvement. Whilst the recommendations of that review have been agreed in 
principal the Head of Commissioning has deemed that he is not able to 
progress most of the recommendations due to the limited resources available 
to monitor the contract and the fact that they believe that the Council has a 
good working relationship with the Contractor who is delivering the 
requirements of the contract.  
 

4.11 Management have accepted the risks of not progressing the recommendations 
highlighted by Internal Audit as reported in the Quarter 3 report. Given that 
nothing has changed and management have chosen to accept the risk it is not 
considered worthwhile spending audit time on this area in 2014-15. Internal 
Audit will review the position annually as part of our Audit Needs Assessment.  
 

4.12 In addition 3 Medium risk areas scoring over 85 are also being excluded from 
the Audit Plan for 2014-15. These are: 
 

• Street Cleansing – a detailed review was carried out in 2013-14 following 
the service coming back in house. A number of recommendations were 
made in this review and it is considered that the service area need time to 
implement the recommendations from this review before it is subjected to a 
further audit. 
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• Asset Management & Non-Housing Maintenance Audits– Following the 
retirement of the Strategic Asset Manager the Property Services Team are 
currently going through a period of restructure and are heavily involved in 
the Accommodation Review. It has therefore been deemed not appropriate 
to review this area in 2014-15. 

 
4.13 An allocation of 40 days has also been built into the Cannock Chase Specific 

plan for the audit of large projects/large contracts that the Council. This will 
enable individual reviews to be carried out within the year and enable an 
ongoing review of some of the largest projects being carried out. In 2014-15 it 
is proposed to include the Accommodation Review, Hednesford Park HLF 
work and Town Centre Developments. Further areas will be identified 
throughout the year.  
 

4.14 The Audit Plan for 2014-15 covering the Shared Service Audits and the 
Cannock Chase Specific Audits is included in Annex 1. 

 
4.15 The Cannock Chase Specific Audit Plan equates to 15 out of a possible 62 

audits that have been risk assessed (approximately 24%) and comprises 0% 
(0/1) of the High Risk areas and 25% (15/61) of the medium risk areas (those 
scoring over 85). 

 
4.16 In addition to the Cannock Chase Specific work 14 audits have been included 

for Shared Service areas. This comprises all 5 of the High Risk areas and 9 of 
the 34 (26%) medium risk areas (those scoring over 90) and equates to 35% 
of the 40 Shared Service Audits that have been identified. 
 

4.17 For the large financial systems which appear on the Audit Plan annually 
(Housing Benefits, Council Tax, NNDR and Payroll) the section reviews a 
portion of the system in detail each year. This provides full coverage of the 
system over a 2-3 year period.  

 
4.18 It is considered that the current resources of the Internal Audit section will 

allow sufficient work for an appropriate opinion to be given on the Council’s 
key risk areas and systems and provide sufficient coverage for the production 
of the Annual Governance Statement.  

 
4.19 The risk based approach to audit planning results in a comprehensive range of 

audits that are undertaken during the course of the year to support the overall 
opinion on the control environment.  Examples include:- 

• system based reviews of all key financial systems that could have a 
material impact on the Council’s financial statements e.g. payroll, 
creditors; 

• regulatory audits of Council establishments e.g. Sheltered Housing 
Schemes; and 

• system based reviews of departmental systems/service areas e.g. 
Homelessness, Procurement and corporate processes. 
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4.20 The IT Audit Plan for 2014-15 is also contained in Annex 1. This is a shared 
plan which will be delivered across both Councils. The IT Audit Plan has been 
derived from the IT Audit Risk Assessment conducted in 2011. In total 7 IT 
Audits will be delivered by the IT Audit Contractor. 

 

5 Implications 

 
5.1 Financial  
 
 None 
 
5.2 Legal  
 
 None 
 
5.3      Human Resources 
 
 None 
 
5.4 Section 17 (Crime Prevention)  
 
 None 
 
5.5 Human Rights Act 
 
 None 
 
5.6 Data Protection 
 
 None 
 
5.7 Risk Management  
 
 None 
 
5.8 Equality & Diversity 
 
 None 
 
5.9 Best Value 
 
 None 
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6         Appendices to the Report 

 
 Appendix 1 – Internal Audit Plan 2014-15 & IT Audit Plan 2014-15 
 Appendix 2 – Audit Needs Assessment 2014-15  
 Appendix 3 – Available Audit Resources 2014-15 
  
 
Background Papers 

• Audit Plan File  
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Appendix 1 

Audit Plan 2014-15 

Shared Service Audits 

Audit Area System Description 
Service 

Lead Officer 
Planned 

Days 

Total 
Risk 

Score 

Housing Benefits 

A review of the systems and procedures in 
place to assess entitlement and to make 
payments in relation to Housing & Council 
Tax Benefit.  

Head of 

Financial 

Management 

40 High 

Council Tax 

A review of the systems and procedures in 
place to calculate the liability, issue bills, 
collect income and monitor arrears in relation 
to Council Tax. 

Head of 

Financial 

Management 

20 
High 

National Non-
Domestic Rates 

A review of the systems and procedures in 
place to calculate the liability, issue bills, 
collect income and monitor arrears in relation 
to NNDR (business rates). 

Head of 

Financial 

Management 

20 
High 

Payroll 

A review of the systems and procedures for 
the accurate payment of employees and other 
costs associated with employment to other 
bodies e.g. Tax, NI and Pensions. 

Head of HR 25 
High 

Creditors 

A review of the systems and procedures in 
place to accurately pay all invoices for 
services and supplies used by the Council. 
This review will cover all aspects of the 
system not just the functions carried out by 
the Accounts Payable Team. 

Head of 

Financial 

Management 

25 
High 

Telecommunication 
Arrangements  

A review of the telecommunications provision 
including landlines and mobile phones.  

Head of 

Technology 
20 Medium 

Treasury 
Management 

A review of the systems and procedures in 
place to arrange and record the Council’s 
loans and investments and to ensure that the 
Council has sufficient cash flow to meet its 
needs and any surpluses are invested. 

Head of 

Financial 

Management 

20 
Medium 

Bank Reconciliation 
& Banking 
Arrangements 

A review of the Banking operation of the 
Council and the reconciliation of the bank 
account.  

Head of 

Financial 

Management 

20 
Medium 
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Audit Area System Description 
Service 

Lead Officer 
Planned 

Days 

Total 
Risk 

Score 

Budgetary Control & 
Budget Setting 

A review of the Council’s budgeting process 
including the delivering change policy option 
process and the ongoing arrangements to 
monitor actual spend against the Council’s 
budget. 

Head of 

Financial 

Management 

25 
Medium 

Benefits - 
Interventions Team 

A review of the Housing Benefit Interventions 
team. The team review high risk claims and 
those which we are aware may have had 
undeclared changes such as rises in 
occupational pensions to ensure that correct 
assessments are carried out.  

Head of 

Financial 

Management 

15 
Medium 

Procurement 

A review of the systems, procedures and 
strategy in place to support the Council’s 
purchasing processes, including tendering 
requirements, and evidencing value for 
money in purchasing. Including the Tendering 
Procedures. 

Head of 

Governance 
20 

Medium 

Reprographics (inc 
photocopiers) 

A review of the Council's reprographics 
functions used for printing committee papers 
and other printing/duplication requirements. 

Head of 

Technology 
15 

Medium 

Use of Purchasing 
Cards 

A review of the systems in place for the 
control and use of the Council's purchasing 
cards and for the recording and verification of 
purchases made by this method.  

Head of 

Financial 

Management 

15 
Medium 

Civil Contingencies 
(Emergency 
Planning, Business 
Continuity) 

A review of the systems and procedures to 
comply with the Council’s duties under the 
Civil Contingencies Act. Also the procedures 
established by the Council to ensure its 
functions can continue to be delivered after 
events such as a fire in the Civic Offices 

Head of 

Governance 
20 

Medium 
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Cannock Chase Specific 

Audit Area System Description 
Service Lead 

Officer 
Planned 

Days 

Total 
Risk 

Score 

Business Planning, 
Performance 
Management & 
Corporate Plans 

A review of the systems and procedures 
relating to the Council's Business Planning 
Process and the linkages from the 
Operational/Service Business Plans 
through to the Portfolio Delivery Plans and 
the Corporate Plan including the 
management of performance of PIs 

Chief Executive 20 Medium 

Grounds Maintenance 

A review of the management 
arrangements and contract monitoring of 
the Council’s and Grounds Maintenance 
provision 

Head of 
Commissioning 

15 
Medium 

Fleet Management & 
Garage Workshop 

A review of the operation and 
management of the Garage Workshop 
including the services provided to the 
Public and the operation of the Council's 
fleet of vehicles. 

Head of 
Housing & 

Waste 
Management 

15 
Medium 

Markets 
A review of the Council's Markets provision 
but excluding street markets.  

Head of 
Regeneration & 

Planning 
15 

Medium 

Environmental 
Protection/Pollution 
Control 

 A review of the operation of the Council’s 
responsibilities in relation to Environmental 
Protection and preventing and 
investigating pollution related incidents.  

Head of 
Environmental 

Health 
15 

Medium 

Local Authority Health & 
Safety Inspection & 
Enforcement 

Heath & Safety Inspections and 
Enforcement role of the Council.  

Head of 
Environmental 

Health 
15 

Medium 

Local Strategic 
Partnership 

A review of the arrangements that the 
Council has for working in partnership with 
others. Will include reviews of the 
governance arrangements and the 
partnership management procedures. 

Chief Executive 15 
Medium 

Rent Debit, Collection & 
Arrears 

A review of the systems and procedures in 
place to issue bills, collect income and 
recover arrears in relation to rents for 
Council Houses.  

Head of 
Housing & 

Waste 
Management 

15 
Medium 

Miscellaneous Housing 
Act Responsibilities & 
Empty Homes Scheme 

A review of the Councils arrangements for 
a variety of Private Sector Housing 
Responsibilities  including  multiple 
occupation, defective dwellings and  
Empty Property Responsibilities 

Head of 
Environmental 

Health 
15 

Medium 

Grants to Voluntary 
Organisations & 
Subscriptions 

A review of the financial grants issued by 
the Council to voluntary organisations and 
a review of subscriptions/membership  to 
groups etc. 

Head of 
Financial 

Management 
15 

Medium 

Pest Control & Dog 
Control 

A review of the systems and procedures in 
place to monitor the contracts which 
provide a range of pest control services 
within the district including the dog 
catching and kennelling provision. 

Head of 
Environmental 

Health 
15 

Medium 
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Audit Area System Description 
Service Lead 

Officer 
Planned 

Days 

Total 
Risk 

Score 

Civic Expenses, 
(Hospitality, Regalia, 
Chairman's Fundraising 
& Ball etc.) to include 
Town Twinning 

 A review of the operation of Civic 

expenditure and the Chairman’s 

fundraising activities and Ball.  
Chief Executive 

10 Medium 

Governance Framework 
Review of the Council's Governance 
Arrangements including Constitution, Code 
of Conduct, Gifts & Hospitality 

Head of 
Governance 

15 
Medium 

Health & Safety 
A review of the systems and procedures in 
place to manage the Council’s Health & 
Safety responsibilities. 

Head of 
Governance 

15 
Medium 

Urban Forestry 
Management & Tree 
Preservation Orders 

 A review of the operation and 
management of the Council’s Tree related 
responsibilities.  

Head of 
Commissioning 

15 
Medium 
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IT Audit Plan 

Audit Area System Description 
Service Lead 

Officer 

Planned 

Days 

Total 

Risk 

Score 

Theatre Booking 

System and Leisure 

Activities Booking 

System 

A review of the booking system used at 

the Gatehouse Theatre and a review of 

the system used to book Sports 

Development and Holiday Activities. 

(Including a review of the associated 

paypal account) 

Head of Leisure & 

Culture/Head of 

Technology 

(SBC only) 

10 High 

Webservers and 

Booking Systems 

Security 

A review of the security and set-up of the 

webservers and third party booking 

systems operated by the Councils. 

Head of 

Technology 
8 High 

Cloud Computing 

A review of the Council’s arrangements 

for Cloud Computing 
Head of 

Technology 
8 High 

Wireless Networks 
A review of the security and set-up of the 

Council’s wireless networks.  

Head of 

Technology 
10 High 

Upgrade/Patch 

Management 

(Thematic Review) 

A review of the Council’s arrangements 

for upgrading software and applying 

security and other patches from the 

suppliers.  

Head of 

Technology 
12  

Application 

Management & 

Operations 

(Thematic Review) 

A review of the processes and 

procedures used by the Council to 

operate and manage the various IT 

applications in use.  

Head of 

Technology 
12 High 

  Total 60  
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Appendix 2 

Audit Needs Assessment 2014-15 

Shared Service Audits 

Audit Area Service Lead Officer 
Planned 

Days 
Risk 

Category 

Housing Benefits Head of Financial Management 40 High 

Council Tax Head of Financial Management 20 High 

National Non-Domestic Rates Head of Financial Management 20 High 

Payroll Head of HR 25 High 

Creditors Head of Financial Management 25 High 

Telecommunications Costs  Head of Technology 20 Medium 

Treasury Management Head of Financial Management 20 Medium 

Bank Reconciliation & Banking 
Arrangements 

Head of Financial Management 20 Medium 

Budgetary Control & Budget Setting Head of Financial Management 25 Medium 

Benefits - Interventions Team Head of Financial Management 15 Medium 

Procurement Head of Governance 20 Medium 

Reprographics (inc photocopiers) Head of Technology 15 Medium 

Use of Purchasing Cards Head of Financial Management 15 Medium 

Civil Contingencies (Emergency 
Planning, Business Continuity) 

Head of Governance 20 Medium 

Grants Procedures (Grants to the 
Council) 

Head of Financial Management 10 Medium 

E-Payments & residual cash 
income 

Head of Financial Management 10 Medium 

Capital Strategy & Capital 
Programme 

Head of Financial Management 20 Medium 

Value Added Tax Head of Financial Management 20 Medium 

Capital Accounting Head of Financial Management 20 Medium 

Managing Absence Head of HR 15 Medium 

Leasing Head of Financial Management 20 Medium 

Staff Timekeeping & Leave  Head of HR 20 Medium 

Building Control & Inspection Head of Regeneration & Planning 15 Medium 

Sundry Debtors Head of Financial Management 25 Medium 

Recruitment & Selection 
Procedures 

Head of HR 15 Medium 

Staff Expenses Head of HR 20 Medium 

Housing Benefits Overpayment 
Team 

Head of Financial Management 15 Medium 

General Ledger Head of Financial Management 25 Medium 

Central Recharge Processes Head of Financial Management 14 Medium 

CRB Policy & Procedures Head of HR 10 Medium 

Training/Development,  Staff 
Appraisals & PETS 

Head of HR 14 Medium 

Court Fees & Recovery, Legal 
Admin & Case Management 
System 

Head of Law & Administration 14 Medium 

Housing Benefit Fraud Investigation 
team 

Head of Financial Management 20 Medium 

LTB Control Section (Include DIPS) Head of Financial Management 20 Medium 

Re-evaluation, Regrade  and 
Honoraria Procedures 

Head of HR 15 Medium 

Insurance Head of Governance 25 Medium 
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Audit Area Service Lead Officer 
Planned 

Days 
Risk 

Category 

Regulation of Investigatory Powers 
Act Compliance 

Head of Law & Administration 15 Medium 

Risk Management Head of Governance 15 Medium 

Car Loans/Leasing Head of HR 14 Medium 

Mortgages Head of Financial Management 14 Low 

       

 Total Days 740   

 

Cannock Specific Audits 

Audit Area Service Lead Officer 
Planned 

Days 
Rank 

Culture & Leisure Services Contract 
Monitoring (Client Function) 

Head of Commissioning 15 High 

Business Planning, Performance 
Management & Corporate Plans  

Chief Executive 20 Medium 

Grounds Maintenance Head of Commissioning 15 Medium 

Fleet Management & Garage 
Workshop 

Head of Housing & Waste 
Management 

15 Medium 

Markets Head of Regeneration & Planning 15 Medium 

Environmental Protection/Pollution 
Control 

Head of Environmental Health 15 Medium 

Local Authority Health & Safety 
Inspection & Enforcement 

Head of Environmental Health 15 Medium 

Local Strategic Partnership Chief Executive 15 Medium 

Rent Debit, Collection & Arrears 
Head of Housing & Waste 

Management 
15 Medium 

Miscellaneous Housing Act 
Responsibilities & Empty Homes 
Scheme 

Head of Environmental Health 15 Medium 

Grants to Voluntary Organisations 
& Subscriptions 

Head of Financial Management 15 Medium 

Pest Control & Dog Control Head of Environmental Health 15 Medium 

Civic Expenses, (Hospitality, 
Regalia, Chairman's Fundraising & 
Ball etc.) to include Town Twinning 

Chief Executive 10 Medium 

Street Cleansing 
Head of Housing & Waste 

Management 
15 Medium 

Governance Framework Head of Governance 15 Medium 

Health & Safety Head of Governance 15 Medium 

Asset Management Head of Regeneration & Planning 20 Medium 

Non-Housing Maintenance Head of Regeneration & Planning 15 Medium 

Urban Forestry Management & 
Tree Preservation Orders 

Head of Commissioning 15 Medium 

Electoral Registration & Elections Head of Governance 15 Medium 

Lease Holder Recharges 
Head of Housing & Waste 

Management 
5 Medium 

Land charges Head of Governance 15 Medium 

Private Sector Housing Grants Head of Environmental Health 15 Medium 

Community Engagement & 
Consultations 

Chief Executive 10 Medium 

Equality and Diversity Chief Executive 14 Medium 

Landscape Development Head of Commissioning 14 Medium 

Licensing & Hackney carriages Head of Environmental Health 15 Medium 
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Audit Area Service Lead Officer 
Planned 

Days 
Rank 

Customer Services (CRM, 
Reception etc.) 

Chief Executive 10 Medium 

Strategic Housing 
Head of Housing & Waste 

Management 
10 Medium 

Safeguarding Children & Vulnerable 
Adults 

Head of Commissioning 10 Medium 

Housing Property Services 
Head of Housing & Waste 

Management 
15 Medium 

Information Management Chief Executive 15 Medium 

Utilities Management Head of Regeneration & Planning 15 Medium 

Housing Maintenance  
Head of Housing & Waste 

Management 
20 Medium 

Refuse Collection and Recycling 
Head of Housing & Waste 

Management 
14 Medium 

Cleaning & Caretaking Provision Head of Regeneration & Planning   Medium 

Allocations & Voids 
Head of Housing & Waste 

Management 
15 Medium 

Property Management Head of Regeneration & Planning 14 Medium 

Scheme Managers and Sheltered 
Accommodation 

Head of Housing & Waste 
Management 

14 Medium 

Sale of Council Houses 
Head of Housing & Waste 

Management 
10 Medium 

Planning - Local Plan/Forward 
Planning 

Head of Regeneration & Planning 14 Medium 

Miscellaneous Engineering 
Functions (Christmas Decorations, 
Public Clocks, Bus Stations, Street 
Furniture & Land Drainage) 

Head of Housing & Waste 
Management 

9 Medium 

Democratic Services  Head of Governance 14 Medium 

Stores Function 
Head of Housing & Waste 

Management 
10 Medium 

Allotments Head of Commissioning 14 Medium 

Members Allowances, PCs  & Other 
Expenses 

Head of Governance 15 Medium 

Homelessness Provisions & 
Housing Options Team 

Head of Housing & Waste 
Management 

14 Medium 

Home Security Grants Head of Environmental Health 14 Medium 

Countryside Management & 
Rangers Service 

Head of Commissioning 14 Medium 

Mortuary & Assisted Burials Head of Environmental Health 15 Medium 

Cemeteries Head of Commissioning 15 Medium 

Car Parks & Decriminalised Parking 
Enforcement 

Head of Housing & Waste 
Management 

15 Medium 

Central Control ( Social Alarms &  
CCTV) 

Corporate Director 15 Medium 

Localism Act and Transparency 
Agenda arrangements 

Corporate 10 Medium 

Estate Management &  Caretakers 
Head of Housing & Waste 

Management 
15 Medium 

Development Control (Planning 
Applications & Enforcement) 

Head of Regeneration & Planning 14 Medium 

Tenant Participation 
Head of Housing & Waste 

Management 
5 Medium 

Support Services Admin Chief Executive 15 Medium 

Economic Development & Tourism 
(Including the LEP) 

Head of Regeneration & Planning 14 Medium 
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Audit Area Service Lead Officer 
Planned 

Days 
Rank 

Public Relations & Communications Chief Executive 15 Medium 

Public Health & Other Enforcement Head of Environmental Health 10 Medium 

Food Safety Inspections and 
Enforcement  

Head of Environmental Health 15 Medium 

     

 Total Days 733   

 



Appendix 3

General 

Audit 

Total

IT Audit 

Support

Total 

Days

5.6

In House Total Days 1460 1460

0 0

In House 1460 1460

Plus External Support 0 60

Days Available 1460 60 1520

Less Non Operational (Leave, training etc) 386 386

Chargeable Days 1074 60 1134

Chargeable Work

Financial Appraisals 9 9

Fraud 10 10

Advice, Consultancy 60 60

Contingency Budget 60 60

Follow-ups 30 30

Audits 905 60 965

Chargeable Days 1074 60 1134

Allocation of Resources to Audit Plan Requirements

Shared Service Audits 305

Cannock Chase Specific Audits (see breakdown below) 268

Stafford Specific Audits 332

IT Audit Plan 60
Total Days 965

Cannock Chase Specific Days

Audit Plan Items 228

Project/Contract Reviews 40
268

Staffing of the Team (Excludes Chief Internal Auditor)

Available Audit Resources 2014-15
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Report of: Chief Internal 
Auditor 

Contact Officer: Stephen 
Baddeley 

Telephone No: 4415 
 

Report Track:  Audit & 
Governance 
Committee  

 
 

Audit & Governance Committee 

1st April 2014 

Confidential Reporting, Anti-fraud & Bribery and  
Anti-Money Laundering Frameworks 

 
 

1 Purpose of Report 

 
1.1 To seek Members approval for the adoption of: 

• the revised Confidential Reporting Framework; 

• the revised Anti-fraud and Bribery Framework; and 

• an Anti-Money Laundering Framework. 
 
These three policies set-out a framework for the identification, reporting and 
investigation of improper behaviour towards the Council.  

  

2 Recommendations 

 
2.1 That the Committee recommends to Cabinet the adoption of the Anti-fraud 

and Bribery Framework; the revised Confidential Reporting Framework and 
the Anti-Money Laundering Framework. 

 
 

3 Key Issues and Reasons for Recommendation 

 
3.1 The Council has existing Anti-Fraud and Confidential reporting frameworks 

which were last approved in 2009. Since that time there have been a number 
of changes in legislation and best practice including the introduction of the 
Bribery Act and changes to the law surrounding protection to employees for 
Whistleblowing. The policies have been updated to reflect these changes.  

 
3.2 The Council has not previously adopted a Money Laundering framework or 

offered direct guidance and support to its employees on the identification and 
reporting of suspected money laundering since the Proceeds of Crime Act was 
introduced. Although the Council is not part of the Regulated Sector which are 
required to have detailed formal procedures in place it is seen as best practice 
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to have a policy in place. The attached Anti-Money Laundering Framework 
has therefore produced to provide a reporting mechanism as well as support 
to employees.  

 
3.3 The Confidential Reporting Framework provides a clear, documented route by 

which anyone, whether internal or external to the Council, can report concerns 
about illegal, improper or dangerous activities and provides protection where it 
is available against harassment and victimisation for doing so. It sits as a 
front-end process which can provide a route to raise concerns in confidence 
into a number of Council policies and processes. 

 
3.4 The Anti-fraud and Bribery Framework provides information relating to the 

Council’s stance on fraud and bribery and set-out the processes that will be 
used to investigate and where necessary prosecute any fraud or bribery 
identified. It also sets-out the proactive work undertaken to minimise the 
Council’s chances of falling victim to fraud or bribery.  

 
3.5 The Anti-Money Laundering Framework sets out the actions the Council will 

take to minimise its exposure to money-laundering as well as providing a route 
by which suspicious activity can be reported. The framework also sets-out the 
actions the Council will take when money-laundering activity is identified to 
ensure compliance with the necessary legislation.  

 
 

4 Report Detail  

 
4.1 The Confidential Reporting, Anti-fraud and Bribery and Anti-money laundering 

Frameworks are closely aligned policies provide key reporting frameworks 
which establish secure, independent mechanisms by which anyone can raise 
valid concerns in confidence relating to any improper, illegal or other 
unacceptable behaviour. They provide a key element of the Council’s 
Corporate Governance arrangements.  
  

4.2 Once approved they will be circulated to all those within the organisation as 
well as being publically available on the Council’s website. 
 

4.3 The policies have been circulated to managers and the Trade Unions for 
consultation. No adverse comments have been received.  
 

4.4 The policies will be reviewed on a regular basis and will be updated and 
reissued periodically. The operation of the policies will be overseen by the 
Chief Internal Auditor and Head of Governance to ensure they are operating 
effectively. 

 
Confidential Reporting Framework 

 
4.5 The Council introduced a Whistleblowing policy in 1998 to comply with the 

Public Interest Disclosure Act 1998 and this was updated and expanded in 
2009 with the introduction of the Confidential Reporting Framework which 
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provided a similar route by which anyone could raise concerns in addition to 
employees who had statutory protection.  
  

4.6 The policy has been reviewed and updated to reflect the changes in statutory 
protection following the Enterprise and Regulatory Reform Act 2013 which 
introduced a requirement for the whistle-blower to show that the disclosure 
was “in the public interest” and removed protection for concerns raised in 
“good faith”. However, the Council’s framework still offers a wider avenue for 
genuine concerns to be raised about inappropriate, illegal and improper 
activity than those which can gain statutory protection.  
 

4.7 The policy promotes an open route by which any employee, Member, 
contractor, supplier or the general public can raise concerns about any activity 
involving the Council which may be illegal, improper or dangerous. This 
includes theft, fraud, bribery, health & safety breaches, contract rigging, and 
inferior supply of work/goods etc. 
 

4.8 The framework supplies a number of central points of contact who can take 
the concerns and pass them through to be investigated or dealt with by the 
most relevant policy or process. This could be disciplinary process, referral to 
the Police, investigation by the Health & Safety Officer etc. The framework 
includes protection of the individual who raised the concern from harassment 
and victimisation and allows their identity to be withheld where possible.  
 
Anti-Fraud & Bribery Framework 

 
4.9 The Council introduced and Anti-fraud and Corruption policy in 1998 and this 

was updated and expanded in 2009 with the introduction of the Anti-fraud and 
Corruption framework.  

 
4.10 Following the introduction of the Bribery Act in 2010 the Council needed to 

revise the policy and make its stance in relation to bribery more explicit as well 
as providing clear guidance to staff on how to identify and avoid bribery 
offences. The Anti-fraud and Bribery Framework has been written to include 
more detailed and explicit references to bribery and wider advice to ensure 
employees are aware of actions to take to avoid becoming involved in 
fraudulent activity or bribery.  
 
Anti-Money Laundering Framework 
 

4.11 This is a new policy for the Council which seeks to provide a central source of 
guidance to all Council employees on the identification of money laundering 
activity and actions to take it if they come across suspicious activity.  
  

4.12 The policy also introduces a small number of key contacts within the Council 
who will act as the liaison with the National Crime Agency for the reporting of 
any suspicious activity.  
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5 Implications 

 
5.1 Financial  
 
 There are no direct financial implications arising from this report.  
 
5.2 Legal  
 

The Council is charged with various statutory duties and responsibilities and is 
further required to account for the manner in which it discharges those duties 
and responsibilities. The adoption of these policies by the Council will assist in 
the good governance of the Council and mitigate the Council’s risk of being 
exposed to liability. 

 
5.3      Human Resources 
 

These policies will complement existing HR policies for dealing with grievance 
and disciplinary matters and the Council’s Code of Conduct for employees. 

 
5.4 Section 17 (Crime Prevention)  
 

The policies are all designed to prevent, detect or investigate criminal offences 
and other improper acts carried out against the Council or by those employed 
or working with the Council. As such they provide a contribution to crime 
prevention.  

 
5.5 Human Rights Act 
 
 None 
 
5.6 Data Protection 
 
 None 
 
5.7 Risk Management  
 

Managers are responsible for ensuring that there are adequate arrangements 
in place to prevent and detect fraud, bribery or other improper acts. Internal 
Audit also carries out reviews to assess the effectiveness of those internal 
controls. These policies will assist managers in providing a robust control 
environment as well as provide a number of ways that employees and others 
can raise concerns in confidence that they will be taken seriously. As such the 
risk of the Council becoming victim of fraud, bribery or other failings is 
reduced.  

 
5.8 Equality & Diversity 
 

The policies have all been subjected to an Equality & Diversity Impact 
Assessment which has not highlighted any areas of concern. An ongoing 



 ITEM NO.   8.5 
 

review of the policies will be carried out to ensure that they remain open and 
accessible to all and no unforeseen equality & diversity implications arise. 

 
5.9 Best Value 
 
 None 
 
 

6         Appendices to the Report 

 
 Appendix 1 – Anti-Fraud & Bribery Framework 
 Appendix 2 - Confidential Reporting Framework 
 Appendix 3 – Anti-Money Laundering Framework. 
 
 
Background Papers 

• Equality & Diversity Impact Assessments 
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Policy Statement 

 
The Council has a zero tolerance to fraud and bribery. 

 
The Council will take positive action regarding any improper 
practices that are identified and will deal with perpetrators from 
within and outside the Council. 
 
The Council will consider taking legal and/or disciplinary action 
where there is evidence of fraud or briberyoccurring. This will 
include referring matters to the Police for criminal investigations.   
 
It is expected that Members and employees at all levels will adopt 
the highest standards of propriety and accountability and will 
lead by example in ensuring adherence to rules, procedures and 
agreed practices 
 
Employees and Members will not pay bribes or offer improper 
inducements to anyone for any purpose; they will also not accept 
or solicit bribes or improper inducements. 
 
The Council also expects that individuals and organisations (e.g. 
the public, suppliers/contractors), which it comes into contact 
with, will act towards the Council with integrity and without 
thought or actions involving fraud or bribery. The Council in turn 
will endeavour to ensure that all of its dealings will be on the 
same basis.  
 
The protection of the public purse is everyone’s responsibility. 
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1 INTRODUCTION 
 
1.1 This framework represents a commitment by the Council to protect public 

funds and to ensure that all Council activities are carried out in accordance 
with the principles of openness, honesty and integrity.  

  
1.2 In carrying out its functions and responsibilities the Council is fully 

committed to deterring fraud and bribery, whether it is attempted on or from 
within the Council. The Council is committed to an effective anti-fraud and 
bribery strategy designed to:- 

 

• limit, as far as possible, the opportunities to commit fraudulent acts – 
prevention; 

• enable any such acts to be detected at an early stage; and 

• deal with any subsequent investigations in a prompt, thorough and 
professional manner. 

 
1.3 The Fraud Act 2006 defines fraud as :- 

 
“the intention to make gain or cause loss by false representation, 
failing to disclose information or abuse of position.” 

 
1.4 The Bribery Act 2010 defines bribery as:- 

 
“the giving or taking of a reward in return for acting dishonestly 
and/or in breach of the law. The reward could relate to money, 
payment in kind, goods or services” 

 
1.5 There are four offences under the Bribery Act :- 
 

• The giving or offering of a bribe 

• The request for or acceptance of a bribe 

• Bribing a foreign public official 

• The failure of a commercial organisation to prevent bribery 
  
1.6 This framework outlines the mechanisms whereby the Council will deliver its 

policy commitment to its partners, customers, contractors and to the general 
public. It also contributes to the Council’s defence against an allegation of 
failure to prevent bribery. The framework covers a series of measures 
designed to frustrate any attempted bribery or fraudulent act, these are 
grouped under the following headings:- 

 

• Culture 

• Prevention 

• Detection and Investigation 

• Training 
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1.7 The Council’s Confidential Reporting framework also encourages everyone 
to disclose concerns about potential fraud and bribery and therefore should 
be read alongside this framework.  

 
1.8 If Members, managers, employees1 or members of the public are unsure of 

the appropriate action to take in relation to the items contained in the 
framework then they should contact one of the officers detailed at 2.12 for 
advice and guidance. 

 

                                                 
1
 The term employees covers Agency Staff, Temporary Workers, Casuals and Volunteers. 
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2 CULTURE 
 
2.1 The culture and tone of the Council will continue to be one of honesty and 

opposition to fraud and bribery.  
 
2.2 The culture and procedures established by the Council are intended to 

ensure that high standards in public life are embedded throughout the 
Authority. It is expected that Members and employees at all levels will adopt 
the highest standards of propriety and accountability and will lead by 
example in ensuring adherence to rules, procedures and agreed practices. 

 
2.3 Some examples of the rules and procedures include:- 
 

• Financial Regulations & Contract Procedure Rules  

• Codes of Conduct for employees and Members (including guidance on 
gifts & hospitality and declarations of interest) 

• Scheme of Delegations 

• HR Policies and Procedures 

• Departmental policies and working practices 
 
2.4 The Council also expects that individuals and organisations (e.g. the public, 

suppliers/contractors), which it comes into contact with, will act towards the 
Council with integrity and without thought or actions involving fraud or 
bribery. The Council in turn will endeavour to ensure that all of its dealings 
will be on the same basis. The protection of the public purse is everyone’s 
responsibility. 

 
2.5 All Members and employees play an important part in creating and 

maintaining the culture within the Council. Everyone is therefore positively 
encouraged to raise any concerns that they may have regarding fraud and 
bribery in any of the activities of the Council in the knowledge that such 
concerns will, wherever possible, be treated in the strictest confidence and 
investigated properly. 

 
2.6 All Members and employees should act appropriately in all dealings and 

guidance on appropriate behaviour is available in the form of Codes of 
Conduct for Members and employees and in some cases service specific 
policies and codes of practice. Departments will review the risk of fraud and 
bribery and where necessary develop specific guidance to reduce the 
opportunities available or increase detection of offences.   

 
2.7 The Council will take a robust approach in all cases of suspected financial 

malpractice, fraud or bribery and will always seek to refer cases of 
suspected fraud and bribery to the Police for investigation.  
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2.8 Any Member or employee who attempts to defraud the Council, who acts 
corruptly or who is involved in bribery will be dealt with swiftly. Where 
appropriate following proven fraud or bribery the Council will implement its 
disciplinary procedures or make a referral under the Standards process for 
Members. Any investigation of an employee would follow the Council’s 
disciplinary process and any investigation of Members would follow the 
Standards Process.  

 
2.9 Where it is found that fraud or bribery has occurred due to a breakdown in 

the Council’s systems or procedures, Management will ensure that 
appropriate improvements in systems of controls are implemented in order 
to prevent a reoccurrence. 

 
2.10 Unless there are good reasons to the contrary, any allegations received by 

way of anonymous letters or telephone calls will be taken seriously and 
investigated in an appropriate manner. Further information on the protection 
that is offered to employees and others who raise concerns is contained in 
the Council’s Confidential Reporting framework. 

 
2.11 The Council needs to ensure that any investigation process is not misused 

and, therefore, any abuse of procedures such as raising malicious and 
unfounded allegations may be dealt with as a disciplinary matter. 

 
Reporting Concerns – Employees / Elected Members 

 
2.12 Employee concerns should be raised in the first instance directly with your 

supervisor, Service Manager, member of Leadership Team. If the individual 
feels that this is not appropriate then any of the following people may be 
approached:- 

 

 
2.13 Elected Members may choose to raise their concerns with any of the above 

or the Chief Executive. 
 

2.14 In certain circumstances you may wish to contact an appropriate external 
body – e.g. Trade Union to raise the concern on your behalf. 

 
 Reporting Concerns – Members of the Public, Suppliers, Contractors 

 
2.15 Members of the public and the Council’s suppliers/contractors are also 

encouraged to report concerns to the Council via the any of the contacts in 
the table at 2.12. 

Post Telephone 
Chief Internal Auditor 01543 464415 
Head of Governance 01543 464411 

S151 Officer (Head of Financial Management) 01543 464334 
Monitoring Officer (Head of Law & Admin) 01785 619204 



Anti-Fraud and Bribery Framework 

 

                                                                           Page 6 
 

 
For Housing Benefit Fraud Allegations the Benefit Fraud Investigation 
Team should be contacted on 01785 619447 
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3 PREVENTION 
  
3.1 The Council is required to establish procedures for the scrutiny of its own 

functions to ensure that there are proper arrangements in place to 
administer the Council’s financial affairs. This internal scrutiny occurs as a 
result of :- 

 

• Responsibilities arising from section 151 of the Local Government Act 
1972 responsibilities and Section 114 Local Government Finance Act 
1988; 

• the establishment of a sound Internal Audit function in accordance with 
the Accounts and Audit Regulations 2011; and 

• the responsibilities placed on the Monitoring Officer under Section 5 of 
the Local Government and Housing Act 1989. 

  
3.2 The Council’s activities are also subjected to a high degree of external 

scrutiny by others including:- 
  

• Local Government Ombudsman; 

• National Audit Office; 

• External Auditors 

• Central Government Departments; 

• HM Revenues and Customs; and  

• The general public. 
  
3.3 In order to ensure the Council is able to effectively target its resources and 

not create overly burdensome procedures in areas where the risk of fraud 
or bribery is low each service area will conduct an assessment of its risk in 
these areas. These risk assessments will be documented by the Service 
Manager and periodically reviewed to ensure that they reflect any changes 
in the level of exposure. 
 
Employees  
 

3.4 The Council recognises that a key preventative measure in dealing with 
fraud and bribery is to take effective steps at the recruitment stage to 
establish, as far as possible, the honesty and integrity of potential 
employees. This applies to permanent, temporary and casual posts where 
identity checks and asylum/immigration checks are performed as part of the 
induction process. 

  
3.5 The Council has a formal procedure for recruitment and it is important that 

this is complied with, especially in relation to the verification of all 
qualifications and the obtaining of written references to ascertain the 
honesty and integrity of potential employees. The Council will follow an 
open and fair recruitment process without favouritism or canvassing for all 
posts. 
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3.6 The Council’s Financial Regulations, Contract Procedure Rules and Code 
of Conduct for Employees govern all employees. In addition to the Council’s 
rules many employees will also be required to comply with the standards 
and ethical requirements laid-down by their professional bodies. These key 
policies provide the operational framework for the Council and create a 
culture which seeks to minimise the risk of fraud or bribery occurring.  

 
3.7 All employees must ensure that they declare all outside interests in 

accordance with the Code of Conduct for Employees and any departmental 
policies. Employees need to ensure personal integrity in all transactions. 
Where a conflict of interest may occur then the employee should not 
become involved in the transaction and should inform their line-manager.  

 
3.8 All private employment/outside commitments performed by employees must 

be declared to the Council and approved in advance. Private work should 
be carried out in hours when the employee is not employed by the Council 
and should not be conducted from Council Premises or using Council tools 
and equipment. Further details on private work can be found in the Code of 
Conduct for employees.  
 

3.9 Public duties are slightly different and the Council has a separate policy 
which allows a set amount of paid time off to conduct these duties where 
they are recognised public duties (e.g. School Governors, Magistrates). 
However public duties must still be declared as an outside interest.  

 
3.10 Employees need to ensure that declarations relating to outside interests 

and private works are kept up to date with any changes as and when they 
occur.  

 
3.11 Employees must never accept gifts of cash regardless of the value. It is a 

serious criminal offence for an employee to receive any fee or reward other 
than their proper remuneration for carrying out their duties.  

 
3.12 Employees also need to follow the Council’s rules set out in the Code of 

Conduct on the giving of gifts, hospitality and sponsorship to other 
individuals and organisations.  

 
3.13 An employee should not seek or offer any incentive or reward in return for 

acting in a particular way or reaching a particular decision as this would 
constitute a criminal offence under the Bribery Act. 

 
Managers (Service Managers & Leadership Team) 

 
3.14 All Mangersshould lead by example and ensure that there is a zero 

tolerance approach to fraud and bribery within the Council. Managers 
should ensure that their staff and all suppliers, contractors and partner 
organisations that they work with are aware of this policy and any 
responsibilities that are placed on them.  
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3.15 Managers are responsible for ensuring that all internal controls within their 

area of responsibility are effectively maintained. They should investigate 
any potential weakness in these controls due to factors such as the level of 
vacancies, sickness absence or annual leave and where possible look to 
ensure controls remain effective and operational. 

 
3.16 The Council has developed and is committed to continually improving 

systems and procedures incorporating efficient and effective internal 
controls, including the provision of adequate separation of duties. Service 
Managers have a responsibility to ensure that all systems of internal control, 
including those in a computerised environment, are operating effectively 
and documented adequately.  

 
3.17 All processes and activities need to be designed to be open and transparent 

and be designed to reduce the opportunities for fraud, bribery or corrupt 
acts to occur. Managers are encouraged to consult with Internal Audit when 
they are looking to change working methods to ensure appropriate controls 
are built in. 

 
Elected Members 

 
3.18 The activities and conduct of Members are governed by :- 
  

• the Council’s Constitution;  

• Code of Conduct for Members; 
 
3.19 These matters are specifically brought to the attention of Members in the 

Induction pack and include the declaration and registration of potential 
areas of conflict. Members are advised of new requirements on them as 
and when they occur by the Monitoring Officer and Democratic Services. 

  
3.20 Members must ensure that they act appropriately in all circumstances and 

should not seek or offer any incentive or reward in return for acting in a 
particular way or reaching a particular decision. Members may be acting 
corruptly if they attempt to use their position as an elected member for their 
own or anybody else’s personal gain or loss. This could also constitute an 
offence under the bribery act. 

 
3.21 It is important that all Members promptly complete and return their 

Declaration of Interests upon election and at any time when there are 
changes to their outside interests in accordance with the Code of Conduct. 
Any failure to declare an interest may lead to action being taken against the 
Member under the Standards process.  

 
3.22 Members must also comply with the rules relating to the receipt of gifts and 

hospitality when considering if they can be accepted or not. Any gift must be 
declared in the gifts & hospitality register in the Gifts & Hospitality Register 
in accordance with the Council’s Code of Conduct for Memebrs.  
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Contractors/Suppliers  
  
3.23 The Council expects contractors and suppliers to have a zero tolerance 

approach to fraud and bribery and to establish appropriate procedures to 
ensure that their dealings with the Council are open and honest. We expect 
all contractors delivering services on behalf of the Council to establish 
appropriate anti-fraud & bribery policies and to have reporting routes for 
concerns to be raised.  

  
3.24 Prospective contractors and suppliers will be vetted as part of the 

Procurement selection process. The Council has a mandatory obligation 
under Regulation 23 of the Public Contracts Regulations 2006 to exclude 
suppliers of work, goods, materials or services from bidding for public sector 
contracts when they or a Director has been convicted of a fraud or bribery 
offence.  
 
Role Conflict and Separation 

 
3.25 Members and employees must always ensure that they avoid situations 

where there is a potential role conflict. Such situations can arise where 
there is externalisation of services or tendering situations. Members or 
employees close friends/relations may work for companies tendering for 
work being let by the Council and it is therefore necessary to be open and 
honest where such conflicts occur.  The relevant declarations of interest 
should be made and you should consider withdrawing yourself from the 
decision making process. Members and employees are encouraged to seek 
advice and to err on the side of caution if they feel that they may have a 
conflict of interest in a decision being made that would benefit themselves 
or a close friend or relation.  

 
3.26 Effective role separation will ensure that the decisions made by the Council 

are based upon impartial advice and avoid questions about the improper 
disclosure of confidential information. This is particularly important where 
one part of the Council may be tendering for a Council contract in 
competition with external companies. 

  
 Systems 

 
3.27 The Council’s Code of Conduct for Employees and Financial Regulations 

along with other Council documents and policies require employees to act 
in accordance with best practice. 

  
3.28 The Head of Financial Management has a statutory responsibility under 

Section 151 of the Local Government Act 1972 to ensure the proper 
administration of the Council’s financial affairs. The Council’s Financial 
Regulations and Contract Procedure Rules which outline systems, 
procedures and responsibilities are widely distributed to employees and 
should be complied with at all times. 
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3.29 The Internal Audit Section independently monitors and reviews the internal 
control systems established by managers in accordance with the Audit 
Plan. 

 
 Co-operation with Others 

 
3.30 Arrangements are in place to encourage the exchange of information on 

national and local fraud and bribery activity in relation to Local Authorities 
with external agencies such as:- 

  

• the Police; 

• Internal Audit Groups; 

• National Audit Office;  

• the National Anti-Fraud Network;  

• The National Fraud Authority; 

• the Serious & Organised Crime Agency; and 

• Government Departments and Agencies. 
 

3.31 The Council is a statutory participant in the National Fraud Initiative (NFI). 
The Council submits data that it holds on various systems such as Housing 
Benefits, Insurance Claims, Creditor Payments and Housing Rents. This 
data is then matched with data provided by other public sector bodies to 
identify potential frauds. More information on the NFI can be found on the 
Council’s website http://www.cannockchasedc.gov.uk/NFI.  
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4 DETECTION AND INVESTIGATION 
  
4.1 There are numerous systems of control in place to deter fraud and bribery, 

but it is often the vigilance of employees and members of the public that 
aids detection. Frauds are often discovered by chance or following a “tip-off” 
and arrangements are in place to enable such information to be dealt with 
appropriately. The process for following up information is contained in the 
Fraud Response Plan below. 

 
4.2 All cases of suspected or proven fraud, bribery or other impropriety (with the 

exception of Housing Benefit Frauds) must be notified to the Chief Internal 
Auditor as soon as possible to ensure that a central record is maintained 
and to determine whether further work is needed to examine the 
appropriateness of the control framework in place in the area. Any 
suspected fraud, bribery or corrupt practice involving elected Members will 
be reported to the Monitoring Officer by the Chief Internal Auditor.  

 
4.3 Early reporting is essential to the success of this strategy and the swift 

referral of cases of suspected fraud or bribery to the Chief Internal Auditor 
will:- 

 

• ensure the consistent treatment of information regarding fraud and 
bribery; 

• ensure the proper implementation of a fraud investigation in accordance 
with the Council’s Fraud Response Plan; and 

• allow for the identification of any implications in relation to Money 
Laundering/Proceeds of Crime Act and the relevant external notifications 
to be made. 

 
 

Fraud Response Plan (Excluding Housing and Council Tax Benefit Fraud) 
 

4.4 Usually, an initial investigation will be carried out which will aim to confirm or 
disprove the initial suspicion or allegation by obtaining and thoroughly 
evaluating all material evidence so as to establish the facts. Where 
observations or surveillance are required this will be properly authorised 
and carried out in accordance with the Regulation of Investigatory Powers 
Act and the Council’s own policy. 

 
4.5 The investigation will aim to: - 
  

• identify all those involved; 

• collect and record all evidence to support the allegation, and ensure that 
it is held securely; 

• liaise as necessary with the relevant member of Leadership Team and 
outside agencies where appropriate  
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4.6 The Head of Financial Management, as s151 Officer, has the authority to 
determine whether to refer allegations of suspected fraud and bribery to the 
Police for prosecution. In most cases the Police will be invited to carry out a 
fraud or bribery investigation.  Where the Police decide to investigate the 
Internal Audit section will work with alongside them to conduct an internal 
investigation and disciplinary action will be taken at the appropriate time.  

 
4.7 At the conclusion of the investigation a report will be made to the Chief 

Executive, the relevant member of Leadership Team and the 
s151Officer/Monitoring Officer. If one of these Officers is potentially 
implicated in the investigation then they will be excluded from the reporting 
process. 

  
4.8 All employees engaged in the investigation of potential fraud and bribery will 

ensure that the strictest standards are adhered to, in particular regarding 
the confidentiality of the investigation. This is especially important due to the 
fact that: -  

 

• Allegations and suspicions may turn out to be unfounded and hence 
embarrassment for the accused and the Council is spared; 

• Where fraud has occurred breaches in confidentiality could alert the 
suspect and give them the opportunity to cover their tracks or destroy 
evidence. 

 
4.9 Employees - In accordance with the Council’s Disciplinary Policy & 

Procedures, management has the prime responsibility for investigations into 
the conduct of employees. However in accordance with Financial 
Regulations, the s151 Officer (Head of Financial Management) has 
responsibility for organising the investigation of suspected fraud or bribery. 
In most cases an appropriate officer and/or the Head of Governance/the 
Chief Internal Auditor will be appointed as joint Investigating Officers and 
the investigation will be conducted and reported to management in 
accordance with the Council’s Disciplinary Scheme.  
 

4.10 Member – Investigation of Members will be carried out by the Head of 
Governance/Chief Internal Auditor in consultation with the Monitoring 
Officer. The outcome of investigations will be referred where relevant to the 
Standard Committee.   

 
4.11 External Frauds- Where the allegation of fraud does not implicate an 

employee then the Head of Governance or the Chief Internal Auditor will 
conduct the investigation.  
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Housing & Council Tax Benefit Fraud 

 
4.12 Housing and Council Tax Benefit Frauds are normally investigated by the 

Benefit Fraud Investigation Team and are covered by the separate 
investigation and sanctions policy. However where the Housing Benefit 
fraud involves a Member the Chief Executive and the Monitoring Officer will 
be consulted and kept informed. The Chief Internal Auditor, Head of 
Governance and HR Manager will be consulted and kept informed in 
relation to any Housing Benefit Fraud committed by employees. Members 
or employees found to have committed housing benefit fraud may also be 
subject to Standards or disciplinary action. 

 
Prosecution Policy 

 
4.13 The Council will look to prosecute all those accused of committing fraud, 

theft, or bribery against the Council. In most cases the Council will refer the 
matter to the Police for an independent prosecution.  

 
4.14 The prosecution of Housing and Council Tax Benefit Fraud will be pursued 

in accordance with the Sanctions Policy. 
 
4.15 Where an employee is found to have been involved in fraudulent or corrupt 

activity or bribery the Council will look to take further action in accordance 
with the Disciplinary Policy. Where Members are found to be involved in 
fraudulent or corrupt activity the Monitoring Officer will be informed and the 
matter will be referred for a Standards Investigation.  

 
4.16 Where a genuine mistake or error is discovered the Council will not look to 

prosecute but will provide training and advice to the employee/Member and 
possibly look to revise systems and procedures to prevent similar actions 
occurring in the future. 

 
Support for Witnesses During An Investigation/Prosecution 

 
4.17 The Council recognises that the decision to report a concern or to give 

evidence as part of an investigation is often a difficult one to make not least 
because of the fear of reprisal from those responsible for the malpractice. 
However, where there are genuine concerns then the witness has nothing 
to fear as they are fulfilling a duty to the Council and to those for whom it 
provides services.  
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4.18 The Council will be as supportive as possible to witnesses during an 
investigation. Harassment and victimisation (including informal pressure) 
will not be tolerated. If as a result of providing evidence in good faith the 
witness experiences any pressure the Council will take action to protect 
them. Any employee or Member who is found to be victimising anyone who 
is providing evidence to an investigation may face action under the 
Standards or disciplinary procedures. 

 
4.19 The Council will take all possible steps to maintain the confidentiality of a 

witness throughout the process where they have expressed a preference 
for their name not to be disclosed. However it is recognised that this may 
not always be possible. In the event that the investigation requires 
confidentiality to be broken then the witness will be informed in advance.  

  
4.20 The Council will take steps to minimise any difficulties that the witness may 

face as a result of providing evidence to an investigation. For example, 
where the person is required to give evidence at a criminal or disciplinary 
proceeding then the Council will arrange for them to receive advice and 
support about the process that they will have to go through. 
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5 TRAINING & INFORMATION 
  
5.1 The Council acknowledges the importance of ensuring that Members and 

employees are fully aware of their personal responsibilities, and will ensure 
appropriate training is provided. 

 
5.2 There are a number of key documents which set-out responsibilities and 

these include:- 
 

• Codes of Conduct for Members 

• Code of Conduct for Employees (including Gifts and Hospitality 
Guidelines) 

• Financial Regulations & Contract Procedure Rules 

• Confidential Reporting Policy 

• The Constitution 

• Relevant Professional Ethical Codes or frameworks. 
 
5.3 The Chief Internal Auditor will ensure that all employees are made aware of 

their responsibilities under this policy as part of their induction process as 
well as ensuring that they are aware of the relevant reporting procedures. 

 
5.4 The Council recognises that the continuing success of this strategy and its 

general credibility will depend largely on the effectiveness of programmed 
training and responsiveness of employees throughout the organisation. 

 
5.5 Managers will also ensure that all contractors/suppliers are aware of the 

existence of this framework and their responsibilities under it. 
 
5.6 This framework will also be made available to contractors and the public by 

publishing it on the Council’s website. 
 
5.7 In addition to the above actions the Council will review its services to 

identify those most at risk of bribery, fraud and bribery and where necessary 
develop additional guidance and procedures to address any significant risks 
identified.  
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6 Monitoring & Review 
  
6.1 The Council has in place a clear network of systems and procedures to 

assist it in dealing with fraud and bribery. 
 
6.2 The Head of Governance will maintain a continuous overview of the 

arrangements in place to ensure that they are consistently applied and that 
all action taken is proportional. This framework will be reviewed and 
updated periodically to follow best practice and other changes. 

 
6.3 Monitoring on the application of the framework, including allegations not 

proven or false allegations will be carried out. This will include monitoring of 
equality and diversity issues in relation to the person who has an allegation 
made against them and in relation to the ultimate outcome of any 
investigations. Information that may be recorded includes age, gender, 
race, disability, etc. However it may not be possible to obtain all information 
for all cases.  

 
6.4 This information will be used to monitor trends and to ensure that the policy 

is applied equally to all and in particular that decisions to prosecute or take 
other action are consistently applied. 

 
 
7 ASSOCIATED POLICIES 
  
7.1 Other associated Council Policies:- 
  

•••• Confidential Reporting Framework 

•••• Disciplinary Policy 

•••• Codes of Conduct for Members & Employees 

•••• Regulation of Investigatory Powers Policy 
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This policy can be provided in Braille, on audio cassette tape/disk, large print and 
in the following languages Bengali, Gujarati, Chinese, Urdu, Punjabi and Polish  

on request to Cannock Chase Council on 01543 462621. 

 
Ten dokument jest dostępny na żądanie w twoim języku 

? = 01543 462621 
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Policy Statement 

 
Cannock Chase District Council is committed to ensuring that all 
of its activities are conducted ethically, honestly and with the 
highest possible standard of openness and accountability so as 
to protect everyone’s safety and secure the proper use of public 
money. 
 
It is recognised that employees, Members, the public and 
contractors/suppliers who deal regularly with the Council are 
often the first to realise that there may be something seriously 
wrong. 
 
The Council expects its employees, Members and others that we 
deal with to come forward and raise their concerns about any 
Council activity.  
 
The Council will seek to protect individuals raising concerns in 
the Public Interest from harassment or victimisation; 
confidentiality will be maintained as far as is possible and within 
any requirements of the law. 
 
The Council is committed to investigating and responding to any 
concerns raised as fully as is possible. 

 

 
WHAT IS CONFIDENTIAL REPORTING? 
 
The Confidential Reporting framework is an early warning system that can 
alert the Council to such things as :- 
 

• someone  defrauding the Council; 

• faulty machinery or unsafe working practices being used by employees 
or contractors; 

• people abusing their positions via discrimination or harassment, 

• illegal activities;  

• concerns relating to the treatment of children and vulnerable adults; or 

• employees or Members seeking or accepting payments in exchange for 
work or contracts to a specific supplier or for making a particular 
decision. 

 
For employees there are other policies available which should be used in 
preference to the Confidential Reporting Framework depending on the 
circumstance. For example where they have complaints about harassment, 
grievances over their employment and health & safety concerns, the reporting 
routes set out in these policies should be followed.  
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Confidential reporting is a valuable activity; which can be used to inform 
those who need to know about fraud, corruption, cover-ups and many other 
problems. It is often only through the receipt of such reports that this 
information comes to light and can be addressed before real damage is done.  
 
This Confidential Reporting Framework aims to provide a clear, documented 
process by which people can report concerns to the Council and to give them 
the assurance that the matter will be handled appropriately and where 
necessary confidentially.  
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1 INTRODUCTION 
 
1.1 Employees1 and other people that the Council deal with are often in the best 

position to know when the interests of the public are being put at risk. The 
Council recognises that these people can act as useful early warning 
systems on matters of safety or to help uncover fraud and mismanagement 
within the Council. However, individuals may often not raise their concerns 
because they:- 

  

•••• feel that they are being disloyal to colleagues or the Council; 

•••• fear reprisals will be made through harassment or victimisation; or 

•••• they are unsure of the best way to proceed. 
 

1.2 The Council aims to promote an open and honest culture and is committed to 
the highest possible standards of probity and accountability. The Council 
seeks to foster an environment which encourages anyone with serious 
concerns about any aspect of the authority’s work to come forward and raise 
those concerns. Wherever possible the confidentiality of the individual raising 
the concern will be maintained. 

  
1.3 This framework compliments the Council’s Anti-fraud and Bribery 

Framework, and Disciplinary Policy. The Code of Conduct for Employees 
reinforces the message that concerns can be raised without fear of reprisal. 

 
1.4 The Confidential Reporting framework is a mechanism by which concerns 

can be raised with the Council in a controlled and protected way; it is not a 
detailed investigation process. Concerns that are raised via the Confidential 
Reporting process will be reviewed and generally will be referred for 
investigation under the most relevant Council procedure. Examples of where 
the concern may be passed will include:- 

 

•••• disciplinary or standards investigation;  

•••• grievance investigation; 

•••• harassment & bullying investigation; 

•••• investigation by the Health & Safety Officer 

•••• referral under safeguarding policies;  and 

•••• anti-fraud or bribery investigation. 
 
1.5 Although this policy is predominantly aimed at employees of the Council who 

have statutory protection under the Public Interest Disclosure Act, the 
Council recognises that many other individuals and groups may also have 
concerns that they may wish to raise with the Council in a controlled and 
protected way. This framework applies equally, in terms of reporting, 
investigation and confidentiality to all individuals including employees, 
Members, agency workers, contractors, suppliers, partner organisations and 
the public. 

 

                                                 
1
 The term employees covers Agency Staff, Temporary Workers, Casuals and Volunteers. 
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1.6 All individuals are encouraged to raise serious concerns within the Council 
without fear of retribution and irrespective of seniority, rank or status. For 
employees there may be other routes which should be used prior to making a 
report under this framework unless you feel that by raising a concern openly 
through the normal process would lead to harassment and victimisation. 
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2 SCOPE OF THE POLICY 
   
2.1 This policy is about creating an environment which: 
  

•••• provides avenues for individuals to raise concerns and receive feedback 
on any action taken; 

•••• acknowledges that individuals can take the matter further if dissatisfied 
with the Council’s response; and 

•••• reassures individuals that they will be will be protected from reprisals or 
victimisation. 

  
2.2 Individuals are encouraged to report any serious concerns relating to an 

activity of the Council or the conduct of any employee or Member under this 
policy. Typical concerns include the following: 

 

•••• conduct which is an offence or a breach of the law; 

•••• a criminal offence has been, is being, or is likely to be committed; 

•••• suspected or actual fraudulent or corrupt activity; 

•••• harassment or bullying of employees or clients or the public; 

•••• health and safety risks to employees, contractors or the public; 

•••• damage to the environment; 

•••• showing undue favour over a contractual or employment matter; 

•••• a breach of the scheme of delegations, contract procedure rules or 
financial regulations; 

•••• safeguarding issues relating to children and vulnerable adults; and  

•••• a breach of the employees’ or members’ code of conduct. 
 
This list is not exhaustive; the policy applies to any unethical or improper 
conduct. 

  
2.3 This policy is NOT about employees lodging grievances about their 

employment or the public complaining about the level or quality of service 
that they have received. There are other policies and procedures in place to 
cover these situations. 

 

•••• Harassment & Bullying Policy; 

•••• Grievance Policy; and 

•••• Comments, Compliments and Complaints Process. 
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3 SAFEGUARDS – SUPPORT FOR THOSE RAISING CONCERNS 
   

Council Responsibility  
  
3.1 The Council recognises that the decision to report a concern is often a 

difficult one to make not least because of the fear of reprisal from those 
responsible for the malpractice. However, where there are genuine concerns 
then the reporter has nothing to fear as they are fulfilling a duty to the Council 
and to those for whom it provides services.  

  
3.2 Where a concern is raised then the Council will be as supportive as possible. 

Harassment and victimisation (including informal pressure) will not be 
tolerated. If as a result of raising a concern in the Public Interest the reporter 
experiences any pressure the Council will take action to protect them. Any 
employee or Member who is found to be victimising anyone who has raised a 
concern may face action under the disciplinary or Standards procedures. 

 
3.3 All employees are entitled to protection under the Public Interest Disclosure 

Act which includes protection from harassment and victimisation due to 
raising a justified concern (one in the Public Interest). However this does not 
mean that if an employee is already the subject of disciplinary or redundancy 
procedures, that those will be halted as a result of the employee making an 
allegation. 

 
3.4 Where an allegation raised under this process leads to an investigation then 

this will be carried out in accordance with the relevant policies and legislation 
including the Regulation of Investigatory Powers Act, the Data Protection Act 
and also will act in accordance with the Human Rights Act, the Council’s 
Anti-Fraud and Bribery Framework, the Standards Investigation Procedures 
for Members and the Disciplinary Policy for employees. 

 
3.5 The Council will take all possible steps to maintain the confidentiality of the 

person making the allegation throughout the process where they have 
expressed a preference for their name not to be disclosed. However it is 
recognised that this may not always be possible. In the event that the 
investigation requires confidentiality to be broken then the person will be 
informed in advance.  

  
3.6 The Council will take steps to minimise any difficulties that the person making 

an allegation experiences as a result of raising a concern. For example, 
where the person is required to give evidence at a criminal or disciplinary 
proceeding then the Council will arrange for them to receive advice and 
support about the process that they will have to go through. 

 
3.7 Any unwarranted breach of confidentiality by someone involved the 

investigation of an allegation may be considered for disciplinary action. This 
could be where someone who is either being investigated or interviewed as 
part of the investigation becomes aware of the identity of the person who 
made the allegation and deliberately identifies them to others. 

 



Confidential Reporting Framework 

 

Page 7 
 

Anonymous Allegations 
  
3.8 Generally people are encouraged not to make allegations anonymously. This 

is because :- 
 

•••• being anonymous doesn’t stop others from successfully guessing who 
raised the concern; 

•••• it is harder to investigate the concern if people cannot ask follow-up 
questions or seek clarification; 

•••• it is easier to protect employees/workers under the Public Interest 
Disclosure Act if concerns are raised openly; and 

•••• it can lead people to focus on the whistleblower, maybe suspecting that 
they might be raising the concern maliciously. 

 
3.9 All allegations will be reviewed by the Council’s Internal Audit Section and/or 

Human Resources Section in consultation with the Monitoring Officer, s151 
Officer or Designated Officer for Safeguarding referrals where relevant. 
Where there is sufficient evidence to substantiate the allegation it will be 
followed-up. However, it should be noted that anonymous allegations can be 
more difficult to action effectively. 

  
3.10 Where an anonymous allegation is received the Council will take the 

following factors into account to determine the scope and depth of any 
investigation:- 

 

•••• the seriousness of the issues raised; 

•••• the credibility of the concern; and 

•••• the likelihood of confirming the allegation from other sources and 
information provided in the face of a denial by the accused. 

  
Unproved/Untrue Allegations 

  
3.11 If a genuine allegation is made but is not confirmed through investigation 

then no action will be taken against the reporter and the matter will be 
considered to be closed. However, if there is evidence that an allegation is 
malicious, vexatious or was made for personal gain then disciplinary action 
may be taken against the person making the allegation.  
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4 HOW TO RAISE A CONCERN 
   
4.1 The Council will consider concerns raised verbally or in writing provided that 

adequate information is provided. However, concerns are best advised in 
writing setting out the following:- 
 

•••• background and history to the concern; 

•••• names, dates and places (where possible); and 

•••• the reason you are particularly concerned about the situation. 
 
Although you are not expected to prove the truth of the allegation, you will 
need to demonstrate to the person you contact that there are sufficient 
grounds for your concern.  

  
4.2 If you would prefer to discuss the issues directly with someone prior to 

putting them in writing then you can telephone or arrange to meet an 
appropriate officer or advice and guidance can be obtained from Internal 
Audit or Human Resources. 

  
4.3 The earlier a concern is expressed the easier it will be for the Council to take 

action.  
 

Employees 
  
4.4 Employees are encouraged to raise concerns that they may have with their 

immediate line-manager or their Head of Service through the day-to-day 
reporting processes. Where other policies are available to employees (such 
as grievance or harassment & bullying) these routes should be pursued. 
However it is recognised that the seriousness, sensitivity or the 
circumstances of the allegation may make it unwise to approach their line-
manager; for example where the line-manager is believed to be involved. If 
an employee feels that they cannot raise the issue with their line-manager 
then they should contact one of the people listed at 4.11 below. 

 
4.5 A concern should only be raised under this policy if the employee considers  

that, in their opinion, they have not had a satisfactory response from their 
line-manager or if circumstances make it unwise for the person to approach 
their line-manager. In addition employees need to show they are raising the 
concern in the “Public Interest” in order to have the statutory protection 
offered by the Public Interest Disclosure Act.  

 
4.6 It may be relevant for employees to discuss the matter with colleagues if they 

believe similar concerns are held as it may be easier for the matter to be 
raised where two or more individuals share the same concerns. However 
once a concern has been raised under this Confidential Reporting Policy you 
should be mindful that any further discussions with other parties may affect 
the ability of the Council to maintain your confidentiality.   
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4.7 Employees can also approach their trade union to raise the concern on their 
behalf; this would normally be done through the Joint Consultative 
Committee & Trade Unions Consultation Forum. However, where relevant 
the Union can raise the concern directly with one of the named below. 

 
4.8 Employees have the right to invite a trade union representative or workplace 

colleague to be present at any interviews or meetings held in relation to the 
concerns that they have raised. 

 
Members of the Public, Contractors, Suppliers 

  
4.9 Members of the public, contractors and suppliers to the Council can contact 

one of the designated officers directly if they have any concerns - 4.11.  
  

Members 
  
4.10 Members should address any concerns that they have to the Chief Executive 

s151 Officer or Monitoring Officer (Head of Law & Administrative Services). 
However if they believe one of these people may be implicated then they can 
contact the Chief Internal Auditor or Head of Governance directly. 

  
Who to contact  

  
4.11 The following people are the key contacts under this Confidential Reporting 

Policy and should be contacted if you wish to raise any concerns or for 
advice under this policy. They will be able to refer the matter to other 
employees for investigation if relevant:- 

 
Chief Internal Auditor  – ext 4415 or 01543 464415 
Head of Governance – ext 4411 or 01543 464411 
 
Alternatively employees and Members may choose to approach one of the 
following directly for specific concerns:- 
 
Monitoring Officer (Head of Law & Administrative Services) – ext 4223 
Human Resources Manager -  ext 4426 
Health & Safety Officer – ext 4227 
s151 Officer (Head of Financial Management) – ext 4334 
 
In certain circumstances employees may wish to contact an appropriate 
external body – e.g. Trade Union to raise the concern under this policy on 
their behalf. (See also section 6) 
 
For Housing Benefit Fraud Allegations the Benefit Fraud Investigation 
Team should be contacted on 01785 619447. 
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Issues relating to the Safeguarding of Children and Vulnerable Adults can 
be made directly to Staffordshire Safeguarding Children’s Board via the 
County Council on 0800 1313126 or to the Designated Officer for 
Safeguarding – (Head of Commissioning – ext 4416)  
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5 INVESTIGATING A CONCERN  
 
5.1 An initial review will take place by the Council’s Internal Audit Section and/or 

Human Resources Section in consultation with the relevant Head of 
Service/Service Manager, s151 Officer, Monitoring Officer, or  Designated 
Officer for Safeguarding (where they are not implicated in the allegation) to 
establish the facts of the allegation. Where the concern raised is a Housing 
Benefit related matter then this will be referred to and be investigated by the 
Benefit Fraud Investigation Team. Where matters relate to safeguarding 
children and vulnerable adults the matter will be referred to the relevant 
agencies.  

   
5.2 This initial review will determine whether the concerns are more appropriate 

to be addressed under one of the Council’s other policies/procedures, such 
as Customer Compliments, Comments & Complaints or Grievance Policy. 
Where allegations fall under the scope of a specific policy/procedure they will 
normally be referred for consideration under those procedures by the 
Reviewing Officer after consultation with the person making the complaint. 

 
5.3 The Reviewing Officer will determine the most appropriate action; this will 

depend on the nature of the concern but could include any of the following:- 
 

•••• an internal investigation (for example a disciplinary investigation or an 
investigation under the Anti-fraud and Bribery Framework’s fraud 
response plan); 

•••• referral to the Police 

•••• referral to Safeguarding agencies; 

•••• referral to the National Crime Agency (for potential money laundering 
allegations);  

•••• referral to the Council’s External Auditor; 

•••• referral to the Health & Safety Executive or other regulatory body 

•••• referral to the Standards Committee. 
  
5.4 The amount of contact between the person raising a concern and the 

Reviewing Officer will depend on the nature of the matters raised, the 
potential difficulties involved and the clarity of the information provided. If 
necessary further information will be sought from the person who raised the 
concern in a discrete manner. 

  
5.5 With the exception of anonymous allegations, the Reviewing Officer will write 

to the person raising the issue within 10 working days of a concern being 
received to:- 

 

•••• acknowledge that the concern has been received; 

•••• indicate how it is proposed to deal with the matter (e.g. referral under 
another policy, investigation etc); 

•••• inform whether further investigations will take place, and if not, why not. 
 



Confidential Reporting Framework 

 

Page 12 
 

5.6 It will often only be possible for the Reviewing Officer to offer an estimated 
timescale for any investigation as it may not be clear how much information 
will need to be reviewed to enable a full investigation to be concluded. 
However, wherever possible (and subject to constraints relating to 
confidentiality etc) the Reviewing Officer will keep the person who raised the 
concern informed of further progress at regular intervals throughout the 
course of any investigation. 

  
5.7 The Council accepts that individuals who raise concerns under this process 

will want to be assured that the matter has been properly addressed. 
Therefore, the Council will provide the person raising a concern with 
information relating to the outcome of any investigations. However the 
information provided may be limited due to confidentiality and data protection 
issues.  

 
5.8 A full report of any findings will be provided at the conclusion of the 

investigation in accordance with the relevant policy. This may be to the 
relevant member of Leadership Team unless they have been implicated in 
the allegation. Where the Chief Executive is implicated the Leader of the 
Council may receive the report.  

 
5.9 Where allegations implicate Members then the Monitoring Officer will be 

informed throughout the process and if necessary the matter will be referred 
to the Standards Committee for their consideration and possible investigation 
of a breach of the Member’s Code of Conduct.  

 
5.10 Summaries of investigations and lessons learnt may also be reported to 

Leadership Team and the Audit & Governance Committee where Council 
process failures have been discovered as part of the investigation. 
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6 TAKING THE MATTER FURTHER 
  
6.1 This policy aims to provide employees and others with an avenue to raise 

concerns within the Council. It hopes that everyone who chooses to raise a 
concern under this process will be satisfied with the response to their 
concerns. However if the individual is not satisfied with the outcome of the 
investigation they can make a complaint to the Council’s Monitoring Officer. 

 
6.2 Individuals may choose to seek advice in relation to the matter from outside 

the Council; the following are possible contact points:- 
  

•••• External Auditors; 

•••• relevant professional bodies/regulatory organisations; 

•••• the Local Government Ombudsman; 

•••• your Solicitor; 

•••• the Police; 

•••• Public Concern at Work; 

•••• Trade Unions; 

•••• Professional Associations. 
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7 TRAINING & INFORMATION 
  
7.1 The Council acknowledges the importance of ensuring that Members and 

employees are fully aware of their personal responsibilities, and will ensure 
appropriate training is provided to all Members and employees.  

 
7.2 There are a number of key documents which set-out those responsibilities 

and these include:- 
 

• Codes of Conduct for Members 

• Code of Conduct for Employees Financial Regulations 

• Anti-Fraud & Bribery Framework 

• Anti-Money Laundering Framework 

• The Constitution 

• Relevant Professional Ethical Codes or frameworks 

• Safeguarding Children and Vulnerable Adults Policy. 
 
7.3 All employees will be made aware of their responsibilities under this policy by 

their line managers as well as ensuring that they are aware of the relevant 
reporting procedures. 

 
7.4 The Council recognises that the continuing success of this strategy and its 

general credibility will depend largely on the effectiveness of programmed 
training and responsiveness of employees throughout the organisation. 
Awareness training will be made available to managers and key employees. 

  
7.5 The Council will also ensure that all contractors/suppliers are aware of the 

existence of this framework and their responsibilities under it as part of the 
tendering process. 

 
7.6 This framework and the advice leaflet will also be made available to 

contractors and the public by publishing it on the Council’s website. 
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8 MONITORING & REVIEW 
 
8.1 The Head of Governance will maintain a continuous overview of the 

operation of this Confidential Reporting Framework to ensure it is 
consistently applied and will report, as necessary, to the Council via the Audit 
& Governance Committee on the effectiveness of the framework. 

 
8.2 This framework will be reviewed and updated periodically to follow best 

practice and other changes. 
 
8.3 Monitoring on the application of the framework, including allegations not 

proven or false allegations will be carried out. This will include monitoring of 
equality and diversity issues in relation to the person who has an allegation 
made against them and in relation to the ultimate outcome of any 
investigations. Information that may be recorded includes age, gender, race, 
disability, etc. However it may not be possible to obtain all information for all 
cases.  

 
8.4 This information will be used to monitor trends and to ensure that the 

framework is applied equally to all and in particular that decisions to 
investigate or take other action are consistently applied. 

 
 
9 RESPONSIBLE OFFICERS 
 
9.1 The Head of Governance has overall responsibility for the maintenance and 

operation of this policy. 
  
9.2 The Chief Internal Auditor, Head of Governance, Head of Human Resources, 

s151 Officer and Monitoring Officer can be contacted to discuss any aspect 
of this policy in more detail or to offer advice and guidance. 

 
 
10 ASSOCIATED POLICIES 
  
10.1 Other associated Council Policies:- 
  

•••• Anti-fraud & Bribery Framework 

•••• Disciplinary Policy 

•••• Anti-Money Laundering Framework 

•••• Members & Employees Codes of Conduct 

•••• Regulation of Investigatory Powers Policy 

•••• Employee Grievance Policy 

•••• Comments, Compliments and Complaints Policy 

•••• Harassment & Bullying Policy 

•••• Safeguarding Children & Vulnerable Adults Policy 
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This policy can be provided in Braille, on audio cassette tape/disk, large print 

and in the following languages Bengali, Gujarati, Chinese, Urdu, Punjabi and Polish  
on request to Cannock Chase Council on 01543 462621. 

 
Ten dokument jest dostępny na żądanie w twoim języku 

? = 01543 462621 
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Policy Statement 

 
Money Laundering is a generic term which covers various illegal activities 
used by criminals to conceal the proceeds of their criminal activities and 
to try and make it look like the proceeds have come from a legitimate 
source.  
 
Criminals often target legitimate organisations such as Councils to assist 
them in their money laundering activities. Anyone who knowingly assists 
or suspects that they may be assisting someone in money laundering may 
be prosecuted for their part in the activity. 
 
 
The Council will do all it can to: - 
 

• prevent, wherever possible, the organisation, its employees and 
Members from being exposed to money laundering; 

 

• identify the potential areas where money laundering  may occur 
and take appropriate action to minimise the risk; and  

 

• comply with all legal and regulatory requirements, especially 
with regard to the reporting of actual or suspected cases of 
Money Laundering.  

 
 
Every employee and Member also has a personal responsibility to be 
vigilant. 
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1 INTRODUCTION 
 
1.1 Money laundering is any activity used to conceal or disguise the nature, source, 

location, ownership or control of currency or assets. It is most often an attempt to hide 
the proceeds of dishonest or criminal activity and to try to give the impression that the 
income is from a legitimate source so that it can be used.  
 

1.2 It is often associated with large scale crime such as drug trafficking, terrorist funding 
and financial crimes involving fraud but the UK legislation also applies to any level of 
activity used to conceal the source of income which is of benefit to the individual. This 
can be anything from the proceeds of petty theft or from hiding income to commit 
benefit fraud up to larger corporate crimes which can involve complex and well 
planned linked transactions.  
 

1.3 The Council is at risk of being used in money laundering activity as many of our 
activities could appear attractive to someone looking to launder money. For example 
we collect many sources of income including rents (housing and commercial) business 
rates and council tax. These could be deliberately overpaid, possibly in cash and then 
a refund requested which would generate a cheque from the Council and provide a 
legitimate source for the income. Other areas at risk include property deals either right 
to buy transactions or larger regeneration/development schemes, partnerships with 
private sector firms and treasury management activities. 
 

1.4 The UK legislation puts a personal responsibility on all individuals to report suspicions 
of money laundering. This framework aims to provide all employees1, Members 
partners and contractors with a structured, supported process by which they can raise 
concerns of money laundering and to provide information on how they could be 
affected by the legislation 
 

 
2 SCOPE OF THE FRAMEWORK 
  
2.1 This policy applies to all Members and employees of the Council and aims to maintain 

the high standards of conduct, which currently exist within the Council by preventing 
criminal activity through money laundering. The framework sets out the procedures, 
which must be followed to enable the Council to comply with its legal obligations. An 
accompanying Guidance Note sits alongside the framework document giving a brief 
summary of the impact of the legislation on employees and Members.  

 
2.2 Both this framework and the Guidance Note compliment the Council’s Confidential 

Reporting framework and Anti-Fraud and Corruption framework. 
 
2.3 Members and employees have a personal responsibility under the Proceeds of Crime 

Act 2000 (POCA) and therefore failure to comply with the procedures set out in this 
framework may lead to criminal prosecution. In addition employees could face 
disciplinary action in accordance with the Council's Disciplinary Policy and Procedures 
if they become involved in or fail to report suspicious transactions. Members could also 
face allegations of breaching their Code of Conduct and be subjected to investigation 
by the Standards Committee if they fail to comply with these procedures. 

                                                      
1 The term employees refers to Temporary and Agency Staff as well as volunteers.  
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3 WHAT IS MONEY LAUNDERING? 
  
3.1 The Money Laundering offences are: 
 

• concealing, disguising, converting, transferring criminal property or 
removing it from the UK (section 327 of POCA) This covers hiding an item or its 
source, removing serial numbers, or changing an item for something else. For 
example a person using illegally earned money to buy a house or piece of land 
could claim that a large cash payment is  from the death of relative or a lottery win;  

 

• entering into or becoming concerned in an arrangement which you know or 
suspect facilitates the acquisition, retention, use or control of criminal 
property by or on behalf of another person (section 328 of POCA) This is the 
actual involvement in or helping to cover up an act – eg an employee arranges a 
refund to be made in relation to a significant overpayment of Business Rates when 
they suspect the overpayments have been deliberately made by the bill payer;  

 

• acquiring, using or possessing criminal property (section 329 of POCA) 
accepting stolen items knowingly or knowingly taking advantage of them or 
accepting items paid for by the proceeds of crime. This could be paying 
significantly less than the value of an item with the suspicion or knowledge that it 
may be stolen; or 

 

• becoming concerned in an arrangement facilitating concealment, removal 
from the jurisdiction, transfer to nominees or any other retention or control of 
terrorism property (section 18 of the Terrorism Act 2000). This is about hiding 
income or other items which are being used to fund or carry out terrorist activities.  

 
 These are the primary money laundering offences and are thus prohibited activities 

under POCA.  
 
3.2 There are two ‘third party’ offences relating to the Regulated Sector –  

• failure to disclose one of the primary offences (section 330-332 of POCA), and  

• ‘tipping-off’ (Section 333 of POCA).  Tipping off is where someone informs a 
person or people who are, or are suspected of being, involved in money laundering, 
in such a way as to reduce the likelihood of an investigation or of prejudicing an 
investigation. 

 
 Most employees of the Council do not fall into the “Regulated Sector” and these 

offences are unlikely to be committed. The “Regulated Sector” covers activities carried 
out by organisations who are regularly dealing with large monetary transactions such 
as financial institutions, lawyers, accountants, estate agents, casinos etc.  

 
3.3 However, all Members and employees could commit the offence of “doing something 

which might prejudice an investigation” (Section 342 of POCA) if they have 
knowledge of or a suspicion of a Money Laundering Offence being committed and fail 
to report it so that it can be investigated.  
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3.4 Criminal Property is defined in Section 340 (3) of POCA as “property”2 that is or 
represents the person’s benefit from illegal actions in whole or part and the person 
knows or suspects that it is the proceeds of a criminal act.  

 
3.5 Potentially any employee could be caught by the money laundering provisions if 

he/she knows or suspects money laundering and either becomes involved with it in 
some way and/or does nothing about it. This framework sets out how any concerns 
should be raised. 

  
3.6 Whilst the risk to the Council of contravening the legislation is low, it is extremely 

important that all employees and Members are familiar with their personal legal 
responsibilities; serious criminal sanctions may be imposed for breaches of the 
legislation. 

 
 What Are The Obligations On The Council? 
  
3.7 The Council’s business is classed as being outside of the “Regulated Sector” for the 

purposes of the legislation which means we do not need to implement fully the rules 
around appointing a MLRO and setting up detailed client identification procedures for 
all clients. However, the Council has voluntarily adopted some of the procedures to 
help to identify and report any suspicious activity as we may be targeted by people 
wishing to carry out money laundering activity.  

 
 The Money Laundering Reporting Officer (MLRO) 
 
3.8 Although the Council is not required to formally appoint a Money Laundering Reporting 

Officer we have nominated people to receive disclosures about money laundering 
activity within the Council who are aware of the information required and the 
mechanisms to pass the information on to the relevant bodies. These people are: - 

 
Stephen Baddeley Judith Aupers Bob Kean 
Chief Internal Auditor Head of Governance Head of Financial 

Management 
Tel – 01543 464415 Tel – 01543 464411 Tel – 01543 464334 

 
  
4 DISCLOSURE PROCEDURE 
 
 Reporting Concerns to the Money Laundering Reporting Officer (MLRO) 
 
4.1 Where you know or suspect that money laundering activity is taking/has taken place, 

or become concerned that your involvement in a matter may amount to a prohibited 
activity under POCA as defined in paragraph 3.1, you must disclose this as soon as 
practicably possible to the MLRO. Delays or failure to report may leave you 
personally liable to prosecution. 

 

                                                      
2Defined by Section 340 (9) of POCA  - “Property is all property wherever situated and includes- 
  (a) money;  
  (b) all forms of property, real or personal, heritable or moveable;  
  (c) things in action and other intangible or incorporeal property.” 
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4.2 Your disclosure should be made to the MLRO initially verbally (in person or by 
telephone). You will need to provide as much detail as possible, for example: - 

 

• Full details of the people involved (including yourself, if relevant), eg name, date of 
birth, address, company names, directorships, phone numbers, etc; 

• Full details of the nature of their/your involvement - if you are concerned that your 
involvement in the transaction would amount to a prohibited act under sections 327 
– 329 of POCA (see section 3.1 above for details), then you will need consent from 
the National Crime Agency (NCA), via the MLRO, to take any further part in the 
transaction. You should therefore make it clear in the report whether there are any 
deadlines for giving such consent e.g. a completion date or court deadline; 

• The type of money laundering activity involved. The MLRO can help identify this. 

• The dates of such activities, including whether the transactions have happened, are 
ongoing or are imminent; 

• Where they took place; 

• How they were undertaken; 

• The (likely) amount of money/assets   
 
 All available information needs to be given to the MLRO to enable him/her to 

make a sound judgement as to whether there are reasonable grounds for 
knowledge or suspicion of money laundering and to enable him/her to prepare 
his report to NCA, where appropriate.  

 
4.3 Following the initial contact you should promptly complete the “Report to Money 

Laundering Reporting Officer” Form (with the assistance of the MLRO where 
necessary) which is attached as Appendix 1. You should also enclose copies of any 
relevant supporting documentation. 

 
4.4 Once you have reported the matter to the MLRO you must follow any directions they 

may give you. You must NOT make any further enquiries into the matter yourself; 
any necessary investigation will be undertaken by the NCA. Simply report your 
suspicions to the MLRO who will refer the matter on to the NCA if appropriate. All 
employees will be required to co-operate with the MLRO and the Police during any 
subsequent money laundering investigation. 

  
4.5 Similarly, at no time and under no circumstances should you voice any 

suspicions to the person(s) whom you suspect of money laundering or tell them 
you have reported the transaction, even if the NCA has given consent to a particular 
transaction proceeding; otherwise you may commit a criminal offence by 
prejudicing the investigation which carries a maximum penalty of 5 years 
imprisonment and an unlimited fine. 

 
4.6 Do not, therefore, make any reference on a client file in any form e.g. record of 

telephone conversation, e-mails etc to a report having been made to the MLRO – 
should the client exercise their right to see the file, under the Data Protection or 
Freedom of Information Act, then such a note will obviously tip them off to the report 
having been made and may render you liable to prosecution. The MLRO will keep the 
appropriate records in a confidential manner. 
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 Consideration of the disclosure by the Money Laundering Reporting Officer 
 
4.7 Upon receipt of a disclosure report, the MLRO must note the date of receipt on his/her 

section of the report and acknowledge receipt of it. He/she should also advise you of 
the timescale within which he/she expects to respond to you. 

 
4.8 The MLRO will consider the report and any other available internal information he/she 

thinks relevant eg: 
 

• reviewing other transaction patterns and volumes; 

• the length of any business relationship involved; 

• the number of any one-off transactions and linked one-off transactions; 

• any identification evidence held; 
  
 he/she will undertake such other reasonable enquiries he/she thinks appropriate in 

order to ensure that all available information is taken into account in deciding whether 
a report to the NCA is required (such enquiries being made in such a way as to avoid 
any appearance of tipping off those involved). The MLRO may also need to discuss 
the report with you. 

 
4.9 Once the MLRO has evaluated the disclosure report and any other relevant 

information, he/she must make a timely determination as to whether: 
 

• there is actual or suspected money laundering taking place; or 

• there are reasonable grounds to know or suspect that is the case; and 

• whether he/she needs to seek consent from the NCA for a particular transaction 
to proceed. 

  
4.10 Where the MLRO concludes a referral is needed then he/she must disclose the matter 

as soon as practicable to the NCA on their standard Suspicious Activity Report (SAR) 
form and in the prescribed manner3, unless he/she has a reasonable excuse for non-
disclosure to NCA (for example, the reporter is a lawyer and wishes to claim legal 
professional privilege for not disclosing the information).  

 

• Where the MLRO suspects money laundering but has a reasonable excuse for 
non-disclosure then he/she must note the report accordingly. he/she can then 
immediately give their consent for any ongoing or imminent transactions to 
proceed. In cases where legal professional privilege may apply, the MLRO must 
liaise with the Monitoring Officer to decide whether there is a reasonable excuse 
for not reporting the matter to the NCA. 

 

• Where consent is required from the NCA for a transaction to proceed, then the 
transaction(s) in question must not be undertaken or completed until the NCA has 
specifically given consent, or there is deemed consent through the expiration of 
the relevant time limits4 without objection from the NCA. 

 

                                                      
3 The preferred manner is via the online reporting facility on SOCA website, the designated MLROs will have accounts set-up for them 
to use this facility at www.soca.gov.uk.. 
4 The time limit after which the transaction can be processed is 7 days from the day after the SAR is submitted if no refusal is received 
or 31 days from the day the refusal is given if notice to proceed has not been issued earlier.  
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4.11 Where the MLRO concludes that there are no reasonable grounds to suspect money 
laundering then he/she shall mark the report accordingly and give his/her consent for 
any ongoing or imminent transaction(s) to proceed.  

 
4.12 All disclosure reports referred to the MLRO and reports made by him/her to the NCA 

must be retained by the MLRO in a confidential file kept for that purpose, for a 
minimum of five years. 

  
4.13 The MLRO could commit a criminal offence if he/she knows or suspects, or has 

reasonable grounds to do so, through a disclosure being made to him/her, that 
another person is engaged in money laundering and he/she does not disclose 
this as soon as practicable to the NCA. 

 
5 CLIENT IDENTIFICATION PROCEDURE 
 
5.1 Where a cash payment of over £2,000 is received, or where any form of payment from 

an unknown organisation exceeding €15,000 is received, officers dealing with the 
matter will need to establish the identity of the individual/company involved to seek to 
ensure that the risk of receiving the proceeds of crime can be minimised. An unknown 
person/organisation is someone who the Council has not had any dealings with prior to 
the transaction eg it could be a new developer we have not worked with before on a 
regeneration scheme.  

 
5.2 For individuals, their passport or photo driving licence should be provided, together 

with one of the following: 
 

• Utility bills i.e. electricity, water etc. however mobile phone bills are not acceptable 
 

• Mortgage/building society/bank statements 
 

• Credit card statements 
 

• Pension or benefit confirmation letters 
 
 If a passport or photo driving licence is not available, then two of the other items 

listed above will need to be produced. 
 
5.3 For companies, a Companies House Search should be undertaken to confirm the existence of 

the company and identify who the directors are. Personal identification should then be 
obtained for the representatives of the company together with proof of their authority to act on 
behalf of the company.  Care should be taken if it becomes clear that the individual has only 
recently become a director of the company or if there has been a recent change in the 
registered office. 

 
5.4 For any other type of organisation, for example a sole trader or partnership, personal 

identification should be obtained for the individuals together with documents indicating their 
relationship to the organisation. 

 

5.5 Copies of any evidence provided in support of the identification of an individual or organisation 
should be kept on a central file by the Head of Governance so that it can be referred to later if 
necessary.  Records should be kept for 5 years after the end of the transaction 
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6 Administrative Arrangements 
  
6.1 The Head of Governance has overall responsibility for this framework. 
 
6.2 The Council has in place a clear network of systems and procedures to assist it in 

dealing with fraud and corruption. These arrangements will keep pace with any future 
developments in both preventative and detection techniques regarding fraudulent or 
corrupt activity that may affect its operation. The Head of Governance will maintain a 
continuous overview of the arrangements in place. 

 
6.3 This framework will be reviewed and updated periodically to follow best practice and 

other changes. 
 
6.4 The legislative requirements concerning anti-money laundering procedures are lengthy 

and complex. This framework has been written so as to enable the Council and all of 
its employees/Members to meet the legal requirements in a way that is proportionate 
to the low risk to the Council and its employees of contravening the legislation. 

 
6.5 Should you have any concerns whatsoever regarding any transactions then you should 

contact one of the MLROs. 
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APPENDIX 1 
CONFIDENTIAL 

Report to Money Laundering Reporting Officer 
re money laundering activity 

 
 
From          Tel      
 
Section           Date of Report   
 
Details of Suspected Offence 
 
Main Subject (Person) 
 

Surname:  Forename(s):  Title:  

Date of 
Birth: 

 Gender:  

Occupation:  Employer  

Address (in full inc Postcode)   

Please state if 
Home/Business/etc Current or 
Previous 

 

 

 

 

 
Or 
 
Main Subject (Company) 
 

Company Name:  Company No:  

Type of Business:  VAT No:  

Country of Reg:  

Address (in full inc Postcode)   

Please state if Current or 
Previous 

 

 

 

 

 
Bank Account Details 
 

Account Name:  

Sort Code:  Account No:  
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Other Information 
 
 
Any knowledge/evidence held to confirm identification and/or address i.e. passport/driving 
licence etc: 
 
 
 
 

 
 
Connected Subject Person (if any) 
 

Surname:  Forename(s):  Title:  

Date of 
Birth: 

 Gender:  

Occupation:  Employer  

Address (in full inc Postcode)   

Please state if Current or 
Previous 

 

 

 

 

 
Or 
 
Connected Subject Company (if any) 
 

Company Name:  CompanyNo:  

Type of 
Business: 

 VAT No:  

Country of Reg:  

Address (in full inc Postcode)   

Please state if Current or 
Previous 
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Bank Account Details 
 

Account 
Name 

 

Sort Code:  Account No:  

 
Other Information 
 
 
Any knowledge/evidence held to confirm identification and/or address i.e. passport/driving 
licence etc: 
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Reason for the Suspicion 
 
 
Please set out the reason for the suspicion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please continue on separate sheet if required 
 
 
Have you discussed your suspicions with anyone else?  � Yes � No 
Please tick relevant box 
 
If yes please include details below 
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Please set out below any other information that you feel is relevant: 
 
 

 
 
Signed         Date       
 
 

Please do not discuss the content of this report with anyone you believe 
to be involved in the suspected money laundering activity described. 
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THE REMAINING PARTS OF THIS FORM ARE FOR COMPLETION BY THE MLRO 
 
Date report received          
 
Date receipt of report acknowledged        
 
 
Consideration of Disclosure 
 
 
Action Plan 

 
Outcome of Consideration of Disclosure 
 
 
Are there reasonable grounds for suspecting money laundering activity? 
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If there are reasonable grounds for suspicion, will a report be made to NCA? 
Please tick relevant box                                                                           � Yes � No 
 
If yes, please confirm full date of report to NCA:        
and complete the box below: 
 
 
Details of liaison with NCA regarding the report 
 
Who Reported to or OnlineSAR reference number   _______________           
 
Notice Period                                          to                 _____                    .         
 
Moratorium period                                           to                                     .       
   
   

 
Is consent required from NCA to any ongoing or imminent transactions ���� Yes ���� No 
which would otherwise be prohibited acts? 
 
If yes, please confirm full details in the box below 
 
 

 
Date consent received from NCA          
 
Date consent given by you to employee / Member       
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If there are reasonable grounds to suspect money laundering, but you do not intend 
to report the matter to NCA, please set-out below the reason(s) for non-disclosure: 
 
 

 
Date consent given by you to employee for any prohibited act       
transaction to proceed where no disclosure made. 
 
Other relevant information:  

 
Signed          Date     
 

THIS REPORT TO BE RETAINED FOR AT LEAST FIVE YEARS 
 



©  2014 Grant Thornton UK LLP   |

The Audit Plan

for Cannock Chase District Council

Year ended 31 March 2014

4 March 2014

Grant Patterson
Engagement Lead
T 0121 232 5296
E grant.b.patterson@uk.gt.com

Andy Reid
Senior Audit Manager
T 0121 232 5289
E andrew.s.reid@uk.gt.com

Lisa Morrey
Executive
T 01782 236497
E lisa.morrey@uk.gt.com

ITEM NO.  9.1



The contents of this report relate only to the matters which have come to our attention,

which we believe need to be reported to you as part of our audit process. It is not a

comprehensive record of all the relevant matters, which may be subject to change, and in

particular we cannot be held responsible to you for reporting all of the risks which may affect

the Council or any weaknesses in your internal controls. This report has been prepared solely

for your benefit and should not be quoted in whole or in part without our prior written

consent. We do not accept any responsibility for any loss occasioned to any third party acting,

or refraining from acting on the basis of the content of this report, as this report was not

prepared for, nor intended for, any other purpose.
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Understanding your business

Challenges/opportunities

1. Reduction in central government 
funding

� The funds from Central 
Government continue to reduce 
year on year with the latest 
settlement for 2014-15 reducing 
the total local government 
spending power. This places 
continued financial pressure on the 
Council to identify and deliver 
savings.

2. Financial Pressures

� The Council has recognised that 
achieving the level of savings 
required for 2015/16 onwards will 
require it to change the way it 
delivers services  to ensure value 
for money.

4. Business Rate Pooling

� From 1 April this year 40% of 
business rate growth has been 
retained by the Council with 50% 
to Central Government and 10% to 
the County Council/Fire Authority

� Of this 40% retained locally, 50% 
is subject to pooling (levy amount) 
as part of the GB&S Business Rate 
Pool with the remaining 50% (20% 
of actual growth) retained by the 
District Council.

4. Achievement of Corporate 
Priorities

� The Council has set 4 priority 
outcomes:

� People: Active and Healthy 
Lifestyles

� Place: Improved Living Environment

� Prosperity: Economic Resilience

� Transformation: Changing the way 
services are provided to ensure 
value for money

Our response

� We will assess the Council's 
financial resilience and its financial 
plans as part of our value for 
money assessment and going 
concern assessment. 

� We will report our findings to the 
Audit Committee.

� We will assess the Council's plans 
to address the funding reductions 
through our VFM work.

� As part of our assessment we will 
review the extent to which the 
Council has been able to develop a 
robust longer term financial 
strategy, which takes account of 
reductions in Central Government 
Support. 

� We will ensure the accounting 
arrangements in place are 
satisfactory and the financial 
reporting is sound.

� We will assess the Council's 
financial resilience and its financial 
plans as part of our value for money 
assessment and going concern 
assessment. 

� We will review links between the 
Council’s financial plans and its 
other key corporate plans.

� We will report our findings to the 
Audit Committee.

In planning our audit we need to understand the challenges and opportunities the Council is facing.  We set out a summary of our understanding below.
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Developments relevant to your business and the audit

In planning our audit we also consider the impact of key developments in the sector and take account of national audit requirements as set out in the Code of Audit Practice 
('the code') and associated guidance.

Developments and other requirements

1.Financial reporting

� Changes to the CIPFA Code 
of Practice

� Clarification of Code 
requirements around PPE 
valuations

� Changes to NDR accounting 
and provisions for business 
rate appeals

2. Legislation

� Local Government Finance 
settlement 

� Welfare reform Act  2012

3. Corporate governance

� Annual Governance 
Statement (AGS)

� Explanatory foreword

4. Pensions

� The impact of 2013/14 
changes to the Local 
Government pension 
Scheme (LGPS)

5. Financial Pressures

� Managing service provision 
with less resource

� Progress against savings 
plans

6. Other requirements

� The Council is required to 
submit a Whole of 
Government accounts pack 
on which we provide an audit 
opinion 

� The Council completes grant 
claims and returns on which 
audit certification is required

Our response

We will ensure that

� the Council complies with the 
requirements of the CIPFA 
Code of Practice and 
business rate appeals 
through discussions with 
management and our 
substantive testing 

� We will discuss the impact of 
the legislative changes with 
the Council through our 
regular meetings with senior 
management and those 
charged with governance, 
providing a view where 
appropriate

� We will review the 
arrangements the Council 
has in place for the 
production of the AGS

� We will review the AGS  and 
the explanatory foreword to 
consider whether they are 
consistent with our 
knowledge

� We will review how the 
Council dealt with the impact 
of the 2013/14 changes 
through our meetings with 
senior management

� We will review the Council's 
performance against the 
2013/14 budget, including 
consideration of performance 
against the savings plan

� We will undertake a review 
of Financial Resilience as 
part of our VFM conclusion

� We will carry out work on the 
WGA pack in accordance 
with requirements

� We will certify grant claims 
and returns in accordance 
with Audit Commission 
requirements
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Devise audit strategy
(planned control reliance?)

Our audit approach

Global audit technology
Ensures compliance with International 

Standards on Auditing (ISAs)

Creates and tailors 
audit programs

Stores audit
evidence

Documents processes 
and controls

Understanding 
the environment 
and the entity

Understanding 
management’s 
focus

Understanding 
the business

Evaluating the 
year’s results

Inherent 
risks

Significant 
risks

Other
risks

Material 
balances

Yes No

� Test controls
� Substantive 

analytical 
review

� Tests of detail

� Test of detail
� Substantive 

analytical 
review

Financial statements

Conclude and report

General audit procedures

IDEA

Extract 
your data

Report output 
to teams

Analyse data 
using relevant 

parameters

Develop audit plan to 
obtain reasonable 
assurance that the 
Financial Statements 
as a whole are free 
from material 
misstatement and 
prepared in all 
materiala respects 
with the CIPFA Code 
of Practice 
framework using our 
global methodology 
and audit software

Note:
a. An item would be considered 

material to the financial statements 
if, through its omission or non-
disclosure, the financial statements 
would no longer show a true and 
fair view.

ITEM NO.  9.6



©  2014 Grant Thornton UK LLP   |

Significant risks identified
'Significant risks often relate to significant non-routine transactions and judgmental matters. Non-routine transactions are transactions that are unusual, either due to size or 
nature, and that therefore occur infrequently. Judgmental matters may include the development of accounting estimates for which there is significant measurement 
uncertainty' (ISA 315). 

In this section we outline the significant risks of material misstatement which we have identified.  There are two presumed significant risks which are applicable to all audits 
under auditing standards (International Standards on Auditing – ISAs)  which are listed below:

Significant risk Description Substantive audit procedures

The revenue cycle includes 
fraudulent transactions

Under ISA 240 there is a presumed risk that revenue 
may be misstated due to the improper recognition of 
revenue.

Work planned:

� Review and testing of revenue recognition policies

� Testing of material revenue streams 

Management over-ride of controls Under ISA 240 there is a presumed risk that the risk of 
management over-ride of controls is present in all 
entities.

Work planned:

� Review of accounting estimates, judgments and decisions made by management

� Testing of journal entries

� Review of unusual significant transactions
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Other risks identified

The auditor should evaluate the design and determine the implementation of the entity's controls, including relevant control activities, over those risks for which, in the 
auditor's judgment, it is not possible or practicable to reduce the risks of material misstatement at the assertion level to an acceptably low level with audit evidence obtained 
only from substantive procedures (ISA 315). 

In this section we outline the other risks of material misstatement which we have identified as a result of our planning.

Other 
reasonably 
possible 
risks Description Work completed to date Further work planned

Operating 
expenses

Creditors understated or 
not recorded in the correct 
period

� Documentation of the processes and controls in place around 
the accounting for operating expenses.

� Walkthrough tests to confirm the operation of the controls.

We will carry out testing including:

� review of the completeness of the subsidiary system interfaces 
and control account reconciliations

� review of monthly trend analysis of payments

� cut off testing of purchase orders and goods received 
notes(both before and after year end)

� a review of the accruals process

� testing of a sample of operating expenses covering the period 
1/4/13 to 31/3/14.

� testing of a sample of creditor balances at 31/3/14

Employee 
remuneration

Employee remuneration 
accrual understated

� Documentation of the processes and controls in place around 
the accounting for employee remuneration.

� Walkthrough tests to confirm the operation of the controls.

We will carry out testing including:

• review of payroll reconciliation to ensure that information from 
the payroll system can be agreed to the ledger and financial 
statements.

• testing of a sample of payments made in April and May to 
ensure payroll expenditure is recorded in the correct year.

• reviewing monthly trend analysis of total payroll

• testing of a sample of employee remuneration payments 
covering the period  1/4/13 to 31/3/14

• agreement of the year end  Revenue and Customs position.
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Other risks identified continued

The auditor should evaluate the design and determine the implementation of the entity's controls, including relevant control activities, over those risks for which, in the 
auditor's judgment, it is not possible or practicable to reduce the risks of material misstatement at the assertion level to an acceptably low level with audit evidence obtained 
only from substantive procedures (ISA 315). 

In this section we outline the other risks of material misstatement which we have identified as a result of our planning.

Other 
reasonably 
possible 
risks Description Work completed to date Further work planned

Welfare 
Expenditure

Welfare benefit
expenditure improperly
computed

� Documentation of the processes and controls in place around 
the accounting for welfare expenditure

� Walkthrough tests to confirm the operation of the controls.

We will carry out testing including:

� review of benefits system reconciliation to ensure that 
information from the benefits system can be agreed to the 
ledger and financial statements.

� review of procedures  in accordance with the methodology 
required to certify the housing benefit subsidy claim

� testing of a sample of council tax benefit granted under the new 
Council Tax reduction scheme.

Housing Rent 
Revenue 
Account

Revenue transactions not 
recorded

� Documentation of the processes and controls in place around 
the accounting for housing rents revenues

� Walkthrough tests to confirm the operation of the controls.

We will carry out testing including:

� analytical review work in relation to housing rental income.

� review of housing rents systems reconciliations to ensure that 
information from the housing rents system can be agreed to the 
ledger and financial statements.

Property,
Plant and 
Equipment

Property, plant and 
equipment activity not 
valid

� Documentation of the processes and controls in place around 
the accounting for property, plant and equipment

� Walkthrough tests to confirm the operation of the controls.

We will carry out testing including :

• testing of a sample of additions and disposals during the 
financial year.

• testing of valuations completed by the valuer.
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Value for money

Value for money

The Code requires us to issue a conclusion on whether the Council has put in 
place proper arrangements for securing economy, efficiency and effectiveness in 
its use of resources. This is known as the Value for Money (VfM) conclusion. 

Our VfM conclusion is based on the following criteria specified by the Audit 
Commission:

We have undertaken a risk assessment to identify areas of risk to our VfM
conclusion. We will undertake work in the following areas to address the risks 
identified:

• review the Council's medium to long term financial plans to determine that 
measures are in place to deliver the savings required in 2015/16 onwards

• review of the adequacy of in year financial reporting

• review progress on the development of savings plans

• review of development of plans for the use of the Better Care Fund

• follow up on other issues raised in our 2012/13 Financial Resilience Report.

The Council’s Medium Term Financial Strategy as updated at January 2014 
highlights continuing challenges around the 2016/17 financial position in 
particular and the Council may need to consider all possible options in order to 
address this position. We will continue to review progress made by the Council in 
developing plans to address these challenges before issuing our final VFM
Conclusion and detailed Financial Resilience report in September 2014. 

VfM criteria Focus of the criteria

The organisation has proper 
arrangements in place for securing 
financial resilience

The organisation has robust systems and 
processes to manage financial risks and 
opportunities effectively, and to secure a 
stable financial position that enables it to 
continue to operate for the foreseeable 
future

The organisation has proper 
arrangements for challenging how 
it secures economy, efficiency and 
effectiveness

The organisation is prioritising its 
resources within tighter budgets, for 
example by achieving cost reductions and 
by improving efficiency and productivity
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Results of  interim audit work

The findings of our interim audit work, and the impact of our findings on the accounts audit approach, are summarised in the table below:

Work performed and findings Conclusion

Internal audit We have reviewed internal audit's overall arrangements in 
accordance with auditing standards. Our work has not identified any 
issues which we wish to bring to your attention. 

We also reviewed internal audit's work on the Council's key financial 
systems to date. We have not identified any significant weaknesses 
impacting on our responsibilities.

We have continued to liaise with internal audit  during the course of 
our work.

Overall, we have concluded that the internal audit service 
continues to provide an independent and satisfactory service to 
the Council and that internal audit work contributes to an 
effective internal control environment at the Council.

To date, our review of internal audit work has not identified any 
weaknesses which impact on our audit approach. 

Walkthrough testing We have completed walkthrough tests of controls operating in areas 
where we consider that  there is a risk of material misstatement to 
the financial statements:

• operating expenses

• employee remuneration

• welfare expenditure

Our work has not identified any issues which we wish to bring to your 
attention. Internal controls have been implemented in accordance 
with our documented understanding. 

Our work has not identified any weaknesses which impact on 
our audit approach. 

Review of information technology
controls

Our information systems specialist performed a high level review of 
the general IT control environment, as part of the overall review of 
the internal controls system. We have also performed a follow up of 
the issues that were raised last year. 

IT (information technology) controls were observed to have been 
implemented in accordance with our understanding. A small number 
of minor deficiencies have been identified and we will be agreeing an 
action plan with Management to address these deficiencies.

Our work has identified no material weaknesses which are 
likely to adversely impact on the Council's financial statements.
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Results of  interim audit work continued

Work performed Conclusion

Journal entry controls We are currently reviewing the Council's journal entry policies and 
procedures as part of determining our journal entry testing strategy.
Once the strategy has been identified we will undertake detailed 
testing on journal transactions for the first nine months of the 
financial year, by extracting 'large' and 'unusual' entries for further 
review. 

We will complete our initial testing of the first nine months of 
the year at our interim audit visit.  Further testing will be 
undertaken at our accounts visit to cover the remainder of the 
year including year end journals.

Early substantive testing Early substantive testing is planned to be undertaken at our second 
interim audit  visit in March 2014 in relation to operating expenses 
and employee remuneration.

We will complete our initial testing for the first nine months of 
the year at our interim visit. Further testing will be undertaken 
at our accounts visit to cover the remainder of the year 
including year end journals.

Value for money An initial review of the Council's arrangements for securing 
economy, efficiency and effectiveness and its effectiveness in its use 
of resources are in progress.

Our review of your value for money arrangements are  
currently in progress. The outcome of this review will be 
reported  in our Audit Findings Report and Annual Audit Letter.

Follow up of prior year 
recommendations

We have reviewed progress to date in implementing our 2012/13 
recommendations.

The Council’s s106 reserves at 31.3.13 were £936k. 

Last year we  recommended that the Council undertake a
detailed review of s106 balances in 13/14 to consider

• whether there are balances which should be reclassified 
from reserves to useable capital receipts where the scheme 
had ended

• to which balances the Council's Town Centre S.106 Monies 
Protocol will, and will not, need to be applied. 

As at March 2014 the Council had not yet undertaken such a 
review.

ITEM NO.  9.12



©  2014 Grant Thornton UK LLP   |

The audit cycle

Key dates

Completion/
reporting 

Debrief
Interim audit 

visit
Final accounts

Visit

Jan/March 2014 July 2014 September 2014 September 2014

Key phases of our audit

2013-2014

Date Activity

January 2014 Planning

January and March 2014 Interim site visit

26th March 2014 Presentation of audit plan to Audit Committee

July 2014 Year end fieldwork

August 2014 Audit findings clearance meeting with Head of Financial Services

September 2014 Report audit findings to those charged with governance

September 2014 Sign financial statements opinion
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Fees

£

Council audit 68,578

Grant certification 14,400

Total fees (excluding VAT) 82,978

Fees and independence

Our fee assumptions include:

� Supporting schedules to all figures in the accounts 
are supplied by the agreed dates and in accordance 
with the agreed upon information request list

� The scope of the audit, and the Council and its 
activities, have not changed significantly

� The Council will make available management and 
accounting staff to help us locate information and 
to provide explanations

Independence and ethics

We confirm that there are no significant facts or matters that impact on our independence as auditors that we are 
required or wish to draw to your attention. We have complied with the Auditing Practices Board's Ethical 
Standards and therefore we confirm that we are independent and are able to express an objective opinion on the 
financial statements.

Full details of all fees charged for audit and non-audit services will be included in our Audit Findings report at the 
conclusion of the audit.

We confirm that we have implemented policies and procedures to meet the requirement of the Auditing Practices 
Board's Ethical Standards.

Fees for other services

Service Fees £

None Nil
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Communication of  audit matters with those charged with governance

Our communication plan
Audit 
plan

Audit 
findings

Respective responsibilities of auditor and management/those charged 
with governance

�

Overview of the planned scope and timing of the audit. Form, timing 
and expected general content of communications

�

Views about the qualitative aspects  of the entity's accounting and 
financial reporting practices, significant matters and issue arising during 
the audit and written representations that have been sought

�

Confirmation of independence and objectivity � �

A statement that we have complied with  relevant ethical requirements 
regarding independence,  relationships and other matters which might  
be thought to bear on independence. 

Details of non-audit work performed by Grant Thornton UK LLP and 
network firms, together with  fees charged.  

Details of safeguards applied to threats to independence

� �

Material weaknesses in internal control identified during the audit �

Identification or suspicion of fraud involving management and/or others 
which results in material misstatement of the financial statements

�

Non compliance with laws and regulations �

Expected modifications to the auditor's report, or emphasis of matter �

Uncorrected misstatements �

Significant matters arising in connection with related parties �

Significant matters in relation to going concern �

International Standards on Auditing  (ISA) 260, as well as other ISAs, prescribe matters 
which we are required to communicate with those charged with governance, and which 
we set out in the table opposite.  

This document, The Audit Plan, outlines our audit strategy and plan to deliver the audit, 
while The Audit Findings will be issued prior to approval of the financial statements  and 
will present key issues and other matters arising from the audit, together with an 
explanation as to how these have been resolved.

We will communicate any adverse or unexpected findings affecting the audit on a timely 
basis, either informally or via a report to the Council.

Respective responsibilities

This plan has been prepared in the context of the Statement of Responsibilities of 
Auditors and Audited Bodies issued by the Audit Commission (www.audit-
commission.gov.uk). 

We have been appointed as the Council's independent external auditors by the Audit 
Commission, the body responsible for appointing external auditors to local public bodies 
in England. As external auditors, we have a broad remit covering finance and 
governance matters. 

Our annual work programme is set in accordance with the Code of Audit Practice ('the 
Code') issued by the Audit Commission and includes nationally prescribed and locally 
determined work. Our work considers the Council's key risks when reaching our 
conclusions under the Code. 

It is the responsibility of the Council to ensure that proper arrangements are in place for 
the conduct of its business, and that public money is safeguarded and properly 
accounted for.  We have considered how the Council is fulfilling these responsibilities. 
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The contents of this report relate only to the matters which have come to our attention, 

which we believe need to be reported to you as part of our audit process.  It is not a 

comprehensive record of all the relevant matters, which may be subject to change, and 

in particular we cannot be held responsible to you for reporting all of the risks which 

may affect your business or any weaknesses in your internal controls.  This report has 

been prepared solely for your benefit and should not be quoted in whole or in part 

without our prior written consent. We do not accept any responsibility for any loss 

occasioned to any third party acting, or refraining from acting on the basis of the 

content of this report, as this report was not prepared for, nor intended for, any other 

purpose.
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Purpose

The purpose of this report is to contribute towards the effective two-way communication between auditors and the Council's Audit and Governance Committee , 
as 'those charged with governance'. The report covers some important areas of the auditor risk assessment where we are required to make inquiries of the Audit 
and Governance Committee under auditing standards.

Background

Under International Standards on Auditing (UK and Ireland) (ISA(UK&I)) auditors have specific responsibilities to communicate with the Audit  and Governance 
Committee. ISA(UK&I) emphasise the importance of two-way communication between the auditor and the Audit  and Governance Committee and also specify 
matters that should be communicated.

This two-way communication assists both the auditor and the Audit  and Governance Committee in understanding matters relating to the audit and developing a 
constructive working relationship. It also enables the auditor to obtain information relevant to the audit from the Audit  and Governance Committee and supports 
the Audit and Governance Committee in fulfilling its responsibilities in relation to the financial reporting process. 

Communication

As part of our risk assessment procedures we are required to obtain an understanding of management processes and the Audit  and Governance Committee's 
oversight of the following areas:
• fraud
• laws and regulations
• going concern
• accounting estimates
• related party transactions

This report includes a series of questions on each of these areas and the response we have received from the Council's management. The Audit  and Governance 
Committee should consider whether these responses are consistent with the its understanding and whether there are any further comments it wishes to make. 
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Fraud

Issue

Matters in relation to fraud

ISA (UK&I) 240 covers auditors responsibilities relating to fraud in an audit of financial statements.

The primary responsibility to prevent and detect fraud rests with both the Audit and Governance Committee and management. Management, with the 
oversight of the Audit and Governance Committee, needs to ensure a strong emphasis on fraud prevention and deterrence and encourage a culture of 
honest and ethical behaviour. As part of its oversight, the Audit and Governance Committee should consider the potential for override of controls and 
inappropriate influence over the financial reporting process.

As auditor, we are responsible for obtaining reasonable assurance that the financial statements are free from material misstatement due to fraud or error. 
We are required to maintain professional scepticism throughout the audit, considering the potential for management override of controls. As part of our 
audit risk assessment procedures we are required to consider risks of fraud. This includes considering the arrangements management has put in place with 
regard to fraud risks including: 

• assessment that the financial statements could be materially misstated due to fraud
• process for identifying and responding to risks of fraud, including any identified specific risks
• communication with the Audit and Governance Committee regarding its processes for identifying and responding to risks of fraud
• communication to employees regarding business practices and ethical behaviour. 

We need to understand how the Audit and Governance Committee oversees the above processes. We are also required to make inquiries of both 
management and the Audit and governance Committee as to their knowledge of any actual, suspected or alleged fraud. These areas have been set out in 
the fraud risk assessment questions below together with responses from the Council's management. 
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Fraud risk assessment

Question Management response

Has the Council assessed the risk of material misstatement in the 
financial statements due to fraud?
What are the results of this process?

Although there is an on-going risk of fraud being committed against the Council arrangements 
are in place to both prevent and detect fraud. The S151 Officer has the overall responsibility for  
assessing the risk of material misstatement in the financial statements and is supported by 
management who provide the appropriate evidence for this assessment. In addition, work is 
carried out by Internal Audit on overall fraud risk areas and specifically on Council Tax and 
Housing Benefit fraud.  All work undertaken by Internal Audit has fraud considerations  built 
into it. The risk of material misstatement of the accounts due to undetected fraud is low. 

What processes does the Council have in place to identify and 
respond to risks of fraud?

The Council has an Anti-Fraud & Corruption Framework which incorporates the fraud response 
plan. There is also a Confidential Reporting Framework to allow concerns to be raised from 
within as well as by external parties.

Have any specific fraud risks, or areas with a high risk of fraud, 
been identified and what has been done to mitigate these risks?

No areas with a high risk of material fraud have been identified. The susceptibility of services to 
fraud forms part of the Council’s Audit Needs assessment process. This is provided to the Audit 
and Governance Committee. Training and awareness sessions are provided periodically.

Are internal controls, including segregation of duties, in place and 
operating effectively?
If not, where are the risk areas and what mitigating actions have 
been taken?

Internal controls, including whether segregation of duties exist, are reviewed by Internal Audit as 
part of their routine and investigative work; exceptions are reported to managers and inform the 
Internal audit opinion. 

Are there any areas where there is a potential for override of 
controls or inappropriate influence over the financial reporting 
process (for example because of undue pressure to achieve 
financial targets)? 

There is always the potential for an override of controls within systems, however our control 
framework has established secondary compensatory controls in place that would identify any 
such override taken place. Financial reporting is produced and balanced from the financial 
system, and  the reporting hierarchy allows for checks to be performed throughout the process, 
for example by the S151 Officer, Senior Management Team and Cabinet.

Are there any areas where there is a potential for misreporting 
override of controls or inappropriate influence over the financial 
reporting process?

No, as detailed above, there are compensatory controls in place to flag any overrides of controls.
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Fraud risk assessment

Question Management response

How does the Audit and Governance Committee exercise 
oversight over management's processes for identifying and 
responding to risks of fraud?
What arrangements are in place to report fraud issues and risks  to 
the Audit and governance Committee?

The Internal Audit Risk Based Plan is approved by  the Audit and Governance Committee 
before commencement each year. Internal Audit complete a robust review of internal controls on 
a risk basis and report regularly to Audit and Governance Committee. The Audit and 
Governance Committee are informed of the audit opinions and seek management reassurance on 
the improvement of controls where the consequences are considered high risk. At each meeting, 
Audit and Governance Committee members receive an update on instances of actual, suspected 
or alleged fraud investigations that have occurred since the last meeting and their outcomes.

How does the Council communicate and encourage ethical 
behaviour of its staff and contractors?

The Council has a staff code of conduct, confidential reporting policy and Financial regulations 
in place. All staff are regularly reminded of these. In respect of contractors ethical considerations 
are built into all contracts.

How do you encourage staff to report their concerns about fraud? 
Have any significant issues been reported?

There is an Anti Fraud and corruption framework and a Confidential reporting framework in 
place which explain the procedures to follow. Staff are expected to report suspicious or 
fraudulent behaviour. No significant issues have been reported and no issues have been reported 
under the bribery act.

Are you aware of any related party relationships or transactions 
that could give rise to risks of fraud?

2012/13 financial statement disclosure of related party transactions does not identify any 
potential fraud risks. Members and officers are required to make full disclosure of any 
relationships that impact on their roles. Members are required to declare any relevant interests at 
Council and Committee meetings.

Are you aware of any instances of actual, suspected or alleged, 
Fraud within the Council as a whole since 1 April 2013?

There are no material instances of fraud that have been identified during the year. There are some 
areas that are inherently at risk from fraud such as:

■ Council Tax

■ Benefit fraud

■ Single person discount

However, there is a dedicated benefits investigation team which investigates any benefit related 
fraud and the council takes part in the National Fraud Initiative.
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Laws and regulations

Issue

Matters in relation to laws and regulations

ISA (UK&I) 250 requires us to consider the impact  of laws and regulations in an audit of the financial statements.

Management, with the oversight of the Audit and Governance Committee, is responsible for ensuring that the Council's operations are conducted in 
accordance with laws and regulations including those that determine amounts in the financial statements. 

As auditor, we are responsible for obtaining reasonable assurance that the financial statements are free from material misstatement due to fraud or error, 
taking into account the appropriate legal and regulatory framework. As part of our risk assessment procedures we are required to make inquiries of 
management and the Audit  and Governance Committee as to whether the entity is in compliance with laws and regulations. Where we become aware of 
information of non-compliance or suspected non-compliance we need to gain an understanding of the non-compliance and the possible effect on the 
financial statements.

Risk assessment questions have been set out below together with responses from management.
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Impact of  laws and regulations

Question Management response

What arrangements does the Council have in place to prevent and detect 
non-compliance  with laws and regulations?

The Monitoring Officer, Heads of Service and Management are responsible for ensuring 
the Council is compliant with laws and regulations. The Constitution notes that the 
Monitoring Officers responsibilities cover:

■ complying with the law of the land (including any relevant Codes of Conduct);

■ complying with any General Guidance issued, from time to time, by the Standards 
Committee and / or advice of the Monitoring Officer;

■ making lawful and proportionate decisions; and

■ generally, not taking action that would bring the Council, their offices or professions 
into disrepute.

The Monitoring Officer has access to all Council committee reports and raises awareness 
on legal requirements at meetings where needed. In addition in terms of any specific legal 
issues the Monitoring Officer would get involved at an early stage.

Further information on how the Monitoring Officer carries out these responsibilities are 
detailed in the Constitution.

The S151 officer is responsible for preparing the accounting statements in accordance 
with relevant legal and regulatory requirements.

Work undertaken by Internal Audit ensures compliance with the relevant laws and 
regulations.

How does management gain assurance that all relevant laws and 
regulations have been complied with?

The Council has a Monitoring Officer and S151 Officer who provide assurance that all 
relevant laws and regulations have been complied with. Also all Cabinet reports have a 
standard section detailing any legislative issues.

The work of Internal Audit  also provides a source of assurance . Any non compliance is 
reported to management via Internal Audit reports and appropriate plans are put in place 
to remedy such issues.
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Impact of  laws and regulations

Question Management response

How is the Audit and Governance Committee provided with assurance 
that all relevant laws and regulations have been complied with?

All committee papers (with the exception of the Audit and Governance Committee)  are 
required to include an assessment of potential legal implications.

Assurance is also provided through the Internal Audit Annual Report and opinion and 
the Annual Governance Statement. 

Have there been any instances of  non-compliance or suspected non-
compliance with law and regulation since 1 April 2013, or earlier with an 
on-going impact on the 2013/14 financial statements?

None.

What arrangements does the Council have in place to identify, evaluate 
and account for litigation or claims?

The Monitoring Officer and the Section 151 Officer identify and evaluate the impact of 
litigation and claims which are then recorded as expenditure, as a provision or disclosed 
as a contingent liability in the accounts. This impact is mitigated in some cases by 
appropriate insurance cover.

Is there any actual or potential litigation or claims that would affect the 
financial statements?

None.

Have there been any reports from other regulatory bodies, such as HM 
Revenues and Customs which indicate non-compliance?

None.
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Going concern

Issue

Matters in relation to going concern

ISA (UK&I) 570 covers auditor responsibilities in the audit of financial statements relating to management's use of the going concern assumption in the 
financial statements.

The going concern assumption is a fundamental principle in the preparation of financial statements. Under this assumption entities are viewed as continuing 
in business for the foreseeable future. Assets and liabilities are recorded on the basis that the entity will be able to realise its assets and discharge its liabilities 
in the normal course of business.

The code of practice on local authority accounting requires an authority’s financial statements to be prepared on a going concern basis. Although the Council 
is not subject to the same future trading uncertainties as private sector entities, consideration of the key features of the going concern provides an indication 
of the Council's financial resilience.

As auditor, we are responsible for considering the appropriateness of use of the going concern assumption in preparing the financial statements and to 
consider whether there are material uncertainties about the Council's ability to continue as a going concern that need to be disclosed in the financial 
statements. We discuss the going concern assumption with management and review the Council's financial and operating performance. 

Going concern considerations have been set out below and management has provided its  response.
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Going concern considerations 

Question Management response

Does the Council have procedures in place to assess the Council's 
ability to continue as a going concern?

The Financial Strategy considers the financial position of the authority over the short, medium 
and long term and is designed to ensure that the Council continues as a going concern. 
Internal Audit's work plan provides an on-going review of key elements of the Strategy to 
ensure its delivery or to highlight at an early stage any unforeseen risks.

Is management aware of the existence of other events or conditions 
that may cast doubt on the Council's ability to continue as a going 
concern?

No events or conditions have been identified.

Are arrangements in place to report the going concern assessment to 
the Audit and Governance Committee?

The Audit and Governance Committee consider a number of reports which provide them 
with assurance that the Council continues as a going concern. These include the Statement of 
Accounts, Revenue and Capital outturn reports including analysis of reserves held, and 
Treasury management Strategies. They also receive reports stating that all controls and risks 
have been managed appropriately and as Members will have access to all reports produced 
across the Council.

Are the financial assumptions  (eg future levels of income and 
expenditure) consistent with the Council's Business Plan and the 
financial information provided to the Council throughout the year?

The Financial Plan has been prepared by appropriately qualified and experienced staff in 
consultation with service managers. The scrutiny committee also reviews financial plans before 
approval. The financial assumptions are therefore consistent with the Councils service plan. 
Reports in year are consistent with the budget set.
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Going concern considerations

Question Management response

Are the implications of statutory or policy changes appropriately reflected 
in the Business Plan, financial forecasts and report on going concern?

The financial plan explicitly considered the government changes in terms of grant 
settlement and the financial settlement. The plan is updated to reflect the financial 
settlement.

Have there been any significant issues raised with the Audit and 
Governance Committee during the year which could cast doubts on the
assumptions made? (Examples include adverse comments raised by 
internal and external audit regarding financial performance or significant 
weaknesses in systems of financial control).

Although assumptions are regularly challenged by the Audit  and Governance 
Committee, no such issues have been raised.

Does a review of available financial information identify any adverse 
financial indicators including negative cash flow?
If so, what action is being taken to improve financial performance?

Financial monitoring has not identified any such adverse financial indicators.

Does the Council have sufficient staff in post, with the appropriate skills 
and experience, particularly at senior manager level, to ensure the delivery 
of the Council’s objectives?
If not, what action is being taken to obtain those skills?

The Council has the relevant expertise to deliver the Council’s strategy and objectives. 
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Estimates

Issue

Matters in relation to accounting estimates

ISA (UK&I) 540 covers auditor responsibilities relating to estimates in an audit of financial statements. 

Local authorities use estimates in the preparation of their financial statements. We need to obtain an understanding of:
• how management identifies the transactions, events and conditions that give rise to the need for an accounting estimate.
• how management actually make the estimates, including the control procedures in place to minimise the risk of misstatement.

We need to be aware of all estimates that the Council use as part of their accounts preparation. These are set out overleaf.
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Estimate considerations

Estimate Method

Controls used to identify 

estimates

Use of an 

expert

Underlying assumptions

- Assessment of degree of uncertainty

- Consideration of alternative estimates

Change in 

accounting 

method in 

year?

Property plant &
equipment
valuations

Valuations are made by the 
in-house valuer for Council 
dwellings and an external 
valuer (Lambert Smith 
Hampton) for all other 
assets. Valuations are in line 
with RICS guidance on the 
basis of 5 year rolling 
valuations based on classes 
of asset with an interim desk 
top review to compare the 
carrying values and fair 
values.

Accounting standards require 
formal revaluations 
sufficiently regular to ensure 
the carrying amount does not 
differ materially from fair 
value at the year end. In 
addition valuations must be 
carried out simultaneously for 
each class of asset.

In – house and 
external Valuer

Valuations are made in line with guidance- reliance 
on an expert

Yes valuations 
now based on 
classes of asset 
simultaneously

Estimated
remaining useful
lives of PPE

The following asset 
categories have general asset 
lives:

■ Dwelling and other 
buildings 15 to 70 years

■ Equipment/vehicles 5 
years

■ Infrastructure 25 years
These are based on 
information from the valuer.

Consistent asset lives applied 
to each asset category

Use both in-
house and 
external Valuer

The method makes some generalisations. For 
example, a new building can have a life as short as 
15 years or as long as 70 years depending on the 
construction materials used. This life would be 
recorded in accordance with the local qualified 
RICS or CIB Member. The valuer is appropriately 
qualified.

No
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Estimate considerations

Estimate Method

Controls used to identify 

estimates

Use of an 

expert

Underlying assumptions

- Assessment of degree of uncertainty

- Consideration of alternative estimates

Change in 

accounting 

method in 

year?

Depreciation &
Amortisation

Depreciation is provided for 
on all fixed assets with a 
finite useful life on a 
straight-line basis.
Asset lives and values are 
obtained from the valuer.

Consistent application of 
depreciation method across all 
assets

No The length of the life is determined at the point of 
acquisition or revaluation according to:

■Depreciation is not applied in the year of addition
■Assets that are not fully constructed are not 
depreciated until they are brought into use.

No

Impairments Assets are assessed at each 
year-end as to whether there 
is any indication that an asset 
may be impaired. Where 
indications exist and any 
possible differences are 
estimated to be material, the 
recoverable amount of the 
asset is estimated and, where 
this is less than the carrying 
amount of the asset, an 
impairment loss is 
recognised for the shortfall.

Assets are assessed at each 
year-end as to whether there is 
any indication that an asset 
may be impaired.

Use the Internal 
and external  
Valuer

Valuations are made in-line with RICS guidance -
reliance on expert.

No
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Estimate considerations

Estimate Method

Controls used to 

identify estimates

Use of an 

expert

Underlying assumptions

- Assessment of degree of uncertainty

- Consideration of alternative estimates

Change in 

accounting 

method in 

year?

Pensions –
Defined
benefit
pension
amounts and
Disclosures.

The Council is an admitted body 
to the Local Government 
Pension scheme.

Rely on the calculations 
made by the actuary,
based on information 
provided by the Authority.
The Actuary's report is 
reviewed for  
reasonableness by senior 
staff.

Yes -
Actuary for
the pension
schemes

Reliance on the expertise of the actuaries of the 
pension scheme

No

Bad Debt
Provision.

A provision is estimated using a 
proportion basis of an aged debt 
listing

Members of the Finance 
team calculate the 
provision from the aged 
debt listing based on prior 
experience.

No Consistent proportion used across aged debt as per 
the Code. This is based on type of debt and historic 
payment pattern.

No

Measurement of 
Financial 
Instruments

Council values financial 
instruments at fair value based 
on the advice of their internal 
treasury consultants and other 
finance professionals.

Take advice from finance 
professionals

Yes Sector Take advice from finance professionals, if required. No
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Estimate considerations

Estimate Method

Controls used to 

identify estimates

Use of an 

expert

Underlying assumptions

- Assessment of degree of uncertainty

- Consideration of alternative estimates

Change in 

accounting 

method in 

year?

Accruals Finance Team collate accruals of 
Expenditure and Income from 
purchase ledger and budget 
information. Activity is accounted 
for in the financial year that it 
takes place, not when money is 
paid or received

Purchase ledger and 
management accounts 
information assessed by 
Finance team.

No Accruals for income and expenditure have been 
principally based on known values. Where accruals 
have had to be estimated the latest available 
information has been used.

No

Provisions for
liabilities.

Provisions are made where an 
event has taken place that gives 
the Trust a legal or constructive 
obligation that probably requires 
settlement by a transfer of 
economic benefits or service 
potential, and a reliable estimate 
can be made.
Provisions are charged as an 
expense to the appropriate service 
line in the CIES in the year that 
the Council becomes aware of the 
obligation, and are measured at 
the best estimate at the balance 
sheet date of the expenditure 
required to settle the obligation, 
taking into account relevant risks 
and uncertainties.

Calculations by Head of 
Finance based on 
information from third 
parties e.g. insurers and 
solicitors.

No Estimated settlements are reviewed at the end of 
each financial year. Where it becomes less than 
probable that a transfer of economic benefits will 
now be required (or a lower settlement than 
anticipated is made), the provision is reversed and 
credited back to the relevant service. Where some 
or all of the payment required to settle a provision 
is expected to be recovered from another party (e.g. 
from an insurance claim), this is only recognised as 
income for the service if it is virtually certain that 
reimbursement will be received by the Council.

No
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Estimate considerations

Estimate Method
Controls used to 
identify estimates

Use of an 
expert

Underlying assumptions

- Assessment of degree of uncertainty

- Consideration of alternative estimates

Change in 
accounting 
method in 
year?

Non adjusting
events - events 
after the BS date

S 151 Officer makes the 
assessment. If the event is 
indicative of conditions that arose 
after the balance sheet date then 
this is an un adjusting event. For 
these events only a note to the 
accounts is included, identifying 
the nature of the event and where 
possible estimates of the financial 
effect.

Heads of service notify 
S151 Officer.

This would be 
considered on 
individual 
circumstances.

This would be considered on individual 
circumstances

No

Finance leases Fixed assets recognised under 
finance leases are accounted for 
using the policies applied generally 
to Tangible Fixed Assets, subject 
to depreciation being charged 
over the lease term if this is 
shorter than the asset’s estimated 
useful life.

Finance review contracts 
and payments to ensure 
the lease is categorised 
correctly as a finance 
lease or an operating 
lease

No Property, Plant and Equipment recognised under 
finance leases are accounted for using the policies 
applied generally to such assets, subject to 
depreciation being charged over the lease term if 
this is shorter than the asset’s estimated useful life 
(where ownership of the asset does not transfer to 
the Council at the end of the lease period).

No
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Related parties
Issue

Matters in relation to related parties

ISA (UK&I) 550 covers auditor responsibilities relating to related party transactions.

Many related party transactions are in the normal course of business and may not carry a higher risk of material misstatement. However in some 
circumstances the nature of the relationships and transaction may give rise to higher risks.

For local government bodies, the Code of Practice on Local Authority Accounting in the United Kingdom (the Code) requires compliance with IAS 24: 
related party disclosures. The Code identifies the following as related parties to local government bodies:
• entities that directly, or indirectly through one or more intermediaries, control, or are controlled by the Council (i.e. subsidiaries)
• associates
• joint ventures in which the Council is a venturer
• an entity that has an interest in the Council that gives it significant influence over the Council
• key officers, and close members of the family of key officers
• post-employment benefit plan (pension fund) for the benefit of employees of the Council, or of any entity that is a related party of the Council.

The Code notes that, in considering materiality, regard should be had to the definition of materiality, which requires materiality to be judged from the 
viewpoint of both the Council and the related party.

ISA (UK&I) 550 requires us to review your procedures for identifying related party transactions and obtain an understanding of the controls that you have 
established to identify such transactions.  We will also carry out testing to ensure the related party transaction disclosures you make in the financial statements 
are complete and accurate.
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Related party considerations

Question Management response

Who are the Council's related parties? The Council has a significant number of related parties in which there is a material impact to the financial 
statements via virtue of - whether the Council might have the potential either to be controlled or 
influenced by the party or the potential to exert control or influence over the party (as defined by guidance 
in the Code). The areas where these are disclosed within the Council's financial statements are:

(1)Government - central government grants has control influence over the Council as the Council needs to 
act in accordance with its statutory responsibilities.

(2)Staffordshire County Pension Fund - this party is subject to common control by central government.

(3)Precepts & Levies - these parties are subject to common control by central government and thus might 
be empowered to transact on non-commercial terms. The Council is bound to pay the amount demanded 
from these parties through precept or levy.

(4) Members and Officers - Certain Members and Officers may have controlling influence or related 
interests with other of the Council's related party organisations; such that they may be in a position to 
significantly influence the policies of the Council.

What are the controls in place to identify, account for, 
and disclose, related party transactions and  
relationships?

A number of arrangements are in place for identifying the nature of a related party and reported value 
including:

■Maintenance of a Register of interests for Members, a register for pecuniary interests in contracts for 
Officers and Senior Managers requiring disclosure of related party transactions.

■ Annual return from senior managers/officers requiring confirmation that read and understood the 
declaration requirements and stating details of any known related party interests.

■ Review of in-year income and expenditure transactions with known identified related parties from prior 
year or known history.

■ Review of the accounts payable system and identification of amounts paid to assisted or voluntary 
organisations.
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