Internal Committee 9th October 2017
Committee Structure
Agenda Item 8

It is almost & months since the introduction of the Internal/External committee structure. Whilst this
has largely proved successful, there have been anomalies over delegated authorities.

The arder and frequency of meetings should also be reviewed, taking into account agenda lengths.

The recent 11.30 finish time is also a matter of concern and steps should be taken to avoid a repeat
of such occurrences,

Members of the original committee structure sub-committee were as follows:
Clirs Carter, Mrs. Curteis, Mrs. Ferguson, Knowles, Mulholland, Nelson & Mrs Smith.

Proposal: That the committee structure sub-committee should be reformed to recommend
changes.

S

Phil Burgess
Town Clerk
Impact on Crime and Disorder Mone
Impact on Bio-diversity : Mone

Budgetary Impact : Mone



Internal Committee 9th October 2017
Annual Return
Agenda Item 9

The auditor’s report has recently been received on the annual accounting and governance return.

In previous years minor procedural issues had been highlighted and there were problems over
figures carried forward,

This year, however, the auditors found no issues whatever with the accounting return or the
governance practices of the council. In other words, 2016-17 had a clear audit.

The results have been publicised in accordance with the auditor's reguirements,

The clear audit has been partly achieved through targeted assistance from our accounts software
providers, My thanks also to our Accounts Clerk Julie McCallum for her efforts,

Proposal: Information Only

- .

Phil Burgess
Town Clerk
Impact on Crime and Disorder MNone
Impact on Bio-diversity : Nane

Budgetary Impact ; MNone



Tenterden Town Council

Notice of conclusion of audit

Annual Return for the year ended 31 March 2017

Seclions 20(2) and 25 of the Local Audit and Accountability Act 2014

Accounts and Audit Regulations 2015 (SI 2015/234)

1. The audit of accounts for Tenterden Town Council for the year ended 31
March 2017 has been completed and the accounts have been published.

2. The Annual Relurn is available for inspection by any local government

elector of the area of Tenterden Town Councll on application to:

(a) [ﬁﬁ" [own Clerk

R % I tg‘t Hel | e
B oA

(b) _Manday_b&daaﬁmm

3. Copies will be provided to any person on payment of £ 5 {c) for each
copy of the Annual Return.

Announcement made by: (d) EE;. 'm,le& l_a, L300 ;’_‘jgtk
MSEP\:EQ:&MD_

Date of announcement: {g)

Holes

This notice and Sections 1,2 & 3
of the Annual Refum must be
published by 30 Seplember.
This must include publication
on the smaller autherity's
webslte.

(&) Ingar the nama, position and
address of the parson bo wham
fecal governimen eleclors should
apgly lo nspec the Annual
Retum

{0} Ingert the hours during which
ingpection fghls may ba
o ed

{e) Insert & reagonable sum for
copying costs

{d) Ingert the name and position of
person placing the notca

{e) Insert the date of placing of the
notica




Section 1 — Annual governance statement 2016/17

We acknowledge as the members of:

Enter name of —
Terterden louwn Counail

smaller authovity here:

our responsibility for ensuring that there is a sound system of internal control, including the
preparation of the accounting statements. We confirm, to the best of our knowledge and belief,
wilh respect to the accounting statements for the year ended 31 March 2017, that:

Cov |
m L

rneans that this smaller authonty:
prepared ils accounting slatements in
accordance with the Accounts and

Audit Regulations.

mada proper arrangements and accopted
responsibility for safeguarding the pubilic monay
and resources in its charga,

has only done what it has the legal power to do
and has complied with propar practices

in daing so.

1. e have pulin place arrangements for effective
financial management during the year, and for the
preparation of Lhe accounting slalements.

2. We maintzined an adequate system of inlermal conltral,
including measures designed to prevent and datect
fraud and corruplion and reviewed its effectiveness.

3. Wetook all reasonable sleps to assure oursalves (hal
there are no matiers of actual or polential non-compliance
with laws, regulations and proper praclices that could
have a significant financial effect on Lhe abiity of this
smaller authonty to conduct ils business oron
its finances.

4. W provided proper opparfunity during tha year for tha
ewercisa of electors” ighls in sccordance with the
requirements of the Accounls and Audil Regulations.

5. We camied oul an assessment of tha risks facing this
srmaller authority and took appropriate sleps to manage
those rizks, including the inlroduction of intermal controls
andior external insurancea cover whena required.

6. We mainained throughout the year an adequate and
effective syslem of internal audit of the accounling
records and control syatems.

during the ysar gave all persons interésled the
opportunity to inspect and ask quaslions about
this authorily’s accounls.

considered the financial and other risks il faces
and has deait with them properly.

arranged for @ competent person, independent
of the financial conlrols and procedures, to giva
&n objeciive view on whethar infernal controls
mest the needs of this smaller authority.

responded lo matters brought to its allention by
internal and extemal audit,

disciozed everylhing it should have about

its business aclivity during the year

including events taking place after the year-end
if relavant.

7. Woe tock appropriate aclion on all malters ralsed in
reparts from internal and external audil.

B. We considered whether any tigation, liablities or
commitments, evenls or lransactions, occurming elther
during or after the year-end, have a financial impact on this
smaler authorily and, where appropriate have included
them in the accounting stalements.

S Rl BRcE

9. (For local councils only) Trust funds including charilable, BRGE has met all of its responsibilities whare itis a
In cur capacity as the sole managing Lusles we sole managing trustes of a local trust or trusts,
discharged our accounlabilily responsibilities for the
fundis)Massels, including financial reporting and, if ,/
required, independeant examination or audil.

This annual governance statemeant is approved by his :

smaller authority on: Signed by Chair at maeling whaera approval Is given:
(e pe e | ey o
and recorded as minute refarence: Clark:

T | CER e |

*Mote: Please provide éxpla nations td-l.'l-'lﬁusxtsrnar auditoron a éupamta shaé_t' Em'_aach ‘o' response. Describe how this sn;;:l'l'!'a-:- =1
autherity will address the weaknesses identified, |

)
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Section 2 - Accounting statements 2016/17 for

Enter name of
smaller autharity hers:

Tenterden Iowon GounciL

Year ending

Moles and guidance

35l £1, Do not leave any boxes blank
All figures must agree lo underiying

Flease round &l figures o
and repod £0.or Nil bala
financial records.

. Balances brought Tolal balances and reserves &t the beginning of the year as recorded
forward 33 41"-5‘5] | 245 &L, | Inihe financial records. Value must agree la Box 7 of previous year,

2. (+) Precept or Rales Total amount of precepdt (or for IDBs, rales and levies) received
and Levies 2031717 %3 DQ%, | o receivable in the year. Exclude any grants recelved.

3. (+) Total Total income or recelpls s recordad in the cashbaok less the
other receipts LIS 235 | 366 GIBG| precept o ratestevies recelved (line 2). Include any grants receivad,

4. (-) Staff costs Tolal expendilure or payments made lo and on behalf of all

employees. Include salares and wages, PAYE and NI (employees
(TR} Qna |l 15577 ) and employers), pension contributions and employment expenses,

5. (<) Loan Tolal expendilure or payments of capitel and inlerest made during
interesticapital ; the year on the smaller authonly's borrowings (if any).
repaymenis [y bl

6. {-) Al other Tolal expendilure or paymenls as recorded In the cashbook less slaf
payments "-'_-,Qt.'..'ﬁ 15 ||ORG Ota] | costs (ine 4) and loan interesticapital repayments (ine 5).

7. (=) Balances carried Total balances and reserves at tha end of the year, Mus! equal
forward BYB G | DL2Y- 203 (1+243) - (4+5+6)

8. Tolal value of cash The sum of all currenl and deposil bank accounts, cash holdings and
and short term short term investments held a5 at 31 March - To agree with bank
investmenls 29511852 319109 | reconciliation.

8. Total fixed assels This eall shows the value of all the proparly the aulhorily owns, Itis
plus long lemm made up of iis fixed assels and long-term investmants.
invastments

.and assals 4390904 5160164

10. Tatal The oulslanding capital balance as at 31 March of all keans from third
barrawings halL, pall parties (including PWLB),

11. {For Local Councils The Council acls as sole trustea for and is responsible for managing
Only) Disclosure Trust funds or assals, '
nole re Trust funds / H.B. The figures in the accounting statements
(including charitable) above do not includa any Trust transactions.

| certify that for the year ended 31 March 2017 the
accounting staternents in this annual return present fairly the
financial position of this smaller authorily and I's income and
expendilure, or properly present recelpls and paymenis, as
the case may ba.

Signed by Responsible Financial Officar:

Date

| confirm that these accounting statements weare approved
by this smaller authority on:

| affee/ty ]
and recorded as minute raferance;

3089 ]
Signed by Chair al meating where appraval is given:

e aeeeT T

.
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Section 3 — External auditor report and certificate

In respect of:

Ertar nrame of L -I— E'_ﬂ’C' erdm‘—r .?4. ‘ﬂ L

smaller authorily hese:

1. Respective responsibilities of the body and the auditor

This smaller authority is responsible for ensuring that its financial management is adequate and
effective and that it has a sound system of internal control. The smaller authority prepares an
annual return in accordance with proper practices which:

* summarises the accounting records for the year ended 31 March 2017: and

« confirms and prevides assurance on those matters that are relevant to our duties and
responsibilities as external auditors.

Our responsibility is to review the annual return in accordance with guidance issued by the
Nalional Audit Office (NAO) on behalf of the Comptroller and Auditor General (see note below).
Our work does not constilute an audit carried out in accordance with International Standards on
Auditing (UK & Ireland) and does nol provide the same level of assurance that such an audit
would do,

2.2016/17 External auditor report ( ketors)
EEHMWM‘ on the basis of eur review of the annual return, in our opinion tha infarmation in the annual |

return is in accordance with proper practices and no other mallers have come to our attention ghving cause for concarn that relevant
[egislative and regulatory requirements have not been met. (*delate as appropriale),

P

(continue on a separate sheel if required)

Other mallars not affecting our opinion which we draw to the atlention of the smaller authul.'i.ty: -

=

(continue on a separate sheet if required)

3. 2016/17 External auditor certificate

We cerlify/de-not-certify* thal we have completed our review of the annual return, and
discharged our responsibilities under the Local Audit and Accountability Act 2014, for the

year ended 31 March 2017.

* We do not cerlify completion because: - o =

Extarnal auditor slgnalHure J ‘PML@MLW - _ -
Extarnal auditor name [ PKF Littlg]'?hﬂ LLP - — Date [&kﬂ@}ﬂﬂi—]

Mota: Tha NAQ issued guldance applicable to exlernal auditors’ work on 2016/17 accounts In Auditor Guidance Note AGN/02, The
AGH iz available from the NAD website (www.nag.org.uk)
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Annual internal audit report 2016/17 to

Enter name of

smaller aulhorily here: iEﬁ‘%‘le_ﬂ lowon C()UI'\CJ.L

This smaller authority’s internal audit, acting independently and on the basis of an assessment of
risk, carried out a selective assessment of compliance with relevant procedures and controls
expecled to be in operation during the financial year ended 31 March 2017.

Internal audit has been carried out in accordance with this smaller authority's needs and planned
coverage. On the basis of the findings in the areas examined, the internal audit conclusions are
summarised in this table. Set out below are the objectives of internal control and alongside are the
internal audit conclusions on whether, in all significant respects, the control objectives were being
achieved throughout the financial year to a standard adequate lo meet the needs of this

smaller authorily.

Intemal control objoctive N Agreed? Pleasa choose only

one ol the folowing

A, Approprisle accounting records have been kept properly throughout the yaar,

B. This smaller authority met its financial regulations, payments were supported by involces, all
expendilure was approved and VAT was approprialely accounled for,

C. This smaller authority assessed the significant risks to achieving its objeciives and reviewed tha
adequacy of arrangements to manage these.

D. The precepl or rates requirement resulted from an adequale budgetary process: progress
against the budget was regularly maonitored; and reserves were appropriate.

E. Expected incoma was fully received, based on correct prices, propery recorded and promplly
banked; and VAT was appropriately accounted for,

F. Pelly cash paymenls wera properly supported by recelpls, all petty cash expendilure was
approved and VAT appropriately accounled for.

G. Salaries to employees and allowances to members woere pald in accordance wilh Lhis smaller
authorily's approvals, and PAYE and NI requirements were properly applied.

H. Assel and investments registers were complete and accurate and properly maintaned

I.  Pariedic and year-end bank account reconciliations were properly carried out.

4. Accounting slatements prepared during the year were prepared on the correct accounting basis
{receipts and paymenls or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underlying records and where appropriate deblors and creditors wera
propery recorded.

NORNN S KK ISISRE

K. (For local councils only) Eﬂ’ic-':l;«'rﬂ

Yas | o l
Trust funds (including 'C-hﬂfilablﬂ} = Tha council med its responsibilites as a trusles. il

Faor any other risk areas idantified by this smaller authority adequate controls existed (list any other risk areas balow or on separale
shaeals if neededj

Marme of person who carried oul tha internal audit |_ J}Fi?hb : {7

Signa!ureufperaanwm carried cul the intemal audit i !_]] ;__? _gu_"_ ' _i Date | Iq }_ﬁ'} Lm?_|

*If the rasponsa is 'no’ please slala lha Irn_u-'hcaﬂuns and action being taken lo address any wuaknuss in control Fdenturped

(add separale sheels if needed),

“*Mote: [f the responsa is 'not covered’ please stale when the most recent intemal audit work was done in this area and when iLis
next planned, or, Hcovaraga is nol required, Internal audil must explain wh:.- ot {add separats sheets if neadad).
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Internal Committee 9th October 2017
Recreation Ground Kiosk Path
Agenda Item 10

The tarmac path to the north of the recreation ground, which runs parallel with the pavement on
Oaks Rd and emerges at the traffic lights on Recreation Ground Rd, is in need of repair.

The trees along the narthern border of the recreation ground have thrown out roots which have
raised the tarmac in places making the path hazardous. In the short-term arrangements will be made
for signage to alert users to the dangers.

The ideal resolution to this issue would be to divert the path to the south side of the kiosk away
from the trees but this would be expensive and is likely to clash with the requirements of the
recreation ground re-ordering. The tree roots cannot be cut off as this would destabilise the trees,

A cheaper solution would be to have the areas around the roots dug out and replaced with a gradual
slope up and down. Whilst this solution would only last a few years until the roots broke through
again, it would tackle the immediate safety issue and allow the re-ordering of the recreation ground
to create a permanent solution to the issue,

Proposal: That the path should be patched with tarmac to make safe & quotations would be
referred to council for consideration.

é‘*"ﬂ

Phil Burgess
Town Clerk
Impact on Crime and Disorder Mone
Impact on Bio-diversity : Mone

Budgetary Impact : Minor



Internal Committee 9'" October 2017

Internal Processes for the Town Council Newsletter

Agenda ltem 11

Tenterden Town Council is committed to improving communications with the town’s residents, and
the Newsletter is part of an information programme to help keep people abreast of Council affairs.

As the Newsletter is produced by the Town Council, all Councillors should get to read and approve
the final version before it is circulated to the Town. Generally, the Autumn Newsletter was very well
received, but there were a few teething problems with the content. Implementation of a few simple
internal processes could help to avoid any such issues in the future.

Deadlines for reviewing the Newsletter should be short so that its publication is not held up by
Councillors. It is also important that if any Councillor wants to comment on the Newsletter, then this
should be at the Word document stage as any changes to the laid-out copy become very time
consuming and costly. The processes should not greatly increase the length of time it takes to
produce the Newsletter as stages can overlap, e.g. writing of the Newsletter can begin before the
deadline for Councillors’ comments on which articles will be included.

- “
Councillors to be informed when the contentis
being discussed

e r.

Councillors have 1 week
% to respond with
3 any comments

— "
Cauncillors to be informed which articles will
be included in the Newslatter

Ceuncillors have 1 week
3 ta respond with
any comments

In the Newsletter should receive a copy of the

[ Any individualforganisation that is mentioned ]
article far their inputfapproval

Copy is lald out by
the deslgner so
any changes
should now be
minimal

Individualsforganisations have
o | 2 weeks to respond with
any comments

[ Two Councillors to proofread the Newsletter ]

Cauncillors have 1 week
to proofread

L

Counclllars to receive the final POF of the Councillors have 1 week
Mewsletter for appraval far approval

Proposal: That the following processes be adopted by the Internal Committee for the Town
Council Newsletter:

1. Town Clerk will inform councillors when the content of the Newsletter is being discussed
so that they can suggest articles and also contact individuals/organisations for their input
if needed



2. The Town Clerk will let councillors know which articles will be included in the next

Newsletter so that he can be notified if there is likely to be any issues
a. Councillors can request copies of the articles, which will be at the Word document
stage so any amendments will be easy to make

3. The Town Clerk will send articles to any individual or organisation that are discussed (at
the Word document stage) for their input/approval

4. When the copy is laid out, two councillors will proof read the newsletter

5. The Town Clerk will circulate the final draft of the newsletter to all councillors for approval

Clir. Dr. Lisa Lovelidge
Chair, Internal Committee

Impact on Crime and Disorder: Mone
Impact on Bio-diversity: Mone
Budgetary Impact: MNone



Tenterden Town Council

REPORT: “Public sector communication”
- a conference on 26 September 2017

It should be borne in mind that the conference was arranged and hosted by Granicus, whose
business is selling technolagical solutions to the public sector. Inevitably, therefore, the day
was biased heavily towards technology and how Granicus can help implement solutions.

The day's presentations were -

1 - Challenges and opportunities

Paul Masterman, Strategic Communications Speciolist and LGA Associote

Communications used to be about control of information - now it's about guidance
Edelman Trust Barometer - https://www.edelman.com/trust2017/ - indicates low levels of
trust (Brexit, Trump, Grenfell)

Communicators should avoid spin and tell the transparent truth instead

"Tweeting out into the hurricane [of news] is pointless”, but we need to change things from
people using social media to "have a go at us" to enabling them to take part

2, 3,4 -Income generation and targets

Darren Caveney and Dan Slee, co-creators of comms2poinyl

Karen Yates, Traded Services Marketing and Brand Manager, and Andy Allsopp, Head of
Communication and Marketing, both from Essex County Council

John-Paul Danon, Sales Director, Council Advertising Network, and Dave Worsell, Managing
Director, Granicus Europe

More and more, councils - including their PR/Communications teams - are expected to
generate income for their councils, not just be an expenditure. Granicus have produced a
white paper on the subject, "Income Targets: Comms Entrepreneurs, Income Warriors and
Three Paths Forward" , available to download here: https:/fuk.granicus.com/

South Staffordshire council set up a business hub, charging businesses - especially micro
businesses - for space, facilities and advice

Essex CC expects to be fully self-financing by 2021, basically by charging for services that had
previously been given

Granicus ran a three month pilot scheme with seven councils, adding advertising at the foot
of their emails; generated more than 13,000 "clicks" (no indication of the financial value);
assured us that people were not upset or annoyed at this - though adverts were at the foot
of the emails - no doubt, they will migrate to the body. Advertisers see advertising through
councils as safe, unigue and effective - though they need to be targeted, which means email
communications seed to be segmented, so a "one newsletter to cover all council activities”
approach will not work. Ad blockers do not work on emails, only on web browsers

5 - Customer communications in a digital world

Peter Smith, Digital Engagement Manager, HM Revenue & Customs

A presentation (by someone who thought he was a bit of a comedian) explaining how HMRC
has engaged with agents/accountants through weekly "talking points" webinars on specific
subjects, but which included general Q&A sessions. He emphasised the importance of a
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“rhythym of engagement” (weekly, with emailed invitations/reminders each Maonday) and
of well designed, clear emails with a clear "call to action" button to link to the webinar site.

6 - Digital in the DNA

Sarah Lay, Digital Content Strategist

This presentation started with some statistics: 89% of adults in the UK (78% of those aged
64-75 and 99% of those aged 16-34) use the internet, highlighting how important it is to use
the internet for community engagement.

While public services are already "sort of" online, they tend not to be "omni-channel" -
using all channels of digital communication - and tend to use digital media to send
messages, rather than to have/enable conversations. People have raised expectations for
engagement, due to improvements in - and the ubiguity of - technology, and the public
sector needs to meet those expectations.

It was acknowledged that online is not always best - ways need to be found to allow people
to speak on the phone or face-to-face, not just through the internet. [Having a website or
Facebook page is no substitute for holding face-to-face surgeries]. However, councils should
explore the full possibilities of digital communications, too.

Using digital communications effectively involves re-designing communications, not just
digitising what has been done in other ways before.

"Communication is key to what an organisation thinks and does". EG: Disneyland, where
staff are cast members and visitors are guests: that attitude inevitably informs how people
treat and are treated there - it sets the framework for interaction.

As individuals, we may not want to use digital in our own lives, but we have a duty to
provide digital engagement by the council.

Casserole Club - https://www.digitalmarketplace.service.gov.uk/g-
cloud/services/605405971717348 -

7 - Closing the cyber security gap

Bob Ainsbury, Chief Product Officer, Granicus

This presentation stressed the importance of ensuring cyber-security: "never underestimate
how tempting your data is to hackers". Cyber-security needs to address both people (a
strong recommendation for SATT: Security Awareness Training and Testing) and systems
(firewalls,, monitoring activity, etc)

8 - Granicus awards
The after lunch slot was used for presenting the Granicus "Digital Strategy and Impact
Awards". Details of the award winners are here - https://uk.granicus.com/awards/ - Worthy
of particular note were -
« Exeter City Council, for emergency communications necessitated by the Royal
Clarence Hotel fire and the problems it caused
+ South Staffs council, for encouraging residents to save money and shop locally, using
Good Life Deals - https://www.goodlifedeals.co.uk/ - software that connects
residents to local businesses
+ Central Bedfordshire council for its Local Plan consultation process
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9 - Building a knowledge centre

Simon Swan, Digital Strategy and Transformation Leader, Met Office

A presentation from the Met Office on how they have promoted the Met Office's services
digitally in the face of stiff competition, using Blue Ocean Strategy

- https:/fwww.blueoceanstrategy.com/what-is-blue-ocean-strategy/ - to identify its USP,
setting key objectives, building authority, identifying its audience and providing education,
help and support.

Twitter is used as an important component, through Twitter Moments - Twitter's curated
news feed - and responding to enquiries made by Twitter; however, it does require
"cansistent resource allocation” to be warthwhile

The Met Office also provides an email severe weather alert service, and runs online courses
to learn about weather.

Identification of its users' interests, and finding ways to satisfy them, was crucial, as was
measuring, monitoring and managing as a result

10 - Emergency communications
Briget Aherne, Interim Head of Public Relations, Consultation and Engagement at Bristol City
Council
Covering press and public relations in emergencies, this emphasised the need for -
« Constant planning and preparation
+ Defining {and distinguishing between) emergencies and crises
s Awillingness to "Bin the Plan" if it was not working
+ Seizing opportunities to get involved
« ‘Working with what you have
+ Looking after the emergency team
+ Debriefing and evaluation

11 - General Data Protection Regulation (GDPR)
Unfortunately, far me, this replaced an advertised slot entitled "Behavioural sciences and
psychology: How to move people to action”, which | had been looking forward to, in the
hope of learning how to recruit volunteers. Sadly, it seems they could not book a speaker.
Holly Bremmer, Head of Dissemination and Imogen Heywood, Engagement Manager, both
from the Centre of Excellence for Information Sharing, and David Tigg from the Information
Commissioner’s Office.
This started with a "spot the difference" approach between the existing Data Protection Act
requirements and those to be imposed by the GDPR. This boiled down to an understanding
that there were no really startling differences, that GDPR is slightly more stringent in some
areas than the DPA, but that most data controllers - especially in the public sector - would
find they had little exctra to do once they had carried out their essential review of the data
they hold and the safeguards they have in place.
Guides are available from the Information Commissioner's Office - www.ico.org.uk -

« Anoverview of the GDPR

+ Preparing for the GDPR

+ Draft consent guidelines

One can also sign up for an email newsletter at www.informationsharing.org.uk/GDPR
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12 - Improving public engagement
Glen Ocsko, Engagement Specialist, Granicus
The organisers decided to lighten the mood for the last presentation of the day, which took
the form of an extended "rap", referencing -
+ Defining outcomes
» Expanding reach
+ Choosing the right channels
s Choosing the right content
» Driving outcomes

All very well to exhort us to do that, but no suggestions as to how! Luckily, Granicus publish
reports and guides intended to fill that gap.

The most useful information from this was that email subjects most likely to grab attention
include the words Alert, Bulletin, Daily (or Weekly), News, while words such as Free, ££E,
Guaranteed and Earn are considered off-putting.

Clir Justin Melson: 30 September 2017
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