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works, as well as being responsible for the cost of the Lychgate 
roof repair. 

RESOLVED: noted. 

Neil Munday from Susy Radio said that he was looking forward to 
hearing details of the report, following the recent Structural 
Survey of the Michael Crescent Scout Hut. He added that he was 
still keen to use the building as the site for the Susy Rad io Station. 
The lease on the Radio Station's existing premises was due to 
expire at the end of January 2020 and notice would need to be 
given by June of this year. 

RESOLVED: noted. 

St Bartholomew's Church -Application for Funding 

Members considered the application for funding towards the grass 
and hedge maintenance of the New Churchyard, for the year 
beginning April 2019. 

After some discussion, the following was proposed by Cllr Simon 
Marshall, seconded by Cllr Biggs and carried unanimously: 

RESOLVED: that a grant of £61 400 be paid ta St Bartho/amew1s 
Church towards the grass and hedge maintenance of the New 
Churchyard for the year commencing April 2019. 

Michael Crescent Scout Hut 

Alan Jones advised that, following the recent structural survey of 
the Scout Hut, whilst the formal report was still awaited from the 
Structural Engineer, initial thoughts were that, whilst the building 
was generally structurally sound, the cost of remedial works was 
likely to be substantial. 

It was noted that previous discussion regarding the possible use of 
the Harley Young People's Centre for the Susy Radio Station had 
resulted in no decision being forthcoming from Surrey County 
Council. Cllr Biggs added that the Town Council should continue 
to offer all the help it could to help Susy Radio move to Harley. 

RESOLVED: noted. 

Ordinary Meeting of the Council, 11 December 2018 

The minutes of the above meeting of the Council were presented 
for confirmation by members and signature by the Vice-Chairman 
of the Council. 
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RESOLVED: that the minutes of the Ordinary Meeting of the 
Council held an 11 December 2018, including all confidential 
items, be approved. 

Leisure & Amenities Committee, 15 January 2019 

RESOLVED: that the unapproved minutes of the above meeting 
of the Leisure and Amenities Committee, including all 
confidential items, be received. 

Finance & General Purposes Committee, 22 January 2019 

RESOLVED: that the unapproved minutes of the above meeting 
of the Finance and General Purposes Committee, including all 
confidential items, be received. 

Planning & Development Committee, 4 December 2018 

RESOLVED: that the approved minutes of the above meeting of 
the Planning and Development Committee, including all 
confidential items, be received. 

Planning & Development Committee, 8 January 2019 

RESOLVED: that the approved minutes of the above meeting of 
the Planning and Development Committee, including all 
confidential items, be received. 

Electoral Review of Reigate and Banstead -
Final Recommendations 

It was noted that, despite some further exchanges of 
correspondence with the Boundary Commission, there had been 
no changes to their proposals for the Harley Town Wards and the 
Reigate and Banstead (Electoral Changes) Order 2019 had now 
passed through Parliament. The only possibility that still remained 
would be for the Borough Council to be requested to conduct a 
Community Governance Review for Harley, which would not be 
constrained by coterminosity with Borough wards and County 
divisions, however there were timescales which needed to be 
followed for this process. 

RESOLVED: noted. 

Sleepeasy 2019 

The Clerk confirmed that arrangements were now in place for 
Court Lodge Fields to be used for this year's Charity Sleep-Out, 
from the evening of Friday 8 March until the following morning. 
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RESOLVED: noted. 

Chairman's Report 

The Vice-Chairman updated members on events attended by 
herself and Cllr Powell: 

Town Centre Carol Service & Hospitality (attended by both, plus other 
members) 
Harley Singers' Concert (attended by Vice-Chairman) 
Harley Methodist Church Christmas Eve Carol Service (attended by 
Vice-Chairman) 
Licensing Service, St Bart's Church (attended by Chairman) 
Lord Lieutenant of Surrey's Reception for Nominees for Queen's 
Awards for Voluntary Service (attended by Vice-Chairman) 

RESOLVED: noted. 

Notice of Vacancy, Horley Town Council 
(Horley North West Ward) 

The Clerk advised that a vacancy had arisen, due to the resignation 
of Cllr James Baker, however as the resignation was within six 
months of the seat being up for election (on 2 May) there was no 
need for either a by-election to be held or the seat filled by co­
option. 

RESOLVED: noted 

Cllr Simon Marshall proposed and Cllr Buttironi seconded that Cllr Fiona 
Stimpson be nominated as the Leisure & Amenities Committee Vice­
Chairman (replacing Cllr Baker). There were no further nominations for 
the post. 

RESOLVED: that Cllr Fiona Stimpson be elected Vice-Chairman of the 
Leisure & Amenities Committee far the remainder of the Municipal 
Year 2018/2019. 

Residents' Forum Meeting, 28 January 2019 

It was noted that the meeting had been very well attended and 
had included discussion about various highways matters, the 
proposed Modifications to the RBBC Development Management 
Plan, the Gatwick Airport Master Plan and Air Quality in Harley. 
Cllr George added that it would be beneficial for a Gatwick Airport 
representative to attend a future Forum Meeting to answer 
airport related questions, including concerns about Route 4. 

RESOLVED: noted. 
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The Head of Leisure advised that the next meeting of the 
Residents Forum was planned to take place on 16 May 
(subsequently combined with the Town Meeting, refer minute 
C 4608) and would include a presentation on Air Quality 
Monitoring in Harley, given by RBBC Officer Leon Hibbs. 

RESOLVED: noted. 

Borough, County Councillor & Other Updates 

Members were updated on the recent Review Meeting, which had 
been attended by Cllr George, County Cllrs Hammond & Knight 
and the Head of Leisure. (Notes of the meeting are appended.) 

RESOLVED: noted. 

HTC/RBBC Liaison Meeting, 14 March 2019 

The Clerk advised that the next meeting would be held at Reigate 
Town Hall on 14 March. The Town Council would be submitting 
items for inclusion on the agenda. 

RESOLVED: noted. 

Local Government Elections, 2 May 2019 

Members were made aware of information received from the 
RBBC Electoral Services Manager. (It was subsequently learnt that 
Purdah would start on 20 March, the date of publication of the 
Notice of Election.) 

RESOLVED: noted. 

Horley Town Meeting 

Members were updated on plans for the meeting, originally planned to 
take place on 29 March, however the date was subsequently moved to 
16 May once the dates for Purdah were known. 

RESOLVED: noted. 

Proposals for Cafe at Harley Recreation Ground 

RESOLVED: that the Business Plan for the Cafe be approved. (A 

copy is appended.) 

Members received the report prepared by Chartered Surveyors 
Copeland Yussuf, following the recent Public Tender Programme, 
and considered the recommendations therein. Following 
discussion, the following was resolved: 
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RESOLVED: that, subject to the necessary funding being in place, 
Newlyn Contractors Ltd be appointed to build the Cafe plus 
associated external works at Harley Recreation Ground for a sum 
not exceeding £476,350 plus VAT. (VAT not reclaimable.) 

Consultant Alan Jones reminded members that an earmarked 
reserve fund had been created towards the Cafe project totalling 
£130,000. He explained that a loan from the Public Works Loan 
Board (PWLB) would be the most realistic way to secure funding 
for the project. He added that a previous PWLB loan for the Innes 
Pavilion roof had been fully repaid in November 2018. An amount 
of £31,000 for the repayments on such a loan had been factored 
into the 2019/20 budget figures and Precept calculation. All 
Precept discussions had taken place in public session. Alan Jones 
outlined the process for the PWLB loan application, after which 
the following was resolved: 

RESOLVED: 

i) that Harley Town Council, using the General Power of 
Competence, instruct the Clerk to seek the approval of the 
Secretary of State for Housing, Communities and Local 
Government to apply for a PWLB loan of £473,000 over the 
borrowing term of 20 years for the construction of a new 
Cafe/Pavilion and associated external works, the annual 
loan repayments being approximately, £31,000, with no 
intention to increase the Council Tax precept for the 
purpose of the loan repayments. (Copies of relevant 
correspondence are appended.) 

i) that, following the receipt of Borrowing Approval, an 
application for a loan of 473,000 over a twenty-year term 
be made to the Public Works Loan Board. 

Cafe Operator 

Members were advised that Expressions of Interest were being 
invited from interested Cafe operators via the Contracts Finder 
website (Early Engagement). 

RESOLVED: noted. 

Innes Pavilion Lease 

Members were reminded that the tenant of the Innes Pavilion 
Clubhouse, who currently had an Annual Licence to Occupy for his 
Martial Arts Club, had expressed an interest in maintaining his 
occupancy for a longer term, by means of a five-year lease. 
Meetings had been held with Newman's Solicitors and also with 
the Tenant. 

RESOLVED: noted. 
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The Clerk went on to explain that draft Heads of Agreement had 
now been prepared by Newman's Solicitors, for inclusion in the 
short-term lease. These had been accepted by the tenant, with 
the exception of the requirement for a Guarantor, which the 
tenant would be unable to provide. Members discussed whether 
the clause might be waived, given the Tenant's long-term 
occupancy of the premises, improvements made to the premises 
by the Tenant and reliability in making timely payments to the 
Town Council for rental and utilities. After some discussion the 
following was resolved: 

RESOLVED: 
i) that the requirement for a Guarantor be removed from the 

draft Heads of Agreement. 
ii) that Newman's Solicitors be instructed to proceed with the 

preparation of the draft Lease. 

Internal Control Review 2018/2019 

RESOLVED: that the Internal Control Review paper, reviewing 
the effectiveness of the Town Council's system of internal control 
and management of risk, be approved. (A copy is appended.) 

Risk Assessment and Management Paper 2018 - 2019 

RESOLVED: that the Risk Assessment and Management Paper, as 
recommended by the Finance & General Purposes Committee, be 
approved. (A copy is appended.) 

Child Protection & Vulnerable Persons Policy 

RESOLVED: that the updated Policy be approved and a copy sent to 
Sam Gyimah MP. (A copy is appended.) 

Transfer of Westvale Park Allotments (Southern Site) to 
Harley Town Council Ownership 

Members considered the recommendation of the Leisure & Amenities 
Committee that the allotment site be transferred to Town Council 
ownership. The Head of Leisure told members that this was subject to 
final confirmation being received from the Consortium that the toilet 
facility, originally planned for the Northern Site, would be placed 
instead at the Southern Site. Agreement in principle had been given by 
the Consortium and final confirmation was awaited. It was noted that 
the Consortium would provide the form of transfer and the 
conveyancing plan for the HTC Solicitor to agree, however they were 
not obliged to pay the HTC legal costs. The Head of Leisure went on to 
explain that the Southern Allotment site, planned for 2020, had an area 
of around 0.4 hectares (approx. one acre), whilst the Northern Site, 
planned for 2025 had an area of around 1.2 hectares (approx. three 



HORLEY TOWN COUNCIL 
RISK ASSESSMENT AND MANAGEMENT 2018/19 

Area Risk Likelihood Severity Control 

Assets Protection of physical assets L M All buildings insured. Value increased annually by index linking. 

Security of buildings, M H Alarms (security, smoke and panic) installed at Council Buildings 
equipment etc and serviced and tested regularly, in accordance with current 

regulations. Passwords and keys strictly restricted to nominated 
personnel. Additional butterfly locks installed on the interior of the 
two Council Office entry doors to enable safe access and to comply 
with fire safety regulations. Contents insured. Smartguard Security 
act as keyholder and attend to callouts. 

Finance Banking L M Accounts are spread between our bankers, HSBC, and other 
approved Deposit Takers 

Business Continuity L M Insurance cover is £50,000 (to cover loss of income and relocating 
office during maximum indemnity period of 24 months). 

Loss of cash through theft or L H Fidelity Guarantee in place for the sum of £500,000. Safe used for 
dishonesty storage of all petty cash, postage stamps, cheque book, unbanked 

cheques, mayoral chain of office etc. in alarmed office. Office keys 
strictly restricted to nominated personnel. 

Financial controls and records L M Monthly reconciliation prepared by RFO, checked by Town Clerk 
and reported to Finance Committee. Three signatures (the Clerk 
plus two members) on cheques or internet banking has been 
retained for good practice. Two nominated Councillors conduct a 
review prior to F&GP Committee meetings, our Internal Auditor 
checks procedures and External Auditors review our accounts. 

Compliance with HMRC L M VAT payments and claims calculated by RFO and checked by Clerk. 
Regulations Internal and external auditor provides double check. Use of VAT 

Help Line when necessary to answer queries. Appropriate systems 
in place to comply with new legislation on VAT rules and 
mandatory submissions of VAT Returns to HMRC electronically 
(effective from 1 October 2019) 

Sound budgeting to underlie L M Finance & General Purposes Committee and Full Council receive 
annual precept detailed budget vs. actual reports. Precept derived directly from 

this and prior committee review of needs. 

Compliance with borrowing L L Advice sought from Surrey ALC as appropriate 
restrictions 

Horley Town Council 
Risk Assessment and Management 2018/19 
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Liability Risk to third party, property M M Public Liability Insurance held amounting to £10m cover. Open 
or individuals spaces checked regularly. Playgrounds, equipment and trees 

checked regularly. Incidents fully investigated if damage reported . 

Legal llablllty as consequence H H Dally and weekly reports of Inspections of multi-purpose court, 
of asset ownership (especially playgrounds and skateboard park and all other equipment as stated 
playgrounds) in the Asset Register. Annual playground checks made to RoSPA 

criteria. 

Compliance with HM Revenue L M Regular advice available from HMRC, VAT Helpline and Sage etc. 
and Customs Requirements Internal and external auditors carry out annual checks. 

Safety of Staff and visitors L M Regular Health & Safety Risk Assessment checks of Council Offices 
particularly before public events. Fire Risk Assessments 
undertaken by accredited Fire Protection Company at Council 
Offices and Innes Pavilion and modifications completed, as 
required. HTC Officers trained in accredited Fire Safety Training 
programme, covering new legislation. Panic alarm installed with 
feed to Surrey Police. Additional security measure put in place 
following advice received from the Surrey Police Crime Reduction 
Officer in December 2016. 

Legal Confirmation that activities L H Town Clerk clarifies legal position on any new proposal. Legal 
Liability are within legal powers advice sought where necessary. 

Proper and timely reporting L M Full Council meets every six weeks and receives and reviews cycle 
via the Minutes of minutes. Minutes made available to press and public via web 

site. 

General Data Protection L L Although not a legal requirement, for good practice, a Data 
(GDPR) Protection Officer (DPO) has been appointed to ensure full 

compliance with current legislation. 

M 
Proper document control L Leases and legal documents locked in secure cabinets. Other data 

storage to comply with Data Protection Act and successor 
legislation (General Data Protection Regulations). 

Admin Data integrity and resilience M H Broadband used for all internet traffic, real-time virus scans on all 
workstations and the dedicated server, and use of up to date virus 
libraries. All data is backed up continuously to a remote back-up 
service. 

Councillor Registers of Interests L H Members' Register of Disclosable Pecuniary Interests completed by 
Propriety all members and reviewed regularly. Available for public inspection 

on website or by prior appointment. 

Adopted by Harley Town Council 12 February 2019 

Next Review Date: February 2020 
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HORLEY TOWN COUNCIL 

INTERNAL CONTROL REVIEW 2018/19 

Background 
The Accounts and Audit (England) Regulations 2011, Regulation 4 (2) requires "the Council to conduct an 
annual review of the effectiveness of its system of internal control which includes the arrangements 
for the management of risk." 

An effective system of internal control is split into three parts : 

1. Risk Assessment 
2. Control or procedures in place to mitigate the risks identified 
3. System for testing the adequacy of internal controls {Internal Audit) 

Risk Assessment 
The Council's Finance Committee conducted a full risk assessment on 22 January 2019. In that 
risk assessment, it reviewed financial controls, inter alia: 

• Risk of consequential loss of income 

• Loss of cash through theft or dishonesty 

• Financial controls and records 

• Compliance with HM Customs and Excise Regulations 

• Sound budgeting to underlie annual precept 

• Compliance with borrowing restrictions 

• Business continuity 

• General Data Protection Regulations (GDPR) 

• Protection of physical assets 
• Safety of staff and visitors 

• Security of buildings, equipment etc. 

Control Systems 
The Council has manual reconciliations in place to detect error. Duties are segregated between 
staff for the operation of its banking systems, and in turn two councillors authorise payments in 
addition to the Clerk (three signatories in total). Members review summaries of receipts and 
payments, preventing or detecting budget overspends and unauthorised expenditure. Insurance 
cover is reviewed periodically. 
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Internal Audit 
An independent Auditor is in place to check that the internal controls are in place. The scope of 
internal audit, independence, competence, planning and reporting are shown overleaf. 

Audit Programme Content 
The Local Councils Governance and Accountability Guidelines have been taken into account in 
establishing the range of audit work and level of testing. Audit work has been programmed under 
the following five areas: 

Corporate Governance - This has included a review of the Council's system of administrative 
control for providing information and instruction to Councillors and staff in relation to their 
responsibilities and compliance with legal and statutory requirements. 

Accounting Practices - The Audit review has assessed the systems for recording and 
controlling day-to-day accounting transactions. It has included a review of controls covering 
the recording of income and expenditure, computerised accounting systems, petty cash and 
budgetary control practices. Attention has also been paid to control procedures relating to 
periodic income and expenditure and the accounting process associated with reconciling the 
SCRIBE system to Local Government accounting requirements. 

Expenditure - In the main, work has been conducted reviewing the Council's systems of 
incurring, validating and authorising payments. Other work included an assessment of system 
controls covering payroll, General Power of Competence expenditure and miscellaneous 
payments including expenses. 

Income - The Council's systems for requesting, receiving and controlling income has been 
reviewed in relation to accuracy of postings, banking arrangements and debtor control. 

Annual Accounts - Work on the 2018/2019 annual accounts will include validation of the 
accuracy of the final accounting papers and preparation of supporting documentation 
required by the external auditor. 

LIST OF AUDIT PROGRAMMES 

Corporate Governance 

Al - Control environment 
A2 - Legality 
A3 - Risk management and insurance 
A4 - Fraud and corruption 
AS - Committee papers and Minutes 
A6 - Assets and investments 
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Accounting Practices 

B1 - Books of accounts 
B2 - Bank reconciliation 
B3 - Petty cash 
B4 - Budgetary control 
BS - Reserves/cash balances 

Expenditure 

C1 - Accounts for payment 
C2 - Payroll 
C3 - General Power of Competence 
C4 - Capital 
CS - Miscellaneous income and expenses 

Income 

D1 - Receipts and banking arrangements 
D2 - Precept and grants 
D3 - Main areas of expected income 
D4 - Miscellaneous income 

Annual Accounts 

Other 

E1 -Year-end controls 
E2 -Year-end accounts 

F1 - Salary Payments and PAYE in Real Time (RTI) 
F2 - Langshott Allotments and s106 reclaims 
F3 - Cafe Pavilion Project 
F4 - Community Infrastructure Levy CIL 
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Annual review of the effectiveness of internal control and the management of risk 2018/19 

Expected Standard Evidence of Achievement 

1. Scope of internal Terms of reference for internal audit were approved by Full Council on 27.11.07 
audit 

Internal audit work takes into account both the Council's risk assessment and wider 
internal control arrangements 

Internal audit work covers the Council's anti-fraud and corruption arrangements 

2. Independence Internal audit has direct access to those charged with governance (see Financial 
Regulations) 

Reports are made in own name to management 

Internal Audit does not have any other role within the Council 

3. Competence There is no evidence of a failure to carry out internal audit work ethically, with integrity 
and objectivity 

4. Relationships All responsible officers (Clerk/RFD and Finance Chairman) are consulted on the internal 
audit plan. 

Respective responsibilities for officers and internal audit are defined in relation to 
internal control, risk management and fraud and corruption matters (job descriptions 
and engagement letter) 

The responsibilities of council members are understood; training of members is carried 
out as necessary 
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Yes 
or No 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Areas for 
Development 

No development 
necessary 

No development 
necessary 

No development 
necessary 

No development 
necessary 



5. Audit Planning The annual Internal Audit Plan properly takes account of all the risks facing the Council Yes No development 
and Reporting and has been approved by the Council following the adoption of the Risk Assessment necessary 

and Management Paper 2018-2019. 

Harley Town Council has considered the effectiveness of the Internal Audit control including the arrangements for the management of risk. 
The review took place by the Internal Audit Review Sub-Committee on 8 February 2019 and the paper was approved at the Full Council meeting 
to be held on 12 February 2019. 
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Adopted by Harley Town Council 12 February 2019 

Next Review Date: February 2020 


