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DECLARATIONS OF INTEREST
To receive any declarations of interest from members in respect of any
items of business included in this report.
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ANNUAL RETURN FOR THE YEAR ENDED 31st MARCH 2021

4.1

To receive and consider:
a) Internal Audit Report for the Year End Visit
b) Annual Internal Audit Report 2020/21

4.2

_

Attached
Attached

To consider the following recommendations from the Report to the
members of the Finance and General Purposes Committee on 7th June
2021 (Minute 98.2, F&GP 07.06.2021 refers);
98.2

Review of Internal Controls and Annual Return for the Year
Ended 31st March 2021
RESOLVED: That, subject to the receipt of the final audit
inspection report:
1) The Statement on the System of Internal Control be
approved and signed by the Chairman or Vice-Chairman of
the [Finance & General Purposes] Committee; and

Attached

2) The following reports be accepted and RECOMMENDED to
the full Council for approval:
Annual Governance and Accountability Return 2020/21,
including:
• Annual Governance Statement 2020/21
•
Accounting Statements 2020/21

5

NEW POST OFFICE SERVICE – 2 STATION PARADE TN13 1DL
To note the opening of Station Parade Post Office from Monday 12th July
2021 at 13:00

6

PRESS RELEASE
To consider any agenda item, which would be considered appropriate
for a press release.

Attached

_
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Agenda Item 4.1

Sevenoaks Town Council
INTERNAL AUDIT REPORT
Date: 9th June 2021

Report Author: Amanda Palmer
Quality Assurance: Karen Herbert

The information contained within this report is strictly private and confidential. It may
contain details of weaknesses in internal control including financial controls. If this
information were to be available to unauthorised persons, this would create a greater
exposure to the risk of fraud or irregularity. Therefore, this report is not for
reproduction, publication, or disclosure by any means to unauthorised persons without
the permission of the Head of Internal Audit.

Internal Audit Report
OFFICIAL

Page 1 of 6
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1 SUMMARY
Under the requirements of local government legislation, Section 151 of the Local
Government Act 1972 and the Accounts and Audit (Amendment) Regulations 2006, the
Parish Council has a statutory responsibility to prove an adequate and effective system of
internal audit.
The role of the Internal Auditor is to provide an independent review and appraisal of the
Council’s system of internal control. The Internal Auditor must be independent of the
activities they audit in order to remain impartial and effect professional judgements and
recommendations.
In accordance with the agreed audit plan (Appendix A) and following Internal Audit’s
testing throughout May/June 2021 remotely, testing of the following areas has been
completed:
•
•
•
•
•
•
•
•
•
•

Progress on Previous Issues Raised
Expenditure
Risk Assessments
Budget Reporting
Salaries and Wages
Assets
Account Books
Bank Reconciliations
VAT
Year-end/Annual Return

Internal Audit Report
OFFICIAL

Page 2 of 6
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2 FINDINGS
Progress on Previous Issues Raised
From the 2019-20 audit visits:
Finding: Internal Audit were informed that the outstanding issues regarding Café on the Vine
and the House in the Basement have been actioned. This will be formally reviewed by
Internal Audit when lockdown restrictions have been lifted in 2021.
Expenditure
Control: Invoices show order number, copy letter or contract authorising purchase of
goods. Expenditure is authorised and reported to the relevant committee as per the
financial regulations.
Finding: Sample testing confirmed that expenditure is within authorisation limits and is
substantiated by appropriate invoices and receipts. Expenditure had been reported to the
Finance & General Purposes Committee.
Risk Assessments
Control: The Council has undertaken a risk assessment and is managing the resultant
risks identified.
Finding: Risk Assessments have been completed and reviewed at Committee. Risk
owners, mitigating controls and risk owners are detailed. Internal Audit identified that the
risks of Cyber-enabled crime against the Council have not been included. (Issue 1)
Budget Reporting
Control: Detailed expenditure and income for the current financial year to date against the
budget set is reported at least quarterly if not included within the monthly reporting to
committee.
Finding: The Council's position against budget has been reported at Finance & General
Purposes Committee throughout 2020/21. Detailed income and expenditure versus
budget reports are produced together with a variance explanation sheet.
Salaries and Wages
Control: Salaries and wages are reviewed annually and agreed at full council. Accurate
salaries and wages are paid to staff.
Finding: Salaries and Wages have been reviewed for 20/21 and sample testing showed
that staff were paid accurately in line with agreed amounts.

Internal Audit Report
OFFICIAL
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Assets
Control: All assets are recorded in an up-to-date asset register.
Finding: The Council asset register has been updated for 2020/21 however due to covid
restrictions and the audit being carried out remotely Internal Audit could not confirm the
existence of a sample of assets detailed on the asset register.
Account Books
Control: All account books are maintained and up to date.
Finding: Account books are maintained using an appropriate financial system and are up
to date.
Bank Reconciliations
Control: Bank reconciliations are carried out regularly and are independently verified.
Finding: Bank reconciliations are completed monthly and although the majority are dated
there were a few exceptions. In addition to this the reconciliations are not independently
verified by a Councillor. Although the reconciliations are approved by another member of
staff it is good practice for the reconciliations to be reviewed intermittently by a councillor.
(Issue 2)
VAT
Control: VAT returns are completed accurately and timely and VAT reimbursed has
subsequently been received and shows within the accounts.
Finding: VAT returns are completed quarterly, submitted promptly and reimbursement
received throughout 2020/21.
Year-end/Annual Return
Control: The financial statements are complete and accurate.
Finding: At the time of the audit the Financial Statement and Statement of Internal Control
had not been agreed by Committee. The Internal Audit section of the annual return has
been posted to the Clerk.
Internal Audit thank-you for your co-operation throughout 2020/21 and look forward to
working with you again during 2021/22.

Internal Audit Report
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3 ISSUES IDENTIFIED
Issue 1 – Risk Assessment.
Risks of cyber enabled crime against the Council are not included in the Council Risk
Assessment or Business Continuity Plan.
Issue 2 – Bank Reconciliations
All bank reconciliations should be dated and reviewed independently by a councillor.

Internal Audit Report
OFFICIAL
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Appendix A – Audit Plan 2020/21
The Amendments to the Accounts and Audit Regulations 2006 require that an internal
audit plan is prepared for your Council to consider and formally approve.
The majority of the audit work will be done by sample testing a sufficient number of
transactions to gain an assurance that the systems of financial control work effectively
and provide accurate information to support the Council’s activities. It is therefore
proposed that a review of the following control objectives is carried out to ensure they are
being achieved throughout the year to a standard adequate to meet the needs of the
Council:
•
•
•
•
•
•
•
•
•
•

•
•

Significant risks are assessed by the Council to ensure objectives are achieved
along with a review of the adequacy of the arrangements to manage these.
Appropriate books of account have been kept accurately throughout the year.
The annual precept requirement resulted from an adequate budgetary process
with progress against the budget regularly monitored and reserves appropriate.
The Council’s financial regulations have been met, payments supported by
invoices with expenditure approved and VAT appropriately accounted for.
Expected income fully received, based on correct prices, accurately recorded, and
promptly banked; and VAT appropriately accounted for.
Petty cash payments properly supported by receipts with expenditure approved
and VAT appropriately accounted for.
Salaries to employees and allowances to members paid in accordance with
Council approvals, and PAYE and NI requirements accurately applied.
Complete and accurate Asset and Investments registers that are properly
maintained.
Regular and year-end bank account reconciliations accurately carried out.
Accounting statements prepared during the year are prepared on the correct
accounting basis, agreed to the cash book, supported by an adequate audit trail
from underlying records, and where appropriate debtors and creditors accurately
recorded.
Where applicable trust funds (including charitable) responsibilities as trustee are
met by the Council.
Awareness to the potential for fraud, error or non-compliance, and any issues that
may increase this potential, including a review of the arrangements for the security
of systems and data.

Internal Audit Report
OFFICIAL

Page 6 of 6

8

Agenda Item 4.2(1)
Sevenoaks Town Council
21.06.2021
Sevenoaks Town Council
STATEMENT ON THE SYSTEM OF INTERNAL CONTROL
Scope of responsibility
The Council is responsible for ensuring that its business is conducted in accordance with the
law and proper standards, and that public money is safeguarded and properly accounted for,
and used economically, efficiently and effectively. The Council also has a duty under the Local
Government Act 1999 to make arrangements to secure continuous improvement in the way
in which its functions are exercised, having regard to a combination of economy, efficiency
and effectiveness.
In discharging this overall responsibility, the Council is also responsible for ensuring that there
is a sound system of internal control which facilitates the effective exercise of the council’s
functions and which includes arrangements for the management of risk.
Purpose of the system of internal control
The system of internal control is designed to manage risk to a reasonable level rather than to
eliminate all risk of failure to achieve policies, aims and objectives; it can therefore only
provide reasonable and not absolute assurance of effectiveness. The system of internal
control is based on an ongoing process designed to identify and prioritise the risks to the
achievement of the Council’s policies, aims and objectives, to evaluate the likelihood of those
risks being realised and the impact should they be realised, and to manage them efficiently,
effectively and economically.
The system of internal control has continued to operate at the Council throughout this
financial year and accords with proper practice.
The internal control environment
The system of internal control is based on a framework of regular management information,
financial regulations, administrative procedures (including segregation of duties),
management supervision, and a system of delegation and accountability. Development and
maintenance of the system is undertaken by managers within the Council. In particular, the
system includes:
•
•
•
•
•
•

comprehensive budgeting systems;
setting targets to measure financial and other performance;
the preparation of regular financial reports which indicate actual expenditure against
the forecasts;
clearly defined capital expenditure guidelines;
risk appraisal programmes to identify and manage risks and hazards in all the Council’s
areas of operation; and
as appropriate, formal project management disciplines.

The council has contracted for the internal audit function to be carried out by Kent County
Council’s Corporate Services department (KCC). A member of KCC’s internal audit staff visits
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the council a minimum of four times a year, and reports prepared by KCC are supplied to both
the Town Clerk, the Responsible Finance Officer and the Chair of the Finance & General
Purposes Committee. All reports are presented to the council’s Finance & General Purposes
Committee for comment and approval. KCC also provides the Council with advice on risk
assessment, statistical analysis and operating standards.
The internal auditor provides the Council with an independent opinion on the adequacy and
effectiveness of internal control.
Review of effectiveness
The Council has responsibility for conducting, at least annually, a review of the effectiveness
of the system of internal control. The review and effectiveness of the system of internal
control is informed by:
• the work of managers within the council;
• the work of the internal auditor as described above; and
• the external auditors in their annual audit letter and other reports.
In the year to 31st March 2021, no significant weaknesses in the council’s systems were
identified.

Approval of statement
This statement was approved on 07 June 2021 at a meeting of the Council’s Finance &
General Purposes Committee.
Signed__________________________

Signed__________________________

Councillor T Clayton
Chairman – F&GP Committee

Mrs Rosalind Shaw
Responsible Finance Officer
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Dear Customer
At the Post Office we are continually looking to refresh our network and ensure we meet
our customer needs. I’m therefore pleased to let you know that we are planning to open
a new Post Office in your area in Sans Express Ltd, 2 Station Parade, London Road,
Sevenoaks, TN13 1DL on Monday 12 July 2021 at 13:00.
The service will be one of our local style branches with a low-screened, open-plan Post
Office service point carefully integrated into the retail counter. Customers will be able to
carry out a wide range of Post Office transactions alongside retail purchases. The new
service will offer long opening hours, with the Post Office opening hours in line with the
retail business.
Details of the opening hours and the key products and services that will be available are
provided overleaf. Please feel free to share this information with others who may be
interested to hear about the new service. If there are any unforeseen changes which mean
these dates change, posters will be displayed in store to let customers know.
We’re carrying out this notification in line with our Principles of Community Engagement.
A copy is available at the end of this letter.
We hope that you and the local community will support the Post Office network in your
area.
Yours faithfully

Emily Dobson
Emily Dobson
Network Provision Lead
How to contact us:
comments@postoffice.co.uk
postofficeviews.co.uk
FREEPOST Your Comments

To get this information in a different format, for example, in larger print,
audio or braille call 03452 66 01 15 or Textphone 03457 22 33 55.
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Post Office opening times & services available

Monday – Friday 08:00 – 17:30
Saturday
08:00 – 13:00
Mail
First & Second Class mail
Stamps, stamp books (1st class 6 & 12 only, 2nd class 12 only)
Special stamps (Christmas issue only) & postage labels
Signed For
Special Delivery
Home shopping returns
Inland small, medium & large parcels
Express & contract parcels
British Forces Mail (BFPO)
International letters & postcards (inc. signed for & Airsure)
International parcels up to 2kg & printed papers up to 5kg
Articles for the blind (inland & international)
Royal Mail redirection service
Local Collect
Drop & Go
Withdrawals, deposits and payments
Post Office Card Account
Personal & Business Banking cash withdrawals, deposits & balance enquiries using a card. Also
enveloped cheque deposits and barcoded deposit slips.
Postal orders
Moneygram
Bill payments
Automated bill payments (card or barcoded)
Key recharging
Travel
Pre-order travel money
Travel insurance referral
Mobile Top-ups & E vouchers
Cheques are NOT accepted as a method of payment
For information about product availability call 03457 223344. For details of maximum
value of transactions, please speak to the operator. Customers can also shop online at
www.postoffice.co.uk
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Principles of Community Engagement on changes to the Post Office network
We are committed to engaging and supporting our customers and their representatives
as we make changes to the Post Office network. The following Principles will be adopted
when communicating about changes to your local Post Office branch.
We will Notify - where we are informing customers of changes around:

●
●
●
●
●

Opening hours
Temporary closure1/ temporary service interruption
Re-opening of a temporarily closed branch in the same site
Opening a new branch unrelated to a previous closure
Location used by a Mobile Post Office within a community

We will display a poster in branch (or nearby if appropriate) to notify customers of the
above changes, providing four weeks’ notice. Where four weeks’ notice is not
possible, we will provide notice as soon as we are able to. For temporary closures we
will include details of the nearest alternative Post Offices and our customer
helpline/textphone.
We will Engage - where we are seeking feedback on a decision that
on:

●
●

has been made

Re-opening of a temporarily closed branch in a new location (where the
branch has been closed for more than three months)
Franchising of a Directly Managed branch in its existing site

While the decision to proceed will have already been made, we will welcome
suggestions about specific aspects of the change such as access arrangements and the
internal layout. We will provide four weeks’ notice or, where extenuating circumstances
prevent this, we will provide as much notice as possible.
During this period we will display a poster in branch and provide information
online. We will contact locally elected representatives2, the Consumer Advocacy
Bodies and selected charities3, providing clear information on any changes to services
or access arrangements at the branch. We will ask locally elected representatives to
share information with other key community outlets (such as notice boards, local
charities, magazines, GP surgeries etc.). We will publish the outcome of the
engagement online and in branch, providing a summary of key issues raised with a
clear response to each and any changes made to our original plans.
We will Consult - where we are seeking feedback on proposals prior to a decision being
made on the:

●
●

Permanent closure of a Post Office branch4
Permanent relocation of a Post Office branch (including the franchising of a
Directly Managed branch to a new site)

We will carry out a six-week5 local public consultation, informing customers, locally
elected representatives, Consumer Advocacy Bodies and selected charities of the
proposal. This information will also be made available online and for a Directly Managed
branch a press release will be issued to local media. We will ask locally elected
representatives to share information with other key community outlets (such as notice
boards, local charities, magazines, GP surgeries etc.).
The consultation will ask specific questions on areas where we would like feedback on
access to Post Office services and will confirm when the change will happen if the
decision is made to proceed. We will provide clear information on any changes to services
as well as access to and into the new branch.
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We welcome all feedback with the following factors being taken into account in making
our decision, which we expect to make within four weeks of the close of consultation:

●
●

Customer access to, into and inside the new or alternative branch/branches with
particular regard to vulnerable consumers
Any local community issues which could be affected by or affect the proposal

At the end of the consultation process we will write to locally elected
representatives, Consumer Advocacy Bodies and respondents to the consultation (where
practical) to confirm our decision and provide a summary of key issues raised with a
clear response to each. This information will be made available online and in branch
(where possible).
These Principles have been agreed with Citizens Advice, Citizens Advice
Scotland and the General Consumer Council for Northern Ireland; the
independent statutory consumer watchdogs.
What to do if you feel these Principles haven’t been followed:
Please get in touch so we can investigate your complaint. We’ll explain in our reply
whether we believe we have followed our Principles of Community Engagement and will
provide you with the contact details for the relevant consumer watchdog (Citizens
Advice, Citizens Advice Scotland or the Consumer Council for Northern Ireland) if you’re
not satisfied with our response. The watchdog will independently assess whether we have
followed the Principles of Community Engagement process (rather than the decision
itself) and recommend any actions with respect to the complaint.
postofficeviews.co.uk
comments@postoffice.co.uk
FREEPOST Your Comments
Call:
03452 66 01 15
Textphone: 03457 22 33 55
1We will provide an update to locally elected representatives if the status of the
temporarily closed branch has not changed after 12 months.
2 Locally elected representatives include but are not restricted to the Member of
Parliament, Scottish Parliament, Welsh Assembly, or Northern Ireland Assembly, Local
Authority Chief Executive, Ward Councillors, Parish or Community Council.
3 Selected charities are local Citizens Advice, Age UK, Northern Ireland’s Disability
Action and Northern Ireland’s Rural Community Network. All parties referred to in 2
and 3 above are encouraged to share all information with local groups and organisations
who they believe have an active interest in changes to their local Post Office.
4 There may be a small number of cases where due to circumstances outside our control
we have no option other than to permanently close a branch in a particular location. In
these cases the consultation will seek feedback on alternative Post Office service
provision in the area.
5 If the consultation includes more than four weeks in July in Scotland and Northern
Ireland or more than four weeks in August in England and Wales we will extend the
period by one calendar week. We will not start any local public consultation during the
two-week period which includes the Christmas and New Year bank holidays.
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Modernising the network
Under our Network Transformation programme, we have modernised more than 7,650
branches up and down the country over the last six years, with more still in the pipeline.
This has been a huge success, but it is far from the end of the story for our network.
Why are you opening more branches?
The competitive landscape in the high street is changing and we must adapt and develop our
network to meet the needs of our customers, both consumers and business. We need to offer
convenient access to Post Offices when and where our customers want them in a competitive
market place.
We’ve come a long way in the last few years – modernising more than 7,650 branches across the
country – offering 200,000 extra opening hours and franchising many of our directly managed Post
Offices to give customers bright modern branches in a vibrant local business. But there’s more we
need to do to make sure we can meet changing customer needs.
Over the last few years we have been opening small branches in areas where there wasn’t
previously a Post Office, especially urban areas, so that we can offer customers convenient access
and longer opening hours. We know that customers want convenient access for everyday
transactions like post, bill payments and withdrawing cash

What is a local Post Office branch?
Like most high street retailers, we have had to develop a more flexible approach to how we provide
services to our customers. In local branches, instead of a separate Post Office counter area,
customers access Post Office services at a low-screened, open-plan, modern serving point that’s part
of the retail counter. Local branches offer a wide range of Post Office products and services, often
over longer opening hours and sometimes seven days a week, so customers can access their Post
Office when it’s convenient.

I’m interested in running a Post Office. How do I apply?
For more information or to search for business opportunities in your area, please visit our website
runapostoffice.co.uk

I want more information about mail products and services
Royal Mail is responsible for all postal matters including the collection and delivery of mail and the
location of post boxes. For more information, please visit royalmail.com
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Why are you franchising Directly Managed branches?
Franchising Directly Managed branches is a successful approach to continue to offer Post Office
services in communities in a more sustainable way – partnering with a retailer to offer a Post Office
combined with a shop brings the benefits of shared footfall and overheads.
Franchising forms part of the continuing modernisation of our network, to achieve commercial
sustainability, and will help us to provide services that will meet customer needs and safeguard future
service provision, now and for the long-term. The most effective way to secure the long term viability of
Post Office services is through a carefully selected retail partner. The vast majority of our 11,500 Post
Office branches, large and small, are successfully operated in this way with retail partners and we believe
this is the best approach to keeping Post Offices in main shopping locations and at the heart of
communities where they play in an important role in local economies.
Alongside modernising our branch network, we’re continuing to develop our services to remain
relevant for customers. As well as traditional post and other services, today’s Post Office network
provides for the collection or return of online shopping, offers a ‘click and collect’ service for foreign
currency available from over 3,500 branches and day-to-day banking for the majority of customers
of UK banks - 99 per cent of UK personal banking customers and 75 per cent of business customers
can now carry out day-to-day banking at any of our branches.

How will it affect me?
In most cases the branch will continue to offer the same wide range of products and services as
currently and will still be operated by friendly, trained staff, often over extended opening hours.
There will be a consultation or engagement period first to seek your views on things like accessibility
and opening hours.

Why is my branch closed and how can I find out what’s happening?
Sometimes unplanned changes happen to the Post Office network which are outside of our control.
For example the postmaster might resign or there might be a building problem such as flooding.
Where this is the case we’ll try to let you know as soon as possible by displaying posters locally and
further information will be available on our Consultation Hub. You can also find details of other
branches in the area by visiting our website at postoffice.co.uk/branch-finder
If a branch closes we will work closely with the Postmaster to resolve any issues to enable us to
restore a service as quickly as possible. Where this isn’t possible or if the operator can no longer run
the branch we’ll seek to identify a new Postmaster in the local area and will advertise the
opportunity on our website runapostoffice.co.uk. If you know of any retail partners who may be
interested in a vacancy, please do share the link with them. As soon as we have a suitable plan in
place for the area we’ll let our customers and their representatives know and will ask for feedback
on our plans.

How will I know if there are changes planned for my branch?
If there are any changes planned to the branch you use, information posters will be displayed in the
branch. If we’re carrying out a public consultation, customer leaflets will also be available in branch,
which you can take home, explaining more about the changes. You can also search by branch name,
code or postcode on our Consultation Hub to find out more. This will provide an information letter
with full details of the change and when it’s going to happen.
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How will you take my views into account before making any changes?
We want to know what you think and as we plan changes, we will ask for your views on key areas.
If we are proposing to move your branch to new premises, we will carry out a six-week local public
consultation before we make a final decision on the new location. During that time, you can let us
know what you think about our plans. At the end of consultation, all feedback will be carefully
considered before we make a final decision on the proposed move. More information on how we
communicate change is available in our “Principles of Community Engagement” available on our
Consultation Hub or at: postoffice.co.uk/modernising-post-office

What factors do you consider before making the decision to proceed with any changes?
Post Office Ltd welcomes all feedback but the key factors taken into account in coming to a decision
are customer access to, into and inside the proposed new or alternative branches, with particular
regard to vulnerable customers. We will also consider any local community issues affected by the
proposal.
People often raise common issues such as car parking, traffic and road conditions. Naturally we will
consider carefully any impact the changes may have on these local issues

How do I find out about the decisions you have made?
We will keep you informed by displaying posters in the branch to support you through any changes.
Details will also be published on our Consultation Hub under closed consultations. If you have taken
part in a local public consultation and registered your views electronically, you will also be sent a link
to our Consultation Hub when the final decision is announced. If you have written to us, we will
write to you to you to let you know our final plans.

What do I do if I think you haven’t following the Principles of Community Engagement?
If you think we haven’t followed the “Principles of Community Engagement” please get in touch so
we can investigate your complaint. We’ll explain in our reply whether we believe we have followed
our Principles of Community Engagement and will provide you with the contact details for the
relevant consumer watchdog (Citizens Advice, Citizens Advice Scotland or the Consumer Council for
Northern Ireland) if you’re not satisfied with our response. The watchdog will independently assess
whether we have followed the Principles of Community Engagement process (rather than the
decision itself) and recommend any actions with respect to the complaint.
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