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Summary:  

As an organisation funded by the public we are governed by a number of Laws requiring us to safeguard 
public funds and act in a way that is open and accountable on how we spend money.  
 
Whilst all Council Members and Officers have a general financial responsibility, s151 of the Local 
Government Act 1972 specifies that one Officer in particular must be responsible for the financial 
administration of the organisation and that this Officer must be CCAB qualified. This is typically the highest-
ranking qualified finance officer and in Portsmouth City Council this is the Director of Finance & Information 
Services (s151 Officer), Chris Ward.  
 
Financial Rules are put in place by the s151 Officer so that Portsmouth City Council can meet all of its 
responsibilities under various laws. They set the framework on how we manage our financial dealings and are 
part of our City Constitution. They also set the financial standards that will ensure consistency of approach 
and the controls needed to minimise risks. 
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1.1 Introduction 

 
1. As an organisation funded by the public we are governed by a number of Laws 

requiring us to safeguard public funds and act in a way that is open and 
accountable on how we spend money.  

 
2. Whilst all Council Members and Officers have a general financial responsibility, 

s151 of the Local Government Act 1972 specifies that one officer in particular 
must be responsible for the financial administration of the organisation and that 
this officer must be CCAB qualified. This is typically the highest-ranking qualified 
finance officer and in Portsmouth City Council this is the Director of Finance & 
Information Services (s151 Officer), Chris Ward.  

1.2 Purpose 

 
1. To ensure the proper administration of the financial affairs of the Authority. 
2. To ensure proper professional practices are adhered to. 
3. To set key strategic and operational controls necessary to secure sound financial 

management. 
4. To ensure that financial information is available to enable accurate and timely 

monitoring and reporting and allow comparisons of national and local financial 
performance indicators. 

5. To promote sound financial practices in relation to the performance and 
development of Members and staff. 

1.3 Scope 

1. Compliance with these Rules is mandatory and maybe monitored without notice. 

2. If there are any conflicts between these Rules and any Statute, Standing Order, 
Scheme of Delegation (PCC Scheme for Financing Schools), then the Statute, 
Standing Order or Scheme takes precedence and you are advised to alert the 
Chief Internal Auditor to the discrepancy. 

3. Non-compliance and proposed action must be notified to the Chief Internal Auditor 
who will log the breaches and may report these to the Monitoring Officer and s151 
Officer and Governance & Audit & Standards Committee. 

4. Deliberate disregard for these Financial Rules will be seen as gross misconduct 
and dealt with accordingly through the disciplinary procedure. 

5. Schools are required to abide by these Rules as stated in 2.1.1 of the Portsmouth 
City Council’s Scheme for Financing Schools. If there is any conflict between the 
Scheme for Financing Schools and these Rules, the Scheme takes precedence. 
The Scheme for Financing Schools is based on the provisions of Sections 41 to 45 
of the Education Act 2002. 

1.4 Statement of Policy 

 
Financial Rules are put in place so that Portsmouth City Council can meet all of its 
responsibilities as required by law. They are the framework on how we manage our 



 

4 | P a g e  
 

www.portsmouth.gov.uk 

[Policy Title – Version Number] 

Financial Rules Parts 5-7 (E-T) 

financial dealings and are part of our City Constitution. They also set the financial 
standards that will ensure consistency of approach and the controls needed to minimise 
risks. 

1.5 Definitions 

 
Best Value 
A duty to deliver services to clear standards, covering both cost and quality by the  
most effective, economic and efficient means available. 
 
City Constitution 
The City Constitution is the sum of all the rules governing the activities of members and  
officers. These Financial Rules are part of the Constitution, which is available on the  
Portsmouth City Council Website. 
 
Expenditure  Capital 
Spending on something that will have a benefit for more than one year e.g. buying a 
building or a piece of land or expenditure on infrastructure. Please contact your Finance 
Manager if you need further advice. 
 
Expenditure Revenue 
Any other expenditure which is not capital expenditure as defined above. It is largely  
expenditure that is incurred in the provision of day-to-day activities. Please contact  
your Finance Manager if you need further advice. 
 
Financial Appraisal 
A financial appraisal is a document which sets out all the financial effects and associated  
financial risks of a proposed course of action and comparing them with the approved level 
of resources available. All financial appraisals must follow the guidelines approved by the 
s151 Officer and each individual financial appraisal must be approved by the Finance  
Manager and in some circumstances the s151 Officer. Limits are set out in the Financial  
Services Scheme of Delegation.  
 
General Fund 
The revenue income and expenditure for all City Council activities except that relating to  
Council Housing is held in an account called the General Fund. 
 
Housing Revenue Account 
The law requires that all revenue income and expenditure associated with management  
and maintenance of council housing must be held in a separate account called the Housing  
Revenue Account. 
 
Members Information Service (MIS) 
Some powers are delegated to particular officers but for certain delegations these officers  
are required to inform Members of decisions they have made or are about to make and they 
do this via the Members Information Service (Commonly referred to in PCC as MIS). The  
proposal from the officer concerned is published in a weekly bulletin and circulated to all  
Members of the City Council. Approval to the proposal is deemed to be given unless a  
Member indicates within 7 days that they require the matter to be referred onto the Cabinet  
of the Council, or appropriate regulatory committee. MIS rules can be found at Appendix D. 
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Monitoring Officer 
The Monitoring Officer has a statutory responsibility (Local Government and Housing Act  
1989 Sections 5a) and b) and 2 a) and b)) to ensure that the Council acts in a lawful manner  
and that it does not do anything which might cause maladministration, or injustice to any  
individual. For PCC the Monitoring Officer is the Peter Baulf 
 

 
Officer Delegations 
Some City Council powers have been delegated by Members and/or statute to certain  
Officers. The delegations are set out in the City Constitution. 
 
Prime Documents 
The original document(s) that evidences the request for payment or supports the reason that 
payment has been made. 

1.6 Responsibilities 

1. Directors are responsible for ensuring that all staff in their service are aware of the 
existence and content of the Authority’s Financial Rules and other internal regulatory 
documents, and that they comply with them. They must also ensure that an adequate 
number of copies are available for reference within their service, especially where 
staff do not have access to a computer. 

2. The s151 Officer is responsible for ensuring that advice, guidance and training to 
support the Financial Rules is available to all Members, Officers and staff. It is a 
requirement that Managers ensure all staff are properly trained in Financial Rules 
requirements. 

1.7 Delegations 

 
1. Where Cabinet Members and Officers have been given responsibility for anything in 

these Rules, they may delegate these responsibilities to a relevant member of staff. If 
any delegations are made then Members and Officers are required to make and keep 
a written record and review and update them at least annually. A proforma for 
delegations is attached to these Rules at Appendix C. 
 

2. School Governors may choose to delegate financial responsibilities to the Head 
Teacher. Any such decisions must be reviewed annually and recorded in the minutes 
of the governing body. 
 

3. Where decisions have been delegated to other responsible officers, references to the 
Head of Service in the Rules should be read as referring to them. 

1.8 Waivers 

 
1. The s151 Officer can allow exceptions (waivers) to these Rules or changes in 

financial practice, in certain cases. A proposed exception will only be considered if 
the officer who has requested it has shown that the risks have been formally 
considered and that these have been offset by other controls. 
 

2. The circumstances where exceptions can be considered include: 
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 It would not be in the best interests of the Council to apply the Rule or the financial 
practice, 

 An emergency arises where the Rule or financial practice cannot be complied with 
for a short period of time, or on one occasion, 

3. In these cases the Line Manager seeking the Waiver must consult with their Finance 
Manager and complete a formal request pro forma (Appendix E to these Rules) and 
submit it to the Chief Internal Auditor. 

 
4. The Chief Internal Auditor will comment on the risks and proposed actions and then 

forward to the s151 Officer for either his approval or rejection. 
 

5. The submission of an exception request is no guarantee of its approval. 
 

6. The Chief Internal Auditor will keep a written record of any authorised exceptions to 
enable the s151 Officer to determine whether any changes should be made to these 
Rules. 

 
7. Where an exception is granted that is applicable to all, notification will be made to 

Directors and third tier managers. 
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RULES 
 

PART 5 CONTROL FRAMEWORK (E1 - E33) 
       
 

E1- E2    FINANCIAL RULES 
 
What it is 

 
Financial Rules are the rules set down by the S151 Officer, as authorised by Legislation 
and the Members, which govern how we manage the financial affairs of the Authority, so 
that public money is safeguarded at all times and used appropriately, economically, 
efficiently and effectively. 
 
Overview 

 
All staff and members have a duty to abide by the highest standards of probity in dealing 
with financial issues. This is helped by making sure that everyone is clear about the rules 
to which they are working. 

 

E1  The s151 Officer must: 

(a) Ensure that strategic arrangements are in place for the proper administration of 
the financial affairs of the Authority. 

(b) Set Financial Rules and monitor compliance with them. 
(c) Ensure proper professional practices are adhered to and to act as head of 

profession in relation to the standards of finance staff throughout the Authority. 
(d) Advise on the key strategic controls necessary to secure sound financial 

management. 
(e) Ensure that financial information is available to enable accurate and timely 

monitoring and reporting of comparisons of national and local financial 
performance indicators 

(f) Ensure that arrangements are made to record all Financial Rule waiver 
requests and where an approved waiver affects all Services, the Rule is 
changed and all Directors advised. 

E2 It is the duty of all Directors: 

(a) To be aware of and promote the Financial Rules set by the s151 Officer in 
their services and to monitor adherence to them, liaising as necessary with the 
s151 Officer. 

(b) To promote sound financial practices in relation to the Rules, performance and 
development of staff in their services. 
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E3 - E5     INTERNAL AUDIT 
 
What it is 
 

In accordance with the Public Sector Internal Audit Standards UK the definition of internal 

auditing is: 

'An independent, objective assurance and consulting activity designed to add value and 

improve an organisation's operations. It helps an organisation accomplish its objectives 

by bringing a systematic, disciplined approach to evaluate and improve the effectiveness 

of risk management, control and governance processes'.  

 

Overview 

 

The Accounts and Audit Regulations (as amended) requires that a 'relevant body shall 

maintain an adequate and effective system of internal audit of their accounting records 

and control systems'. 

 

E3 The Governance & Audit & Standards Committee: 

(a)   Must ensure that Internal Audit is independent in its planning and operation. 
(b)  Agree the Audit Charter on advice from the Chief Internal Auditor. 
(c)  Ensure that the Service complies with the Public Sector Internal Audit   

Standards UK 
(d)  Agree the Audit Strategy and Plans based on the advice of the Chief Internal 

Auditor. 
(e)  Monitor the performance and effectiveness of the Audit Service. 
(f)   Must ensure that Internal Audit have direct access to the Chief Executive, the 

Cabinet, and the Governance & Audit & Standards Committee including the 
Chair if required. 

(g)  Make sure that material audit findings are actioned by the relevant Director. 
(h)  To approve the annual audit plans prepared by the Chief Internal Auditor, which 

take account of the characteristics and relative risks of the activities involved. 
 

E4 All persons under the control of PCC; staff, members, contractors, temporary and 
agency staff: 

(a)  Must present any cash, stores or any other authority asset under his or her 
control if requested to do so by an Auditor. 

(b)  Must ensure that internal auditors are given access at all reasonable times to 
premises, personnel, documents and assets that the auditors consider 
necessary for the purposes of their work. 

(c)  Must ensure that auditors are provided with any information and explanations 
that they seek in the course of their work. 
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E5  Directors: 

(a)  Must make sure that all contracts have a provision for the Authority to access 
records belonging to third parties, such as contractors, when required.  

(b)  Must consider and respond promptly to exceptions in audit reports. 

(c)  Must ensure that any agreed actions arising from audit reports are carried out in 
a timely and efficient fashion. 

(d)  Must notify the S151 Officer immediately of any suspected fraud, irregularity, 
improper use or misappropriation of the Authority's property or resources. 
Pending investigation and reporting, the Director should take all necessary 
steps to prevent further loss and to secure records and documentation against 
removal or alteration. 

(e)  Must ensure that new systems for maintaining financial records, or records of 
assets, or changes to such systems, are discussed with Finance Managers and 
reported to Internal Audit for assessment of the risks and controls before being 
approved or otherwise by the s151 Officer, prior to implementation.  

 

E6 - E8  EXTERNAL AUDIT & OTHER INSPECTION AGENCIES 
 
What it is 
 
The Local Audit Bill, which is still in draft form and is yet to come into force, will set out 
the Appointment, scope and legal responsibilities of external audit. Currently the Audit  
Commission as the body set up in Law (the Local Government Finance Act 1982) 
appoints and monitors the activities of external audit. From 2015 each local authority will 
be able to appoint their own external auditors from a list of approved organisations. 
These Rules will be updated once the new legislation & guidance is in force.  
 
The external auditor has rights of access to all documents and information necessary 
for audit purposes. There are a number of other statutory inspectorates e.g. Ofsted, HM  
Customs and Revenue, etc. which are governed by their own specific legislation. 
 
Currently the basic duties of the external auditor are defined in the Audit Commission Act 
1998 and the Local Government Act 1999. In particular, section 4 of the 1998 Act 
requires the Audit Commission to prepare a code of audit practice, which external 
auditors follow when carrying out their duties. The code of audit practice sets out the 
auditor's objectives to review and report upon:  

(i)   the financial aspects of the audited body's corporate governance arrangements,  
(ii)  the audited body's financial statements,  
(iii) aspects of the audited body's arrangements to manage its performance, 

including the preparation and publication of specified performance,  
(iv) information and compliance in respect of the preparation and publication of the 

Best Value Performance Plan.  
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Overview 

All Inspectorates are in place to make sure of public accountability, and that Government 
standards are being met. 

The Authority's accounts are scrutinised by the external auditors, who must be satisfied 
that the statement of accounts “presents fairly” the financial position of the Authority and 
its income and expenditure for the year in question and complies with the legal 
requirements.  

 

E6 It is the responsibility of the Governance & Audit & Standards Committee to 
ensure there is effective liaison between external and internal audit. 

E7 The Authority may, from time to time, be subject to audit, inspection or 
investigation by other external bodies such as HM Customs and Revenue, who 
have statutory rights of access. The Full Council is responsible for considering 
their reports unless delegated to other Committees. 

E8 Directors: 

(a)    Must ensure that external auditors are given access at all reasonable times to 
premises, personnel, documents and assets that the external auditors consider 
necessary for the purposes of their work.  

 (b)   Must ensure that all records and systems are up to date and available for    
inspection. 

(c)    Must ensure co-operation with all statutory and appointed inspectorates. 

 

E9 - E15    COUNTER FRAUD 
 
(Please also refer to the Counter Fraud and Anti-Bribery Policy and Response Plan) 

What it is  

This is the top level control that directs activity to help prevent bribery, theft, false 
accounting and corruption 

Overview 
 
Without this control the Council could lose resources and may be unable to meet  
objectives. 
 
The Authority will not tolerate fraud, bribery or corruption in the administration of its  
responsibilities, whether from inside or outside the Authority.  
 
The Authority's expectation of propriety and accountability is that members and staff  
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at all levels will lead by example in ensuring adherence to legal requirements, rules,  
procedures and practices. 
 
The Authority also expects that individuals and organisations (e.g. suppliers,  
contractors, service providers) with whom it comes into contact will act towards the  
Authority with integrity and without thought or actions involving fraud and corruption. 
 

E9 The S151 Officer is responsible for: 

(a)  The development and maintenance of a counter fraud and anti-bribery policy.  

(b)  Developing and maintaining a fraud response plan in conjunction with the Chief 
Internal Auditor, Monitoring Officer and Director of Corporate Services which is 
reviewed at least annually. 

(c)  Maintaining adequate and effective internal control arrangements. 

(d)  Determining the direction of any investigation.  

(e)  Ensuring that either he or his appointed investigators have the right of access to 
all documents, records, personnel and anything else required to carry out a full 
and effective investigation. 

E10   The Monitoring Officer: 
 

(a) is responsible for the development and maintenance  
               of the “Whistle blowing” Policy in accordance with the Public Interest Disclosure  

Act 1998. 
 

(b) Must make sure that the Authority has an effective counter fraud 
      and anti-bribery policy and maintains a culture that will not tolerate  
      bribery, fraud or corruption.  
 
(c) Must ensure that whistle blowing procedures are in place and the Public  
      Interest Disclosure Act 1998 is adhered to and procedures operate effectively.  
 

E11 Managers: 
 

(a) are required to deal swiftly and firmly with those who defraud or attempt 
to defraud the Authority or who are corrupt.  

 
(b) Must ensure that all suspected financial irregularities are reported to the s151  

Officer and Chief Internal Auditor. 
 

(c) Must instigate the Authority's disciplinary procedures where the outcome of an  
       audit investigation indicates improper behaviour, on the advice of the Head of  
       Corporate Services . 

 
(d)  Must make any changes to internal controls as identified from the investigation 

and  



 

12 | P a g e  
 

www.portsmouth.gov.uk 

[Policy Title – Version Number] 

Financial Rules Parts 5-7 (E-T) 

       take steps to recover any losses incurred as advised by the Monitoring Officer. 
 
E12   School Governors are required to declare any pecuniary interests and update  

    these at least annually. 

E13  The Chief Internal Auditor: 

(a)  Can in exceptional circumstances call the Police in on any matter without 
 recourse to any other officer or Member but must inform the Monitoring  
 Officer that this action has been taken. 

 
(b)  Will advise appropriate officers and carry out any investigation, in accordance  

 with the Fraud Response Plan/procedures and directions of the Investigation  
             Steering Panel consisting of the s151 officer, Monitoring Officer, Chief Internal 

   Auditor and Head of Corporate Services  or officers delegated by them. 
 

E14   Any hospitality or gifts described in the Code of Conduct must be recorded in a  
         register of interests and monitored by the appropriate line manager where  
         applicable. If any item seems excessive or there is a suspicion that an item has  
         affected or influenced a decision then the matter must be referred to the Monitoring 
         Officer. Failure to record items must also be referred to the Monitoring Officer. 

E15   Where there is a suspicion of financial irregularity; it is the duty of individuals to          
report the matter in accordance with the Whistle blowing Policy. 

 

E16 - E19       ANTI- MONEY LAUNDERING 
(Please also refer to the Anti-Money Laundering Policy) 

What it is 

There are a number of Acts (Money Laundering Regulations as amended, Proceeds of 
Crime Act 2002, Terrorism Act 2000, Anti-Terrorism Crime and Security Act 2001 and 
Criminal Justice Act) that together identify offences including concealing, disguising, 
converting, transferring or removing criminal property or tipping off a criminal or paying 
money to a terrorist or terrorist organisation or suspected terrorist or terrorist 
organisation.  
 
All the Acts place an onus of responsibility on every individual that if they suspect, or 
know or have reasonable grounds for knowing or suspecting money laundering, fraud or 
use of the proceeds of crime they MUST report it to the relevant authority. It is an offence 
punishable by a prison sentence (up to 5 years or up to 7 years if a criminal has been 
tipped off) to fail to disclose, or not to make a disclosure as soon as practicable after 
receiving the information.  
 
 
 

Overview 
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Where any of the criminal activities as defined by the Acts are suspected, or identified, 
they are reported to the relevant authority and to protect staff and make it easier for them 
to report any suspicions the Authority will follow CIPFA Guidance on best practice.  
 
E16 The S151 Officer is the person responsible for ensuring that there is appropriate 

Anti-Money Laundering Policy and Procedures. 
 
E17 The Policy and Strategy must include the following: 

(i) Risk identification (areas at risk of criminal activity relating to the  Acts) 
(ii) Training to relevant staff in areas "at risk" on the provisions of the 

Regulations and offences; how to recognise and deal with transactions; 
reporting 

(iii) Identification process 
(iv) Record keeping procedures  
(v) Initial reporting procedures 
(vi) Reporting to the relevant authority process 

E18 The Chief Internal Auditor must ensure that an initial provisional investigation in 
line with the policy and strategy is carried out and reported as necessary to the 
Serious Organised Crime Agency (SOCA) in their specified format and advising 
the s151 officer on a regular basis of any reports made. 

E19 Staff who suspects anyone of living off the proceeds of crime, or money 
laundering must report their suspicions to the Chief Internal Auditor as soon as 
possible. 

 

E20 - E 24              RISK MANAGEMENT 
 
What it is 
 
Risk is the chance or possibility of loss, damage, injury or failure to achieve objectives 
caused by an unwanted or uncertain action or event or missed opportunity. Risks are 
future uncertain events. 
 
Risk management is about the culture, supporting processes and structures that are 
directed towards effective management of the potential opportunities and threats, to the 
achievement of organisational objectives or statutory obligations. 

Overview 

All organisations, whether private or public sector, face risks to people, property and 
continued operations. Risk management is concerned with evaluating the measures an 
organisation already has in place to manage identified risks, and then recommending the 
action the organisation needs to take to control these risks effectively 

 

E20  The Chief Executive must: 
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(a)  Ensure that risk is managed effectively through the development of a risk 
culture and assurance framework allied to performance, with an assurance 
monitoring process in place to review the effectiveness of performance 
management on a continuing basis.  
 

(b) Ensure that the Authority has business continuity plans for implementation in 
the event of disaster that results in significant loss or damage to its resources. 
 

E21 The s151 Officer must make sure that provision is made for losses that might 
result from the risks that remain. 

 
E22 The Director of Corporate Services : 

 
(a) Must ensure that procedures are in place to investigate claims within required 

timescales. 
 

(b) Must ensure that acceptable levels of risk are determined and insured 
against where appropriate. 

 
(c) Must ensure that all appropriate employees of the Authority are included in a 

suitable fidelity guarantee insurance. 
 

(d) Must effect corporate insurance cover, through external insurance and   
internal funding, and to arrange for the negotiation of claims in consultation 
with other officers, including the Monitoring Officer, where necessary, except 
for tenants' contents insurance which will be administered by Housing and 
foster carers’ insurance which will be administered by Social Services. 

 
(e) To ensure that the Council manages risk effectively and consider risks 

affecting the whole organisation.  

E23 Directors must: 

(a) Ensure that the Insurance Officer is informed immediately of any loss, liability 
or damage that may lead to a claim by or against the Authority, together with 
any information or explanation required by them or the Authority's insurers. 
 

(b) Ensure that if any assets covered by insurance are damaged or stolen, officers 
must not order replacements, remedial repairs or other work - except for 
emergency measures - until the Insurance Officer has been consulted. 
Damage or loss arising from malicious acts should be reported to the police. 

 
(c) Notify the Insurance Officer promptly of all new risks, properties or vehicles that 

require insurance and of any alterations affecting existing insurances. 
 
(d) Notify the Insurance Officer promptly of any significant acquisitions or disposals 

of assets or any alteration to the scope or level of services provided, 
particularly where the risk of accident, injury, loss or damage is likely to 
increase. 

(e) On a regular basis, the Insurance Officer will forward to Directors schedules of 
assets covered by insurance. Directors must ensure that the schedules are 
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examined; ensuring that the details of those assets are correctly recorded and 
that the scope and level of insurance cover is adequate and consistent with the 
Authority's corporate insurance arrangements. 
 

(f) Must provide the Insurance Officer with any information that they need and in 
the timescale that they set, to enable them to manage the Authority's 
insurances effectively. 

 
(g) Must take responsibility for risk management, having regard to advice from the 

Chief Internal Auditor, Claims & Insurance Officers and other specialist officers 
(e.g. crime prevention, fire prevention, health and safety). 

 
(h) Must consult with the Monitoring Officer on the terms of any indemnity that the 

Authority is requested to give. 
 

(i) Governors and Head Teachers are expected to comply with this Rule items (a) 
(d) (e) and (g) but may choose to insure externally. However in this case they 
must consult with the Insurance Officer to ensure that any proposed cover is 
adequate. 

E24 Staff have a responsibility: 

(a) To manage risk effectively in their job and report hazards/risks to their 
manager commensurate with their position and experience.  

 
(b) Anyone covered by the Authority's insurances, must not admit liability or make 

any offer to pay compensation that may prejudice the assessment of liability in 
respect of any insurance claim. 

 
 

E25 - E28           INTERNAL CONTROL 
 
What it is 

 
The system of internal controls is established in order to ensure the accomplishment of 
objectives through the:  

 Achievement of objectives,  

 Compliance with laws, regulations and rules, 

 Reliability and integrity of information and financial and other reports,  

 Effectiveness of operations 

 Safeguarding of assets 
 
Overview 
 
The Authority is large, complex and beyond the direct control of individuals. It therefore 
requires internal controls to manage and monitor progress towards strategic objectives. 
It also has statutory obligations and therefore, requires internal controls to identify, meet 
and monitor compliance with these obligations. 
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The Authority faces a wide range of financial, administrative and commercial risks, both 
from internal and external factors, which threaten the achievement of its objectives. 
Internal controls are necessary to manage these risks. 
 
As part of the Accounts and Audit Regulations, the Authority is required to review the 
governance framework on a regular basis and to include the opinion from this review in 
the Annual Governance Statement. 

E25 The Director of Corporate Services  is responsible for: 

(a) Ensuring the production of the Annual Governance Statement which 
accurately reflects the effectiveness of the governance framework,  

 
(b) Ensuring that the Statement is regularly reviewed by the Governance & Audit 

& Standards Committee  
 

(c) Ensuring that the final agreed Statement is signed by the Chief Executive & 
Leader. 

 
(d) The action plan resulting from the Statement is regularly reported to the 

Governance & Audit & Standards Committee. 
 

(e) Ensuring that there is an effective Internal Audit which operates in accordance 
with the principles contained in the Public Sector Internal Audit Standards and 
with any other statutory obligations and regulations.  

E26 The Council has the overall responsibility for ensuring an effective internal audit 
function that is properly resourced; this is delegated to the Governance and Audit 
and Standards Committee.  

E27   The s151 Officer is responsible for: 

(a)  Advising on effective systems of internal control. These arrangements must 
ensure compliance with all applicable statutes and regulations and other 
relevant statements of best practice. They should ensure that public funds are 
properly safeguarded and used economically, efficiently, and in accordance 
with the statutory and other provisions that govern their use. 

(b)    Assisting the Authority in putting into place an appropriate control environment 
and effective internal controls, which provide reasonable assurance of 
effective and efficient operations, financial stewardship, probity and 
compliance with laws and regulations. 

E28    Directors are responsible for: 
 

(a) Their managerial control systems, including defining policies (in line with any 
Council policies), setting objectives and plans, monitoring financial and other 
performance and taking appropriate anticipatory and remedial action. The key 
objective of these systems is to promote ownership of the control environment 
by defining roles and responsibilities.  
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(b) The financial and operational control systems and procedures in their control, 
which include physical safeguards for assets, segregation of duties, 
authorisation and approval procedures and information systems. 

 
(c) Managing processes to check that established controls are being adhered to 

and to evaluate their effectiveness, in order to be confident in the proper use 
of resources, achievement of objectives and management of risks. 

 
(d) Ensuring staff have a clear understanding of the consequences of lack of 

control. 
 

(e)  Complying with the following principles when allocating accounting duties:  

(i)  Separating the duties of raising transactions e.g. invoices or orders due 
to or from the Authority, from collecting, receiving or reconciliations.  

(ii)  Employees with the duty of examining or checking the accounts of cash 
transactions must (or in the case of schools-wherever possible) not 
themselves be engaged in these transactions.  

(f)  Ensuring that staff with authorisation responsibilities are clear as to what they 
are authorising and that their signature on a document, or electronic release, 
confirms their agreement with the level of activity claimed for. 

(g)  Ensuring that staff with authorisation responsibilities do not make any 
authorisations on any manual documents by facsimile stamp but must be their 
own original full signature, in ink along with the name clearly printed. 

(h)  Ensuring that authorisations carried out on-line are only by the designated 
authorised manager. 

 

E29       CHANGES TO FINANCIAL SYSTEMS 

 
What it is 
 
Financial systems are defined as any process either manual or electronic which the 
Council needs to administer in order to provide proper financial stewardship of the 
Council’s affairs. Typically a financial system will either involve some form of financial 
transaction or reconciliation which records or verifies the existence of assets or liabilities. 
 
Overview 
 
S151 of the LGA 1972 requires local authorities to make arrangements for the proper 
administration of their financial affairs. The s151 officer has a statutory responsibility for 
those arrangements and as a consequence has responsibility for the oversight and 
control of financial systems. 
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E29 Directors are responsible for ensuring that any changes to financial systems are 
authorised by the s151 Officer. After consultation with the relevant Finance 
Manager proposed changes, must be put forward to the Chief Internal Auditor for 
a review of risks and controls prior to submission to the s151 Officer for approval 
or otherwise. (See Financial Rule Waivers Appendix E). 

 
E 30    CERTIFICATION / AUTHORISATION 

 
What it is 
 
Certification or authorisation is evidence that the proper delegated person has approved 
and verified that income or expenditure has been genuinely, accurately and properly 
incurred within the financial rules of the authority, statutory terms and conditions or any 
other express criteria. 
 
Overview 
 
Certification or authorisation is required to demonstrate that the Council has acted 
properly within its powers and that it can demonstrate transparency in its financial affairs 
in order to account publically for its financial dealings. 
 
 
E30 Directors/ Head teachers must ensure that:  
 

(a) Certification /authorisation is always made by someone other than the  
claimant, who is authorised to do so at an appropriate level. Authorised 
signatories cannot authorise or certify their own claims or any claim, which 
might benefit them.  

 
(b) Staff with authorisation responsibilities must not make any authorisations on  

any manual documents by facsimile stamp but must be their own original full  
         signature, in ink along with the name clearly printed. 
 
(c) As part of internal control, facsimile signatures may not be used to either  
        countersign cheques or to authorise any document that would result in a  
        payment being made. This includes timesheets, overtime claims, expenses  
        and the like. 
 
(d) Authorisation will be taken to mean that the budget holder has satisfied 

themselves that: there is a budget, there are sufficient funds in the budget, 
it is for genuine PCC business, the amount appears reasonable or is  
supported by evidence e.g. in the form of receipts. 
 

(e) Electronic signatures can be used as authorisation/ certification where an  
        authorisation is required for any form of legally binding financial commitment  
        only if they are followed up by a full signature in ink on the relevant document. 

 

E31 - E33     FINANCIAL STATIONERY 
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What it is 

The Authority collects and pays out large sums of money. In order to do that specific 
financial stationery is used. They can be generated on-line from a computer system or 
from manual pre-printed stock, e.g. receipt books, cheque printing stationery, orders and 
vouchers. 

Overview 

Because financial stationery represents “money's worth” it is important that it is properly 
protected from loss or abuse and that it is a form that records all the necessary 
information to support a management trail. 

E31 All financial stationery, whether generated on-line or pre-printed must be in a 
form approved by the s151 Officer and must at the very least have a unique 
identifier(as part of a consecutive, logical sequence either alpha or numeric or a 
combination of these) to ensure a proper management trail. 

E32 The s151 Officer is responsible for the ordering and safeguarding of any stocks 
of manual pre-printed financial stationery and Heads of Services must ensure 
that staff use these stocks only. 

E33      (a)    Staff must only use the official financial stationery. This includes official 
receipts, claim forms, invoices, timesheets and the like. 

(b)    Any cancelled records must be retained and Managers must make periodic 
checks to ensure that all unique identifiers are accounted for. 
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PART 6     EXTERNAL ARRANGEMENTS (F1- F12) 
 

 
F1- F9      PARTNERSHIPS 
 
What it is 
 
The City Council provides a distinctive leadership role for the community and brings 
together the contributions of the various stakeholders. It must also act to achieve the 
promotion or improvement of the economic, social or environmental wellbeing of its area. 
 
The Council will need to work alongside the other organisations that make up its key 
strategic partnerships. 
 
Overview 
 
Partnerships will continue to play a key role in local priorities and in helping to promote 
and improve the wellbeing of the area. Local authorities are working in partnership with 
others - public agencies, private companies, community groups and voluntary 
organisations.  
 
Local authorities still deliver services, but also have a distinctive leadership role in 
bringing together the contributions of the various stakeholders. 
 
Local authorities will mobilise investment, bid for funds, champion the needs of their 
areas and harness the energies of local people and community organisations. Local 
authorities' reputation will be affected by what they achieve in partnership with others. 
 
The main reasons for entering into a partnership are:  
 the desire to find new ways to share risk,  
 the ability to access new resources,  
 to provide new and better ways of delivering services,  
 to forge new relationships.  
 
A partner is defined as either:  
 an organisation (private or public) undertaking, part funding or participating as a 

beneficiary in a project, or  
 a body whose nature or status give it a right or obligation to support the project.  
 
Partners have common responsibilities:  
 to be willing to take on a role in the broader programme appropriate to the skills and 

resources of the partner organisation,  
 to act in good faith at all times and in the best interests of the partnership's aims and 

objectives,  
 to be open about any conflict of interests that might arise,  
 to encourage joint working and promote the sharing of information, resources and 

skills between public, private and community sectors,  
 to hold confidentially any information received as a result of partnership activities or 

duties that is of a confidential or commercially sensitive nature,  
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 to act wherever possible as ambassadors for the project.  
 

 
F1    The Cabinet: 
 

(a) Is the focus for forming partnerships with other local public, private, voluntary 
and community sector organisations to address local needs.  

 
(b) Can delegate functions, including those relating to partnerships to Directors. 

These are set out in the Operational Officer Delegations that forms part of the 
Authority's Constitution. Where functions are delegated, the Cabinet remains 
accountable for them to the full Council. 

 
F2    Representation of the Authority on partnership and external bodies will be decided 

in accordance with the Scheme of Delegation to officers. 
 
F3   The s151 Officer must ensure that the accounting arrangements to be adopted 

relating to partnerships and joint ventures are satisfactory.  
 

F4   The Monitoring Officer in conjunction with the s151 Officer must also consider the 
overall corporate governance arrangements and legal issues when arranging 
contracts with external bodies. 

 
F5     Relevant Members must be satisfied that for key partnerships (as advised by the 

relevant Director) the risks have been fully appraised before agreements are 
entered into with them. Where risks have a potential significant financial impact 
that may impact on the Budget and Policy Framework it will require Full Council 
approval. 

 
F6    Members of the appropriate decision making body must approve a Policy relating 

to Partnerships which includes: 
(i) Contracts for complex partnerships, 
(ii) Delegated authorities to approve/enter into partnerships, 
(iii) Financial controls and compliance with applicable internal and external 
regulations, 
(iv) Risk management policies and procedures, 
(v) Exit strategies are in place where appropriate, 
(vi) Where member/officer involvement is appropriate, 
 

F7    Where Directors have been informed that a service is being duplicated in a 
partnership or a key service has been omitted from a partnership they must take 
the necessary action to remedy the situation. As a first step this could be to 
discuss the situation with the chair(s) of the partnership(s) to resolve. The 
relevant Cabinet Member should be informed if resolution is likely to be an issue. 

 
F8   Directors are responsible for: 
 

(a)  Ensuring that the relevant Cabinet Member is consulted on the progress of 
negotiations and that appropriate approval is granted prior to the conclusion of 
any negotiations with partner organisations. 
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(b) If appropriate, partners must be made aware of their responsibilities under the 
Authority's Financial Rules, Contract and Contract Procedure Rules and 
Standing Orders. 

 
(c) Must make sure that appraisal processes are in place to assess the viability of 

the partnership in terms of resources, staffing and expertise. 
 

(d) For key partnerships, must ensure that there is a formal agreement with all the 
partners involved detailing the roles and responsibilities of each of the partners 
involved in the project before the project commences. The detail of the 
agreement to be agreed with the Monitoring Officer. 

 
(e) Must make sure to communicate regularly with other partners throughout the 

project so that problems can be identified and shared to achieve their 
successful resolution. 

 
(f) Must ensure that there are proper monitoring arrangements in place and 

regular reports are submitted to the relevant Member. 
 

(g) Must consult with the S151 Officer, for key partnerships where resources are 
specifically acquired for the partnership, on an appraisal of its financial viability 
in both the current and future years. 

 
(h) Must maintain a register of all contracts entered into with external bodies in 

accordance with procedures specified by the Monitoring Officer. 
 

(i) Must ensure that such agreements and arrangements do not impact adversely 
upon the services provided by the Authority 

 
(j) Must ensure that all agreements and arrangements are properly documented. 

 
(k) Must provide appropriate information to the S151 Officer to enable a note to be 

entered into the Authority's statement of accounts concerning material items. 
 

(l) To advise on effective controls that will ensure resources are not wasted.  
 
F9    For key partnerships where resources are specifically required for the partnership 

the s151 Officer must advise, as appropriate, on the key elements of funding the 
scheme, including:  

(i) a scheme appraisal for financial viability in both the current and future years,  
(ii) financial risk appraisal,  
(iii) resourcing, including taxation issues,  
(iv) audit, security and control requirements,  
(v) carry-forward arrangements, 
(vi) Financial monitoring, 
(vii) Value for money 
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F10 - F12  WORK FOR THIRD PARTIES 
 

What it is 
 
Current legislation enables the Authority to provide a range of services to other 
bodies. Such work may enable a unit to maintain economies of scale and existing 
expertise. 

 
Overview 
 
Arrangements should be in place to ensure that any risks associated with this work is 
minimised and that such work is within the Authority's legal powers.  

 
F10 Directors must ensure that: 

 
(a) All proposals are properly costed in accordance with instructions issued by the 

S151 Officer.  
 

(b) The approval of the Cabinet or portfolio holder is obtained before any 
negotiations are concluded to work for third parties, unless delegated authority 
is in place; it is for the Director to take the strategic role on shared services. 

 
(c) Appropriate insurance arrangements are made. 

 
(d) The Authority is not put at risk from any bad debts. 

 
(e) No contract is subsidised by the Authority without the approval of the Cabinet, 

unless delegated authority is in place. 
 

(f) Wherever possible, payment is received in advance of the delivery of the 
service. 

 
(g) The service has the appropriate expertise to undertake the contract. 

 
(h) Such contracts do not impact adversely upon the services provided for the 

Authority. 
 

(i) All contracts are properly documented. 
 

(j) Appropriate information is provided to the S151 Officer to enable a note to be 
entered into the statement of accounts. 
 

(k)  Contracts are drawn up in a form agreed with the Monitoring Officer and the 
formal approvals process adhered to.  

 
F11   The Monitoring Officer must ensure that a register of all contracts entered into 

with third parties is maintained.  
 

F12   The Cabinet is responsible for approving the contractual arrangements for any 
work for third parties or external bodies unless this is delegated to relevant 
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officers. 
 

 

 
 

PART 7 - FINANCIAL ACTIVITIES (G - U) 

 

 
 
G1- G7         STAFFING & PAYROLL & PENSIONS 

 
What it is  
 
These are all the costs that the Authority incurs in employing people to deliver PCC 
services. 
 
Overview 

Staffing costs represent a significant proportion of on-going revenue expenditure and it is 
crucial that these resources are properly accounted for, managed and costs controlled in 
an effective manner. 

G1 The S151 officer is responsible for: 

(a) The payments of salaries, wages and expenses to all staff and payment of 
allowances to members  

 
(b) Ensuring that budgets are prepared to include provision for all existing and 

new employees. 

(c)  Ensuring the deduction and recording of, and timely payment of, tax, 
superannuation and other deductions to the relevant body. 

(d)  Determining the payment of any mileage claims submitted later than three 
months after the mileage has been incurred, in consultation with the Payroll 
and Pensions Manager re Tax implications and based on the ability to ensure 
evidential support to enable certification. 

G2  The S151 Officer, in consultation with the Chief Executive, is responsible for 
ensuring that officer support for Cabinet and non-Cabinet roles within the Authority 
is provided in connection with the activities of the Council and not for party political 
purposes. 

 
G3  The Chief Executive as head of paid service is responsible for providing overall 

management to staff. 

G4 It is the responsibility of the Chief Executive in consultation with the Director of 
Corporate Services  to ensure that there is proper use of the evaluation or other 
agreed systems for determining the remuneration of a job.  
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G5      Directors are responsible for: 

(a) Controlling total staff numbers within their approved cash limit and must have 
regard for likely future levels of financial resources available.  

 
(b) Manage changes to their staffing under the guidance of the Director of 

Corporate Services  to ensure compliance with Employment Legislation and 
to accord with the Council's corporate policies. 

 
(c) To ensure that the staffing budget is an accurate forecast of staffing levels 

and is equated to an appropriate revenue budget provision (including on-
costs and overheads). 

 
(d) To monitor staff activity to ensure adequate control over such costs as 

sickness, overtime, training and temporary staff. 
 

(e) Ensuring all remuneration is in in accordance with the Director of Corporate 
Services  instructions. 

 
(f) As part of their business planning process, services must have a staffing 

structure (strategy and policy), which complies with corporate HR strategies 
and policies. This should identify staffing requirements and be matched to 
budget allocation and business objectives. 

 
(g) Ensuring all pay documents are in a form prescribed by the S151 Officer as 

financial stationery. Where Schools use the Oracle system they must use the 
prescribed stationery. 

 
(h) The appointment of employees either permanent or temporary, including their 

method of payment must be made in accordance with statutory requirements 
and the Authority’s approved establishment and rates of pay (where 
appropriate) as instructed by the Director of Corporate Services  and in 
accordance with the Employment Status rules determined by HM Revenues 
and Customs. 

 
(i) Notifying the Director of Corporate Services  as soon as possible of all 

appointments, resignations, dismissals, absences and any other information 
needed in connection with accurate and timely calculation and payment of 
salaries. 

 
(j) All timesheets and other documents that generate pay must be completed, 

signed as certified as correct and authorised for payment by the relevant 
manager before they can be used to generate any salary. 

 
(k) All payroll transactions must be processed through the Payroll system. 

Payroll transactions will be those transactions determined by the Employment 
Status Rules issued by HM Revenues and Customs. 

 
(l) Determining Employment Status prior to engaging any contractor, consultant, 

casual, permanent or temporary staff. 
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G6      School Governors & Head Teachers are responsible: 
 

(a) For adjusting the staffing to a level that can be funded within approved 
budget provision, varying the provision as necessary within that constraint in 
order to meet changing operational needs. This is to be undertaken under the 
guidance of Director of Corporate Services  to ensure compliance with 
Employment Legislation. 

 
(b) As part of their business planning process, schools must have a staffing 

structure (strategy and policy), which complies with corporate HR strategies 
and policies. This should identify staffing requirements and be matched to 
budget allocation and business objectives. 

 
(c) All pay documents must be in a form prescribed by the s151 Officer as 

financial stationery. Where Schools use the Oracle system they must use the 
prescribed stationery. 

 
(d) The Director of Corporate Services  must be notified as soon as possible of 

all appointments, resignations, dismissals, absences and any other 
information needed in connection with accurate and timely calculation and 
payment of salaries. 

 
(e) All timesheets and other documents that generate pay must be completed, 

signed as certified as correct and authorised for payment by the relevant 
manager before they can be used to generate any salary. 

 
(f) All payroll transactions must be processed through the Payroll system. 

Payroll transactions will be those transactions determined by the Employment 
Status Rules issued by HM Revenues and Customs.  

 
(g) Head Teachers must determine Employment Status prior to engaging any 

contractor, consultant, casual, permanent or temporary staff. 

G7     The Payroll & Pensions Manager is responsible for: 

(a)  Acting as an advisor to Directors on taxation and areas such as national 
insurance and pension contributions, as appropriate. 

(b) The timely payment of all salaries, wages and other emoluments. 

(c) To provide pension calculations and estimates of pension liabilities associated 
with staff redundancies. 

(d) Payment of pension contributions to the relevant body. 

(e) Give general advice of the local government pension scheme and additional 
voluntary contributions including death in service grant, auto enrolment 

(f) Comply with all government requirements and manage any changes 
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H1 - H9        EXPENSE CLAIMS AND STAFF LOANS 
 
What it is 

From time to time members & staff will incur minor individual expenditure as part of their 
duties with the Council and will require re-imbursement. As part of corporate HR Policies 
loans are available to staff for specified requirements 

Overview 

Expenses incurred by members & employees will only be reimbursed where they have 
occurred within set criteria and at approved limits. 

H1        Staff can only claim mileage, subsistence, travel and other expenses where they 
have been properly incurred and authorised to be incurred on PCC or a school’s 
business in accordance with their duties and in accordance with any Council 
policies and amounts and any other instructions issued by the Council or as 
stated by statutory requirements. 

H2        All PCC staff (excluding school staff) must use the iExpenses system to claim 
business expenses 

H3        When making mileage claims VAT petrol receipts must be attached or payment 
is likely to be refused unless reasonable explanations can be provided. 

H4        All travelling (including mileage claims) and subsistence expenses claims must 
be submitted following the end of the calendar month in which they were 
incurred.  

H4        Travel claims other than mileage can be paid through petty cash up to £300. 
Although travel expenses are expected to be paid using a purchasing card or via 
the Oracle payments system wherever possible.  

H5        All claims must be made on the official forms and fully completed;  

(a) Mileage claims for payment of travelling must be submitted to Payroll and 
detail amongst other things: 

(i) The date and destinations for each journey,  
(ii) The start and end mileage for each journey or the start and end 

destinations (a journey is defined as being from a given starting point to 
its return e.g. from the Civic Offices to a number of addresses and then 
back to the Civic Offices consists of one journey), 

(iii) The reasons for each journey and any passengers, 
(iv) Total mileage claimed less any home to work equivalent,  

(b) Mileage properly certified as complying with PCC’s scheme and as being        
accurate and reasonable and that the journey was as part of PCC duties,  
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H6        Claims made for expenses that are submitted later than three months after they 
were incurred will not be paid.  

H7        When a manager (or Head teacher) signs the claim as certified they are stating 
that: 

(a) Journeys (if applicable) were authorised and appear reasonable,  
(b) Expenses are arithmetically correct,  
(c) Expenses have been properly and necessarily incurred,  
(d) Expenses accord with current PCC rates and that allowances are properly 

payable by the Authority,  
(e) Cost effective use of travel arrangements is achieved,  
(f) Evidence must be provided to support claims,  
(g) Due consideration has been given to tax implications by the authorising 

officer, 
(h) The form has been fully and properly completed and signed by the claimant 

as having properly incurred the claimed expenses. 

See also E30 (a) Certification /authorisation must always be made by someone other 
than the claimant, who is authorised to do so. Authorised signatories cannot authorise or 
certify their own claims or any claim, which might benefit them.  

See also E30 (b) and E30 (c) Authorising staff may not use facsimile stamps  

H8      Members claims must be verified as far as possible with other documentation e.g. 
attendance registers, certified as correct by another officer within Democratic 
Services, before payment is made. 

 
 
H9   The s151 Officer can set criteria and authorise loans to staff relating to their 

employment with PCC, providing there is no loss to the Council and HMRC 
Rules are met. 

 

 

 
J1- J6       Taxation and Value Added Tax (VAT) 
 
What it is 

Statutory Government Taxation. 

Overview 

The VAT Act 1994 reviewed the misdeclaration penalties to improve enforcement of 
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VAT and a number of local authorities have been heavily penalised for not complying 
with VAT Legislation. Relying on another person and ignorance of the law are not 
regarded by HM Revenue and Customs as reasonable excuses for making errors in 
connection with VAT. 

VAT costs to the Authority can be minimised if properly managed and therefore VAT 
implications should be part of the planning process for any new activities, projects, 
partnerships etc. 

J1        The s151 Officer is responsible for: 

(a)  Ensuring that advice is given to appropriate senior officers, in the light of 
guidance issued by appropriate bodies and relevant legislation as it applies, 
on all taxation issues that affect the Authority.  

(b)  Ensuring the maintenance of the Authority's tax records, all tax payments 
are made, tax credits are received and tax returns are submitted by their 
due date as appropriate. 

J2        Financial Services will: 

(a)    Complete the City Council’s VAT return according to current legislation and 
scales and complete promptly all voluntary disclosures that maybe 
necessary in accordance with current legislation.  

(b)    Be responsible for managing HM Revenue and Customs visits in VAT 
related matters and providing information requested by HMRC in respect 
of investigations into any area of VAT compliance. 

J3         Officers responsible for processing invoices, payments and other transactions: 

(a)    Must be familiar with VAT and ensure that the correct VAT treatment is 
given to each transaction they deal with. This should be done by 
implementing instructions given in the Council’s VAT Manual and by 
following advice given in the Council’s periodic VAT newsletter; and by 
following specific advice given by Financial Services and by reference to 
general HM Revenue and Customs Notices 700 and 749.  

(b)   Must ensure that the correct VAT liability is attached to receivable and 
payable activities and request Financial Services to amend or add to these 
activities as appropriate. 

(c)    Will direct all VAT related queries through Financial Services and not to 
HM Revenue and Customs direct. 

(d)    Will report any errors in VAT to Financial Services without delay. 

J4         All services will give whatever assistance is required by Financial Services to 
achieve the timely and accurate completion of the City Council’s VAT return and 
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any other disclosure required by current legislation. 

J5         All Services must ensure that proper documentation is kept in accordance with 
VAT Regulations; i.e. relevant records must be kept for six years and in the 
required format, unless other arrangements are agreed with HM Revenue and 
Customs. All requests for retention of VAT related documents for shorter periods 
must be made through Financial Services. Education and Social Services 
currently hold a concession for three years.   

J6         For schools, Portsmouth City Council will only account for VAT on a school’s 
official account. If a school holds an unofficial account they are not registered for 
VAT unless the school has specifically done so.  

 
 

K1 - K3                  GRANTS TO THIRD PARTIES   

 
What it is  
 
Payments awarded to third parties either an individual as sponsorship towards a specific 
goal or to voluntary bodies to support a specified voluntary activity, as a one off sum or 
an annual award that has to be applied for each year. 
 
Overview  

It is important that grants are seen to be awarded in accordance with specified criteria 
and that there is a management trail to ensure that payments are genuine and used as 
intended. 

K1        Grants can only be awarded if a budget provision has been made.  

K2      There must be laid down criteria approved by the s151 Officer to support awards 
of grants. 

K3 Directors must ensure that; 

(a) The approved criteria have been met before the grant is awarded. 
 
(b) The grant has been used in the way intended 
 
(c) There is a management trail to support the application and payment made.  
 
(d) Payment has been made to genuine cases only and in accordance with the 

scheme rules. 
 
(e) Any match-funding requirements are given due consideration prior to 

entering into long-term agreements and that future revenue budgets reflect 
these requirements. 
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L1 - L9                  ASSETS 
 
What it is 

The Authority holds assets in the form of property, vehicles, equipment, furniture and 
other items worth many millions of pounds. 

Overview 
 

It is important that assets are safeguarded and used efficiently in service delivery and 
that there are arrangements for the security of both assets and information required for 
service operations. An up to date assets register is a must for proper fixed asset 
accounting and sound asset management. The asset register must include assets owned 
by PCC as well as assets where PCC is the guardian but not the owner. 

 
 

L1     The s151 Officer: 

(a) Must make sure that an asset register is maintained for the Authority - assets 
are recorded when they are acquired by the Authority and this record is 
updated as changes occur with respect to the location and condition of the 
asset. It must accord with good practice and all fixed assets with a value in 
excess of £5,000 must be recorded.  

 
(b) Must make arrangements for the calculation of capital charges and 

depreciation for all properties and maintain the asset management revenue 
account. 

 
(c) Must make sure that assets are valued in accordance with the relevant codes 

of practice on local authority accounting in the United Kingdom. 

 
L2     The relevant Director responsible for land & buildings managed by PCC must:     

 
(a) Keep a register of all land and buildings managed/owned by the Authority, and 

made available for letting with the exception of HRA properties. The Register 
will include details of valuations; stock condition; the purpose for which the 
land/building is held; description; location and Ordnance Survey map 
reference; purchase details; the nature of the Authority's interest; rents and 
any other charges payable; restrictive covenants; and any tenancies or other 
interests granted. 

 
(b) The valuation of property & land assets owned by the Council and must also 

ensure that assets are valued in accordance with any relevant codes of 
practice or Government guidance. 

 
(c) The valuation of all of the major assets of the Council. A five-year rolling 
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programme of assets to be valued must be maintained, having been agreed 
with the s151 Officer and a minimum of 20% of assets must be revalued each 
year. Information on asset valuations, purchases and sales must be provided 
to the s151 Officer for inclusion in the asset register in accordance with the 
timetable set by the s151 Officer. These valuations must include the estimated 
lives of assets. 

 
L3   The City Solicitor is responsible for ensuring that satisfactory arrangements are in 

place for the safe custody of title deeds. 
 
L4   Where land or buildings are surplus to requirements, the Director in consultation with 

the S151 Officer, City Solicitor as well as the appropriate Cabinet member, should 
declare the property surplus, and instruct the Director responsible for the 
management of land and buildings to dispose of the property in accordance with 
Council Policy and statutory responsibilities.  

 
 

Assets - Inventories 
 
L5   (a)   Directors/ Head teachers are responsible for ensuring the proper recording in 

an inventory for their services of assets. These include items of furniture, 
equipment, vehicle and plant, above £200 in value or items that are seen as 
vulnerable due to their portability, usefulness or desirability; examples include; 
digital cameras, TV’s and DVD recorders or players, mobile phones, electrical 
tools and equipment; computer equipment etc. Further advice can be sought 
from the Chief Internal Auditor. 

(b)    The inventory must detail:  

   (i)  The item description, 
   (ii)  Model and serial number,  

 (iii) The order number/ date of purchase,  
(v)  Location held or person to whom issued, 
(vi) Purchase price. 

 
L6   Directors/ Head Teachers: 

 
(a) Must ensure that Inventories are either recorded manually on official 

controlled stationery forms or if electronically they must be password 
protected with each page reference and each item on the page referenced. 

  
(b) Must carry out an annual check of all items on the inventory in order to verify 

location, review condition and to take appropriate action in relation to any 
surpluses or deficiencies, annotating the inventory accordingly. Very desirable 
items should be checked more frequently. Any losses of any inventory items 
must be reported to the Insurance Officer to arrange an insurance claim if 
appropriate. Any items found but not already listed must be added to the 
inventory. 

 
(c) Must ensure inventories are amended when any modifications, damage, 
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disposal or permanent relocation of items occur. 
 
(d) May write off redundant, obsolete or damaged items in accordance with 

instructions issued by the Assistant Director of Contracts, Procurement and 
Commercial (or Governors in the case of schools). 

 
(e) Ensure that attractive and portable items such as computers, cameras and 

video recorders are identified with security markings (either visibly and/or 
invisibly or as required by our insurers) as belonging to the Authority. 

 
(f) If an item is lost, stolen or disposed of, this must be recorded against the entry 

in the inventory. 
 
(g) The disposal of surplus items should include arranging alternative use 

elsewhere   within the Council, or as instructed by the Assistant Director of 
Contracts, Procurement and Commercial or the Director of Finance & IS. 

 
(h) The Authority's property should only be moved from Council premises for 

official purposes with the permission of an authorised officer and a record 
should be kept of all authorised removals. When any member of staff leaves 
the employ of the Authority any loaned/PCC equipment must be immediately 
recovered. 

 
(i) Council property must only be used on Council business. Any removal from 

the workplace must be temporary, authorised by the manager in writing and 
the details recorded. Private use of equipment is generally not allowed. 
Private use may be permitted if it is appropriately authorised by the manager, 
recorded and monitored. The manager must get advice beforehand from the 
Payroll and Pensions Manager to establish if there are any Benefits in Kind, 
therefore tax, implications, as well as from the Insurance Officer to check 
whether the Council’s insurers cover our property for private use. Managers 
must be able to demonstrate the whereabouts of any item at any time. 

 
 
L7   The Assistant Director of Contracts, Procurement and Commercial is responsible for 

issuing instructions representing best practice on Asset Disposal for all assets other 
than IT equipment and those that are subject to a valuation by the Director 
responsible for managing PCC owned land and property. Instructions should 
include:  

(i)    Circumstance for disposal e.g. costly to maintain (and the cost is outweighing 
its benefit), obsolete, non-repairable, surplus to requirements etc.,  

(ii)   Checking and consulting with the Director of Regulatory Services, Community 
Safety & Troubled Families if there are environmental issues to be considered, 

(iii)   Most appropriate methods and timings for disposal. 

(iv)   Assets for disposal are identified and disposed of at the most appropriate time, 
and only when it is in the best interests of the Authority, and best price is 
obtained, bearing in mind other factors, such as environmental issues. For 
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items of significant value, disposal should be by competitive tender or public 
auction.  

(v) Procedures should protect staff involved in the disposal of assets from 
accusations of personal gain. 

L8 The Director: 

(a) May authorise the disposal and write-off of redundant furniture, fittings, 
equipment, plant and machinery, and stocks, in accordance with guidance 
issued by the S151 Officer. 

 
(b) Before disposal they must check if the asset is subject to leasing 

arrangements. If the asset is leased, disposal must be in accordance with the 
terms of the lease. 

 
(c) Must ensure that guidance is sought from the Assistant Director of Contracts, 

Procurement and Commercial before any surplus plant, vehicles, furniture or 
equipment is sold. IT equipment can only be disposed of in accordance with 
the Director of Finance & IS instructions. Sales should be by public tender or 
auction unless the financial interest of the Authority is better served by 
disposal in some other way. 

 
(d) Not to sell assets to an officer of the Authority without the approval of the 151 

Officer. 
 
(e) Must ensure appropriate accounting entries are made to remove the value of 

disposed assets from the Authority's records and to include the sale proceeds 
if appropriate. 

 

Assets- Stocks & Stores 

 
L9  Directors are responsible for: 

(a) Making sure there are arrangements for the care and custody of stocks and 
stores in their service. 

 
(b)   Ensuring that adequate records are kept and that reasonable levels are 

maintained to meet current / immediate needs only, which are subject to a 
regular independent physical check. All discrepancies should be investigated 
and pursued to a satisfactory conclusion. 

 
(c) If high levels of stocks are required beyond meeting current and/ or immediate 

needs only, then approval must be sought from the s151 Officer and advice 
from the Assistant Director of Contracts, Procurement and Commercial. The 
Director must be able to demonstrate the benefits both in cost and service 
effectiveness. 
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M1                         LOST PROPERTY 

TO BE COMPLETED 

What it is  

 

Overview 

 

 

M1   Any property left on Council premises and regarded as lost must be disposed of in 
accordance with procedures determined by the City Solicitor. Instructions are 
attached to these Rules. 

 

N1               INTELLECTUAL PROPERTY 

 
What it is 
 
Intellectual property is a generic term that includes inventions and writing. If these are 
created by an employee or consultant during the course of employment, then, as a 
general rule, they belong to the employer. Various acts of Parliament cover different 
types of intellectual property.  
 
Overview 
 
Certain activities undertaken within the Authority may give rise to items that may be 
patentable, for example, software development. These items are collectively known as 
intellectual property.  
 

N1        It is the responsibility of the Director of Corporate Services  to: 

(a)    Develop and disseminate good practice through the Authority's intellectual 
property procedures.  

 
(c) Put controls in place to ensure that officers do not carry out private work in the 

Authority's time and that staff and consultants are aware of the Authority's 
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rights with regard to intellectual property.  

 

P1- P13                              PETTY CASH 
 
What it is 
 
As part of the "channel shift" programme of reforms that are designed to make our 
processes more efficient, as from 25 January 2016, staff based at the Civic Offices and 
the adjacent Central Library will no longer be able to claim petty cash or cash personal 
cheques through the cashiers' facility at the Civic Offices. 
 
This means that claims for petty cash will not be accepted and staff will not be refunded 
by cashiers with petty cash for purchases made or for travel and subsistence expenses 
incurred. 
 
From 25 January 2016, staff based at the Civic Offices and Central Library must use a 
purchasing card to buy work related goods and services, including travel and 
subsistence expenses, or you can claim travel and subsistence expenses only through 
the payroll / i-expenses process instead of submitting a claim for re-imbursement through 
petty cash. 
 
The only exception to these revised rules concerning petty cash are students and 
volunteers that are not in receipt of a salary but do incur expenses for both travel and 
subsistence for which they are entitled to re-imbursement. In these circumstances, the 
approved method of re-imbursement remains via a petty cash claim form that can be 
found on intranet via the following link: 
 
https://www.portsmouth.gov.uk/intranet/finance/financial-rules-and-regulations/petty-
cash-and-expenditure.aspx 
 
Purchasing cards should now be used when incurring minor items of expenditure as this 
is recognised as a more efficient and cost effective method for purchasing mainly low 
value, one off type items for Council use. (See paragraphs Q1 - Q20 for the rules 
governing the use of Purchasing Cards.) 
 
However, for certain services (for example schools, social service establishments, the 
Registrar's service, the Commercial Port), Petty Cash will remain as an approved method 
in order to meet day-to-day minor items of expenditure, where raising an order or using a 
purchasing card would not be suitable nor cost effective. To meet these requirements, 
petty cash imprest accounts are made available to specific departments that have 
demonstrated a business case for this facility. The Financial Rules governing the use of 
petty cash are as follows: 
 
Overview 
 
The amounts of petty cash and individual purchases must be kept to a minimum to 
ensure that too much cash is not held on site, corporate procurement agreements and 
other purchasing controls are not circumvented and that budgets can be properly 
monitored. 

https://www.portsmouth.gov.uk/intranet/finance/financial-rules-and-regulations/petty-cash-and-expenditure.aspx
https://www.portsmouth.gov.uk/intranet/finance/financial-rules-and-regulations/petty-cash-and-expenditure.aspx
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P1     It is the responsibility of the s151 Officer to: 
 

(a)    Provide officers of the Authority with cash or bank imprest accounts to meet 
minor expenditure on behalf of the Authority and to prescribe rules for 
operating these accounts. Minor items of expenditure should not exceed the 
prescribed amount.  

(b)    Determine the petty cash limit and to maintain a record of all transactions and 
petty cash advances made, and periodically to review the arrangements for 
the safe custody and control of these advances. 

(c)    Reimburse imprest holders as often as necessary to restore the imprests. 

(d)    Provide guidance on how imprest accounts are to be operated and how 
records are to be kept of payments and reimbursements.  

(e)    In exceptional circumstances and subject to detailed approval of the 
arrangements by the S151 Officer, to provide officers with imprest accounts to 
fund significant day-to-day expenditure.  

 
P2   It is the responsibility of Directors/ Head teachers to: 

(a)    Maintain a list of officers in their service who are authorised to hold imprest 
accounts.  

(b)    Notify the s151 Officer when an authorised officer leaves the service and to 
ensure that the imprest advanced is accounted for to the s151 Officer, unless 
responsibility for the imprest is transferred to a different officer. In which case 
the s151 Officer should be notified of the new account holder. 

(c)    To agree with the s151 Officer the procedure for reimbursing expenditure 
imprest /imprest bank accounts. 

(d)    To ensure that income received is not paid into an imprest account unless the 
S151 Officer has agreed this in writing. 

(e)    Ensure that petty cash imprests are kept to the minimum possible and their 
level reviewed annually. 

(f)     Maintain an imprest account in accordance with guidance issued by the S151 
Officer on the operation of imprests accounts,  

(g)    Do not allow a bank account, in which an imprest account is held to become 
overdrawn,  

(h)    Do not, under any circumstances, allow personal cheques to be cashed, or 
personal loans to be made, from monies held in an imprest account,  
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(i)     Obtain and retain vouchers to support each payment from the imprest 
account. Where appropriate, an official receipted VAT invoice must be 
obtained in the name of the City Council,  

(j)     Make adequate arrangements for the safe custody of the account and in 
accordance with insurance requirements, 

(k)    Produce upon demand by the S151 Officer cash and all vouchers to the total 
value of the imprest amount , 

(l)     Record transactions promptly,  

(m)   Reconcile and balance the account to the total of the sum advanced, at least 
monthly; with a copy of the reconciliation sheet signed and retained by the 
imprest holder 

(n)    Ensure that an officer of an appropriate level is responsible for authorising 
claims (this would usually be someone with delegated budget responsibilities 
or an authorised expenditure approver). 

N.B. Items (a) and (b) are not applicable to Schools 

P3   The s151 Officer must ensure that an up to date record is kept of all petty cash 
imprests, the individual amounts, who holds them and that an annual check is 
carried out to ensure that they are still in existence and the money accounted for. 

P4   Income received on behalf of the Authority must not be paid into a petty cash 
account. 

P5   Petty cash is limited to minor items of expenditure, generally £50 or less, where 
payment by other recognised payment methods is inappropriate, with the exception 
of: 

a. Travel claims other than mileage claims (although the preferred option is to 
use purchase cards),  

b. Volunteers’ expenses providing they are within Taxation limits,  
c. Advances for foreign currency for approved foreign visits up to a limit of 

£300 (purchasing cards should be used to make payments wherever 
possible on these visits).  

(Schools limit for Petty cash expenditure on any one item of expenditure is 
£200, for any items above this limit the permission of the Chief Internal 
Auditor or the Finance Manager for Children’s Services, or any other officer 
as nominated by the s151 Officer, is required before the expenditure can be 
incurred- see (e) below). 

Under no circumstances should petty cash be used to circumvent an alternative 
method of payment e.g., Payroll.  Payment to individuals for services may not be 
made from petty cash accounts. See Expenditure Guidance attached to these 
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Rules. 

P6   Petty Cash is not to be used for the purchase of items that could be made from the 
corporate contracts, or for items detailed in “expenditure forbidden from Council 
funds” in the Expenditure Guidelines attached to these Rules   

P7   Where expenditure is required to exceed the £50 limit or £200 schools limit or £300 
foreign currency limit due to exceptional circumstances, permission must first be 
sought from the s151 Officer, or for schools this will be either the Chief Internal 
Auditor or Finance Manager for Children’s Services, or any other officer nominated 
by the s151 Officer. 

P8   Payments must be supported by a proper receipt and wherever possible by a VAT 
receipt. 

P9   Petty cash claims must be authorised by officer of an appropriate level (this would 
usually be someone with delegated budget responsibilities or an authorised 
expenditure approver). Authorisation means that the claim is within any allowable 
limits, has been properly incurred in relation to PCC business and cannot have 
been made from any other PCC system or process. 

P10  Petty cash imprests must be balanced and evidenced as a minimum on a monthly 
basis and any discrepancies recorded, monitored and appropriate action taken to 
remedy them. 

P11 Petty cash must be kept securely and in accordance with insurance requirements 
and be produced on the request of Internal Audit or any officer delegated by the 
s151 officer. 

P12 On leaving the employment of the Council or otherwise ceasing to be entitled to hold 
an imprest account the money must be returned to the s151 Officer for paying back 
into the Council’s account or for transferring to the new post holder on completion 
of the necessary documentation. 

 
P13 Petty cash holders must complete and sign the certificate of petty cash proforma 

annually and return to the s151 Officer 

 

 
 

Q1 - Q20           PURCHASING CARDS 
 

What it is 

PCC’s Purchasing cards are VISA cards and are an efficient and cost effective method 
for purchasing mainly low value, one off type items for Council use. They enhance 
the purchasing function to enable staff to have the power and flexibility to buy supplies 
and utilise services where conventional methods of procurement do not represent the 
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best value or where the business process is best met e.g. out of office hours and in 
emergencies or where the supplier does not exist in the Financial System and is not 
likely to be used again. 

Overview 

Purchasing cards represent significant purchasing power to individuals and controls must 
be in place to ensure that staff; 
 

(i) Understand the rules under which they can use purchasing cards, 
(ii) Do not circumvent established procedures and processes where applicable, 
(iii) Are accountable for PCC resources. 

 

Q1    All issues of Purchasing Cards must be with the approval of the relevant Director, 
or in the case of schools the School Governors, which can only be given if the 
business need criteria detailed in the Purchasing Card Policy and Procedures 
Manual are satisfied. 

 
Q2    Purchasing Cards must be used in accordance with the Purchasing Card Policy 

and Procedure Manual; the Employee undertaking and the Card Providers Terms 
and Conditions. This includes, amongst other things: 

(ii) Types and limits of purchases 
(ii)     Achieving best value for money 
(iii)    Ensuring the security of the card 
(iv)    Reporting the loss, theft or misuse of the card  
(v)     Accurate and comprehensive record keeping of transactions made and  

completion of monthly transaction  statements via the Barclaycard Spend 
Manager Portal, as detailed in the Purchasing Card Policy and Procedures 
Manual. 

Q3    Purchasing Cards must only be used for Portsmouth City Council business. Using 
the card for personal expenditure is absolutely forbidden. 

Q4    Purchasing cards must not be used for the purchase of items detailed in the 
“expenditure forbidden from Council funds” instructions.  

Q5    Staff cannot use their Purchasing Cards until they have undergone training on its 
use in accordance with the Purchasing Card Policy and Procedures Manual. 

Q6    Cash withdrawal via an ATM will not be possible with Purchasing Cards unless 
supported by a business case from the Director and agreed with the s151 Officer. 

Q7   Use of a purchasing card is  encouraged where  the purchase value is under £500. 
However, alternative methods of payment may be used where these are more suited to 
the business need.  Purchasing cards  may also be used for values above £500 where 
payment by card represents the most efficient method of purchasing goods / services. 
However, regardless of sums they cannot be used in the following circumstances: 

(i) Purchases from suppliers unable to accept card payments, 
(ii) Purchases from individuals or from eBay or eBay type organisations, 
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(iii) High value purchases where it is advantageous to have commitment 
accounting in the main finance system, 

(iv) Transactions with suppliers subject to the Construction Industry Taxation 
Scheme. 

Q8    For purchases on the Internet:  

(iii) Must only be made from sites with a secure connection ( “http:// “ changes to 
“https://” in the URL and a small lock character may appear at the bottom of 
the window when you go to pay- an unsecured connection begins with http:// 
and does not change), 

  
(iv) Wherever possible they should be made from a reputable organisation or 

well-known company e.g. high street names. If the organisation or company is 
not well known or has not been previously used, wherever possible the user 
should try and confirm its existence by reference to another source e.g. to 
companies house or telephone directory etc. 
 

(v) The user is advised to determine the companies refund and return policies 
before ordering and keep a record of the order made.  

 
(vi) A confirmation email should be obtained and kept to support the payment 

details on the transaction log. 
 

(vii) For any overseas purchases exchange rates and any Tax implications must 
be assessed to ensure that value for money is being obtained. 

 
(viii) VAT receipts/ invoices are also required for purchases made over the 

internet, in addition to confirmation emails. The user must ensure that they 
are able to request this information (i.e. they must have a customer 
service/sales contact.). 

Q9   The purchasing card is issued to a named individual who will be responsible for its 
security and use. Under no circumstances is it permissible to give the card to any 
other individual or to divulge the Personal Identification Number (PIN). 

Q10  Any rewards obtained through the use of the card e.g. loyalty points; gift vouchers 
etc. are the property of Portsmouth City Council and can only be used for 
Portsmouth City Council purposes.  Staff are not allowed to profit from their use of a 
PCC purchasing card. 

Q11 Proper receipts or invoices for all expenditure incurred must be obtained and 
retained and attached to the statement, coded to an agreed budget head and 
certified as correct. For the purposes of internal control, an appropriate officer other 
than the one incurring the expenditure must certify the statement. By certifying the 
statement the certifying officer is agreeing that expenditure is evidenced and 
accounted for and is appropriate to PCC business. 

Q12  Where VAT is applicable, a VAT receipt must be obtained (unless the supplier is 
categorised as a level 3 supplier as confirmed by the Purchasing Card Programme 
Manager- when in doubt obtain the VAT receipt), and attach. The nominated 
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accounting officer must ensure that it is correctly coded where recovery is allowed. 
Advice on recoverable VAT is available from Financial Services  

Q13  The Director with reference to the budget holder (if different) will determine the card 
limit. It should be set at no more than £1,000 unless a business case demonstrates 
a higher value. The upper limit is £15,000. This is an embedded limit for insurance 
purposes and cannot be exceeded unless prior approval has been sought from, 
and granted by, the s151 Officer.  

Q14  If any of these rules are not followed by the cardholder the process for withdrawing 
cards as detailed in the Purchasing Card Policy and Procedures Manual must be 
followed. 

Q15  When a cardholder leaves the employ of the Council, or is no longer a purchasing 
card holder, the Director must ensure the return of the card in accordance with the 
procedures detailed in the Purchasing Card Policy and Procedures Manual, which 
includes ensuring the cancellation and disposal of the card. 

Q16  If a cardholder transfers to another job or department within the City Council their 
new line manager/ budget holder must decide whether or not the employees 
purchasing card is required in their new role. If a purchasing card is required the 
employee can keep their purchasing card but Pcard Form 02 – Cardholder 
Amendment must be completed by both the employee and the new line manager. 
The transfer process as detailed in the Purchasing Card Policy and Procedures 
Manual must be followed. 

Q17  Human Resources are required to populate the relevant field on the cardholders 
HR record in Oracle. The flag will alert the purchasing card administrators when a 
cardholder is due to leave PCC employment allowing the card to be cancelled. 

Q18 The line manager must set the Purchasing card limit to £1 and report these to the 
Director where a Purchasing cardholder is: 

(ix) On long-term sickness absence,  
(x) On maternity leave,  
(xi) Suspected of misusing the card,   
(xii) On special leave. 

Q19 Certifying officers must undertake random checks on purchases made and satisfy 
themselves that either; 

(xiii) Goods exist, are in the required location or are under the responsibility of an 
accountable individual and ensure that the goods have been entered on the 
Inventory if appropriate, or 

 
(xiv) That services have been supplied as required. 

Q20 In determining the card limit the budget holder must take into account the frequency 
and level of purchasing in any given day/week/month as well as the level of 
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responsibility of the cardholder and the business need. 

 

 

R1- R27   EXPENDITURE, PURCHASING, ORDERING & 
PAYMENT OF INVOICES 

 

What it is 

Purchasing forms a significant part of the Authority’s business. It ranges from minor 
spend on everyday consumables to major spend on capital projects.   

Overview 

It is important that purchasing is controlled to ensure compliance with EU and other 
legislation; that economies of scale are achieved and that value for money is obtained. 

R1      Expenditure must only be on items allowed for in legislation. When in doubt please 
contact either your Finance Manager or the Chief Internal Auditor. See also the 
Expenditure Guidance attached to these Rules. 

R2    Where expenditure for the execution of works or supply of goods or services 
exceeds £100,000 then a written contract in a form approved by the City Solicitor 
must be used and purchases must be made in accordance with Contract 
Procedure Rules and follow the Gateway Process. (With the exception of 
schools who are not required to follow the Gateway process). 

R3      The Council’s Standing Orders and Procurement Guidelines contain mandatory 
provisions relating to different values and types of contracts. Staff responsible for 
placing orders or arranging contracts must familiarise themselves with the details 
of these. 

R4      Expenditure over £100,000 must comply with the Contract Procedure Rules and 
follow the Gateway Process.  

 
(1) For Sums under this amount then at least three quotations should be sought 

and evidence retained, or corporate contracts used (with the exception of 
schools who are not required to use PCC corporate contracts). Contracts must 
be in writing in a form approved by the City Solicitor. 
 

(2) The Intend system must be used for all goods and service contracts unless 
specific waivers have been obtained from the Assistant Director of Contracts, 
Procurement and Commercial. 

 
(3) Under the Construction Industry Tax Scheme the City Council, as contractor 

has to make a deduction in certain situations when making a payment to a 
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sub-contractor under a contract relating to construction operations. The rate 
of deduction may change from time to time but this can be found by 
consulting HM Revenue and Customs website. The amount of the payment 
only relates to the labour, subsistence and travelling expenses elements of an 
invoice. 

 
(4) Contract payments must only be made on official Council certificates issued 

by the officer named in the contract, or in the case where outside professional 
services are contracted, must be issued by the employer. Where a contractor 
is paid using a certificate of payment and an invoice is not received from the 
contractor, the contractor must be listed on the Self-billing Register held by 
Financial Services in order for any VAT to be reclaimed. If the contractor is 
not on the register and VAT is payable, a full VAT invoice must be obtained. 

R5      Where contracts provide for payment to be made in instalments, the department 
responsible for the contract must keep a register of payments detailing: 

(i)      The contract title, 
(ii)     Total tendered sum, 
(iii)    Approval date and source, 
(iv)    Contractors name and address and payment address if different, 
(v)     Retention sum, 
(vi)   Each payment made including the date paid, the certificate number, sum paid 

and VAT cumulative total and VAT paid, 
(vii)   Any fees/ liquidated damages applied, loss or expense claims and the like. 

R6   All purchases of IT equipment and software must be in accordance with the 
Council’s Corporate Policies and be properly licensed. 

R7   Where an item is available through the corporate contract then the corporate 
contract must be used, with the exception of schools. If it is not available and is 
likely to be a recurring item of spend, or a one off high value item of spend, then 
consultation must take place with the Assistant Director of Contracts, Procurement 
and Commercial to obtain the best price. 

R8      All purchases must have an official purchase order, and in a form approved by the 
s151 Officer, with the exception of: 
(i)    Instances of emergency (in which case an official order must be raised at 

the same time, or as soon as is practically possible), 
(ii)    Purchasing Card  expenditure, 
(iii)   Petty cash disbursements, 
(iv)   Contract payments, 
(v)    Utilities, 
(vi)    Periodical payments, 
(vii)   or other such exceptions as approved by the s151 Officer. 

 
R9        Purchase orders must be raised before incurring the expenditure. 
 
R10    Purchase orders must be authorised by the budget holder and expenditure only 

authorised where a budget exists. 
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R11   To ensure separation of duties, purchase orders cannot be authorised by the 
originator. 

 
See also Financial Rule E30 (d) Authorisation will be taken to mean that the budget 
holder has satisfied themselves that: there is a budget, there are sufficient funds in 
the budget, it is for genuine PCC business, the amount appears reasonable or is 
supported by evidence, 

 
R12   Electronic payments will be subject to procedures agreed by the s151 Officer who 

will determine the procedures to be used. 
 
R13  Where there are any invoice errors or goods returned etc. the supplier must be 

informed immediately and a credit note obtained or replacement goods obtained. 
The invoice must not be processed until the credit note or replacement goods 
have arrived. 

 
R14  Portable and desirable goods purchased for PCC use must be entered on the 

relevant inventory. 
 
R15   Undisputed Invoices must be cleared and paid within 30 days (i.e. payment must 

be with the supplier by the 30th day from the receipt of the invoice) or in 
accordance with the payment terms agreed with the supplier and Government 
legislation on prompt payment. To optimise the Council’s cashflow invoices should 
not be paid before their due date. Discounts must be taken, VAT verified and they 
must be checked to ensure that they are arithmetically correct. 

R16  Cheques must not be passed to the originator of the payment unless a specific 
request in writing has been made to and approved by the s151 Officer. This will be 
granted in exceptional circumstances only as it forms part of the financial controls 
on expenditure. 

 
See also Financial Rules E28 (g) and E30 (c); As part of internal control, facsimile 
signatures may not be used to either countersign cheques or to authorise any document 
that would result in a payment being made. This includes timesheets, overtime claims, 
expenses and the like. 
 
R17     As part of HMRC requirements no changes can be made to VAT invoices; where 

incorrect sums are shown either a new invoice or a credit note should be 
obtained. 

 
R18    (a)   Advance Payments for any goods or service must not be made except: 

(i) Where items are purchased using the purchasing card e.g. books, hotel 
accommodation, travel  

(ii) To purchase foreign currency to a specified limit for approved foreign visits, 
(iii) For training courses; professional vocational training costs, 
(iv) Where the service is provided by a unique provider and where terms and 

conditions are non-negotiable e.g. court fees, planning applications, utility 
connection / disconnection, franking machine top-up. 

(v) In the case of contract agreements where it can be evidenced that this is in 
accordance with the industry norm e.g. property rental, telephone lines, 
photocopiers, alarm systems, hand driers, professional fees or subscriptions, 
software licences, website hosting etc.  
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(vi) Deposits or payment required to secure specific one-off services e.g. training 
courses, room hire, school trips, hotel bookings (no more than 3 months in 
advance) 

(vii) Grants or Service Level Agreements with voluntary sector organisations 
which are made in accordance with the Portsmouth Compact Agreement (no 
more than 3 months in advance) 

(viii) With the prior approval of the s151 Officer. 
 

(b) In all cases risks of loss to the Council must be minimised e.g. if a course is 
booked will the providers accept someone else if the named person cannot go at 
the last minute? Has the employee receiving vocational training signed an 
undertaking to repay costs in accordance with HR Policies? 

 
R19    Payment for goods and services can only be made once the following checks 

have been made: 
(i)     The goods or service have been received and to the required standard 

(quantity, quality, price) and the details and prices are in accordance with 
those quoted on the order, 

(ii)     The invoice is arithmetically correct, 
(iii)    Any applicable discounts have been taken, 
(iv)    Appropriate entries have been made in stores/inventories and other 

records, 
(v)     Payment has not already been made, 
(vi)    VAT if applicable is correct, 
(vii)   If a paper copy; Invoice is the original (where the original has been lost 

before payment can be made on a copy invoice it must be endorsed to 
this effect and checks made to ensure that it has not already been paid); 
if electronic the account details are accurate. 

R20    Directors must ensure that: 

(1)  It is a condition of the engagement of the services of any contractor or consultant 
who is to be responsible for the supervision of a contract on the Council’s behalf, that 
in relation to those duties they will comply with these Rules and Contract Procedure 
Rules as though they were an officer of the Council. 

(2) All title deeds, land certificates, leases, tenancy agreements, of property belonging or 
mortgaged to the Council and all formal contracts other than official orders are lodged 
with the City Solicitor. 

R21     Each variation to the original contract must be priced or estimated and authorised 
on an official, serially numbered document issued and signed by the officer 
named in the contract, or in the case where outside professional services are 
engaged, by the employer. 

R22     Variation orders likely to cause the contract sum to exceed the tender price by the 
greater of more than 0.5% or £1,500 (capital) or 5% (revenue) up to the greater 
of a limit of £5,000 or 0.5% (capital) or 5% (revenue) must be reported to the 
s151 Officer and the appropriate member of the Cabinet who will agree the 
action to be taken. 
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R23    Financial Claims from contractors that are not within the terms of the existing 
contract must be referred to the City Solicitor for assessment of any liability and 
to the s151 officer to assess the extent of any financial liability. 

R24  The City Solicitor has the responsibility to ensure that there are secure 
arrangements for the custody of all title deeds, land certificates, leases, tenancy 
agreements, of property belonging or mortgaged to the Council and all formal 
contracts other than official orders. 

R25     It is essential that the Council obtain best value for money from any purchases. 
The Procurement Manager has the responsibility of obtaining the best value for 
corporate contract items and these must have been subject to a competitive 
process.  

R26      Staff making purchases or procuring on behalf of PCC must not use their own 
store loyalty cards for transactions. Staff must not profit from their employment 
with the Council other than their normal remuneration. Refer also to the Council's 
Code of Conduct re Staff doing business with the Council. 

R27      Where suppliers offer free promotional items they must not be used to influence 
the purchase or level of purchases. Purchases must always give value for 
money. Any promotional offers of free items must be referred to the s151 Officer 
for a determination of how they are to be used. 

 

S1- S20     Income, Banking, Unidentified Cash and Write Offs 

 

What it is 

This covers all monies due to the Authority, how it is received and accounted for and the 
treatment of uncollected sums. 

Overview 

We need to  

(ix) Be accurate about what sums of monies are owed to us at any given time,  
(x) Collect it in a timely manner,  
(xi) Make sure that it all properly accounted for,  
(xii) Ensure compliance with industry standards for electronic receipts. 

To assist with Cashflow and reduce the financial burden to taxpayers.  

S1  Collection of all money due to the Council must be in accordance with written 
procedures agreed by the s151 Officer. 

S2   All money received must be banked and accounted for as soon as practicable and 
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intact (unless prior written agreement to do otherwise has been obtained from the 
s151 Officer). The levels of money held prior to banking (and overnight) must not 
exceed the limits agreed by the Council’s insurers or the s151 Officer. This is 
£2,500 for Secondary Schools and £750 for primary schools. Anyone who holds 
money overnight must agree the limits with the s151 Officer. 

S3   Change float sums must be held securely and balanced on the occasion of each 
cash up and till reconciliation. 

S4   Under and over bankings must be recorded and monitored by a senior manager 
responsible for that area and action taken if material, or if unders and overs are 
frequent.  Following their investigation if the situation cannot be corrected or 
resolved they must report their concerns in writing to the Chief Internal Auditor as 
soon as possible. 

S5  Receipts must be issued for all payments received except payments made by 
electronic transfer, direct debit or billed through one of the Council’s official billing 
systems (e.g. EBS). Where a till or other mechanised receipt is not available an 
official council pre-numbered receipt must be issued and all the details completed. 

S6   Cash and Cheque receipts must be regularly reconciled to income due records and 
banked promptly. Supervising Officers must review this process on a timely basis 
and follow up any discrepancies. 

S7  Personal cheques for PCC employees only can only be cashed from the Civic 
Offices main cash office, or any other office as approved by the s151 Officer and on 
production of their staff i.d. card to a limit of £100 per person. The cash office can 
refuse this service if it will have an impact on their cash flow and if there is no i.d. 
Staff who cash a cheque with insufficient funds in their accounts may face 
disciplinary action and will be refused any further encashments. Under no 
circumstances are personal cheques to be cashed out of any other monies held on 
behalf of the Authority. 

S8   Where money is passed from one person to another the value of the transfer must 
be officially recorded, dated and signed by both the person transferring and the 
person receiving the money to ensure a proper management trail from receipt to 
banking. 

S9  In accordance with the Accounts and Audit Regulations 1983 (revised 1996) 
(amended 2006) money paid into a bank account of the Council must have the 
following information recorded for cheque payments: 

 
(i) The amount of the cheque,  

(ii) A reference such as the receipt number given or the name of the debtor which 
will connect the cheque with the debt or service that has been provided. 

S10  With the exception of schools, invoices for all sums due to the Council must be 
raised through the EBS accounts receivable system (or other official system i.e. 



 

49 | P a g e  
 

www.portsmouth.gov.uk 

[Policy Title – Version Number] 

Financial Rules Parts 5-7 (E-T) 

one that has been approved by the s151 Officer) and detail: 

(xiii) Full name and up to date address of the purchaser of the service and address    
for the invoice if different, 

(ii)   A description of the debt, what it is for how and when it was incurred and any 
conditions related to the supply e.g. standards, specifications, delivery dates, 

(iii)  The price to be paid for the goods/ service, where appropriate the rate and    
value of VAT, and the total sum to be paid, 

(iv)   The terms and conditions of payment including stage payments if appropriate, 
(v)    A contact name and number in the event of a query, 
(vi)   A unique sequential number that enables it to be identified, 
(vii)  Chart of account code that the income is to be paid into. 

 
S11 All invoices raised must be supported by reliable documentation or as specified by 

the City Solicitor, in order to enable the debt to be collected. 
 
S12 Wherever possible the Service is expected to collect money in advance of, or at the 

point of service/ goods supply. The most cost effective method of collection should 
be used. 

 
S13 All electronic transactions must comply with the Payment Card Industry Data 

Security Standards (PCIDSS). 
  
S14   Schools are only required to issue receipts for individual sums of £15 and 

above, sums below this must be recorded on their official RCR pads or on 
their electronic cash receipting system. 

 
S15 Directors must: 

(a) Ensure that cash holdings do not exceed the maximum amount set by 
the S151 Officer.  

 
(b) Ensure that cash held is held securely and in accordance with insurance 

requirements and Income Handling Instructions. 
 
(c) Ensure that income handling is carried out in accordance with 

instructions issued by the S151 Officer (Income handling Instructions 
are appendixed to these Rules and must be signed by all staff with 
income handling responsibilities). 

 
(d) To ensure that cash held in any safe does not exceed the amount of the 

insurance limit for that safe. 
 
(e) To notify the S151 Officer of cash lost or stolen immediately. Stolen 

cash, which is not covered by insurance, can only be written-off with the 
agreement of the S151 Officer. 

 
(f)  Must ensure that temporary Members of staff, contractors or 

consultants are not given responsibility for, or access to cash/monies 
until it has been established that they have had references from 
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previous employment and any qualifications or backgrounds properly 
checked  

 
(g) Must ensure that unders and overs of bankings are recorded and 

patterns of variances or material sums are properly investigated and 
reported to the Chief Internal Auditor who will advise the s151 Officer as 
necessary. 

 
(h) Staff responsible for raising invoices should not be involved in the 

receipt of payments. Staff responsible for banking of cash should not be 
involved in raising accounts or receiving payments. For Schools this 
applies wherever possible. For PCC If this causes difficulties then 
written permission must be sought from the s151 Officer. The manager 
concerned must demonstrate that the risks have been considered and 
there are compensating controls in place. 

S16   Any unidentified cash received must be paid into an income suspense   
accounting code for that purpose. All suspense accounts must be monitored 
at least monthly and balances cleared as soon as possible. 

S17  Debts due to the Council may only be written off in accordance with the Write Off 
Policy:  

(i)     Up to and including £500 by the Deputy s151 Officer, 

(ii)    Over this sum by the s151 Officer. 

S18    Write off also refers to where a decision not to raise a debt for whatever reason 
needs to be made and where decisions need to be made on amounts to be 
recovered if it differs from the full sum due. In both these instances the advice and 
agreement of the s151 Officer and City Solicitor must be sought.  

S19    For schools Governors may write off debts up to £100 over that they must seek 
approval from the s151 Officer. 

S20    The s151 Officer must report annually to Members on the total debts written off. 

 

 

T1-T4   FEES & CHARGES 

What it is 

To be completed 

Overview 
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T1  Directors (and School Governors and Head Teachers) must keep under review any 
fees, charges and other levies made for goods and services, under their control.  

T2   Fees and Charges must be reviewed at least annually and be consistent with 
Council policies and strategies as appropriate and in accordance with any agreed, 
Cabinet, Council budget decisions and Policies as relevant. 

T3   Fees and charges levels must be agreed with the S151 Officer or in the case of 
schools, the governing body.  

T4    Any new charges to be introduced must be agreed with the City Solicitor to ensure 
that they are intra vires and with the s151 Officer on the level of the proposed 
charge, and in accordance with any agreed Cabinet or Council budget decisions 
and Policies. 
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 APPENDIX A 

PORTSMOUTH CITY COUNCIL 
INCOME HANDLING POLICY AND INSTRUCTIONS 

 
 

1. DEFINITION 
 

1.1. Income is defined as coin, bank notes, cheques, postal order and credit and debit 
card transactions. 

 
2. POLICY 

 
2.1. These Instructions concern the receipt of monies due to the Council; the Rules 

regarding payment (expenditure) of monies are covered by Financial Rules and 
include everything from Financial Planning to write offs, petty cash, forbidden 
expenditure and purchase card use. Instructions regarding payment can also be 
found in The Contract Procedure Rules as well as Procurement Guidelines. All of 
these can be found on the Intranet. 

 
2.2. Strong internal controls for income collection and banking are necessary to prevent 

mishandling of Council funds and are also designed to safeguard and protect 
employees from inappropriate charges of mishandling funds by defining their 
responsibilities in the income handling process. This Policy and Instructions must be 
read in conjunction with the relevant Financial Rules. 

 
2.3. The key controls are that income collection must: 
 

 Be through authorised points of income collection (either Cash Offices or 
nominated individual post holders) 

 Be accounted for as it is received 

 Have a proper trail from receipt to account 

 Have adequate separation of duties which includes income collecting, 
depositing and reconciling 

 Have proper official unique/sequentially numbered receipts given for any 
income received 

 Have any voided receipts/transactions confirmed and approved by a 
supervisor 

 Have cash deposited promptly into a PCC authorised account 

 Demonstrate reconciliation of validated deposits to supporting 
documentation and to the account statement 

 Have approval by the s151 Officer of any changes in income handling 
procedures 

 Ensure proper safeguarding of cash 

 Minimise risks to staff involved in income collection and/or handling 

 Meet insurance requirements 

 Comply with PCI DSS requirements 
 
 



 

53 | P a g e  
 

www.portsmouth.gov.uk 

[Policy Title – Version Number] 

Financial Rules Parts 5-7 (E-T) 

2.4. The Director of Finance & Information Services & s151 (Statutory Officer) can 
authorise waivers to these Income Handling Instructions as part of Financial Rules, 
on submission of a written business case outlining the changes required, the risks 
and controls and actions to mitigate the risks. 
 

2.5. The Policy and Income Handling Instructions apply to all PCC Staff involved in 
income handling as part of their duties, including Schools. PCC staff includes any 
temporary, agency, contractors or consultants staff that are also engaged by PCC in 
cash handling duties.  

 
3. POINTS OF INCOME COLLECTION 
 
3.1. The Director of Finance & Information Services & s151 (Statutory Officer)  must 

authorise all points of income collection. 
 
3.2. Before collection can begin, Services requesting status as a point of income 

collection or requiring individuals to collect and account for income must submit a 
written request to the The Director of Finance & Information Services & s151 
(Statutory Officer)that includes: 

 

 Reason(s) why the income collection point if needed/individual is required to 
collect and account for income 

 A list of the positions involved with the income collection point (or individual 
nominated post holder), a description of their duties and how segregation of 
duties will be maintained 

 Whether there is a need for a change advance (float) and if so, how much 

 A description of the reconciliation process including frequency of 
reconciliation 

 A description of the process for safeguarding income until it is 
banked/deposited and compliance with insurance requirements 

 A schedule of how often cash deposits will be made 
 
4. RESPONSIBILITIES 
 
4.1. Directors and their Third Tier Managers are responsible for ensuring the security of 

all income, although they may delegate the responsibility to other senior officers 
provided they are satisfied that adequate arrangements exist to ensure the 
responsibility can be properly discharged. 

 
4.2 Managers are also responsible for ensuring that all members of staff involved in 

income handling receive a copy of these instructions and that they both sign and 
retain a copy of the acknowledgement form. These instructions are to be copied as 
required for issue to staff. 

 
4.3 It is hoped that there will be no difficulties in complying with these instructions but if 

there are any queries arising, please contact the Chief Internal Auditor. 
 
4.4 Staff dealing with the receipt of income for the City Council are handling public 

money and, as such, are responsible for its safe custody and are subject to these 
instructions. It is expected that all staff will act with honesty and integrity and in 
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accordance with Portsmouth City Council’s Code of Conduct, Financial Rules and 
Data Protection Act requirements regarding personal data, and the City Council's 
obligations to the Payment Card Industry Data Security Standard (PCI DSS). 
Further information about PCI DSS can be found at 
https://www.pcisecuritystandards.org/security_standards/. 

 
4.5 Employees are not expected to protect the City Council’s cash in the event of an 

attack and nothing in these instructions is intended to imply that the Employee 
should place himself/herself or others at risk in this respect. Further instructions 
entitled “ARRANGEMENTS FOR EMERGENCY SITUATIONS” are included in 
Annexe A to this document and staff must read and be familiar with the actions 
required of them if they are threatened with violence or are subjected to an 
attempted robbery. 
 

4.6 Failure to comply with these instructions could result in disciplinary action being 
taken. 
 
 

5 CASH TILLS 
 

5.1  All floats for cashiers must be retained securely and intact in the safe when not in 
 use and in the cashier's till when in use.  
 

5.2  Each Cashier must have their own unique sign on reference and under no 
 circumstances should anyone use anyone else's unique identifier. 

 
5.3 Cash in the till must be counted at the end of each shift and before handover to 

anyone else. The cash minus the float must be reconciled to the stated till takings 
by someone senior to the Cashier. Any unders and overs must be recorded and 
any overs banked with the takings. Under no circumstance should overs be used 
to subsidise unders. 
 

5.4 The till drawer must be closed after each transaction. 
 

5.5  Under no circumstances is foreign money to be accepted. This is because we 
 currently do not have the systems in place to account for foreign currency. 

 
5.6 Any cancelled or voided transactions must be recorded detailing the transaction 

number amount, date and time and reason and signed by the cashier and reported 
to the supervisor/ manager at the end of the shift. 

 
5.7 Void/cancelled transactions must be reviewed and authorised by supervisors and 

a signed note on the end of day/ period reconciliation made to reflect this. 
 
5.8 An electronic receipt must be given for each payment at the time of the 

 transaction. 
 
5.9 When cancelling an electronic receipt the whole transaction must be reversed and 

re-entered and the incorrect receipt marked cancelled and held with the 
reconciliation for the day.  
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5.10 Personal cheques cannot be cashed from takings under any circumstances. 
 
 

6. BANKING 
 

6.1  All official monies received and not held in an official safe or secure locked 
 receptacle with restricted access, are to be paid in as soon as possible but no later 
 than the same day to either the bank or nearest cash office. Where monies are 
 held securely in safes, the safes must meet insurance requirements and insurance 
 limits must never be exceeded. Further information can be obtained from the 
 Insurance Officer. 

 
6.2 Access to these safes must be restricted to as few officers as possible that have 

relevant responsibility and kept locked when not in use. Keys must be kept 
securely on the key holder's person. Keys must be kept off-site outside of business 
hours. Access to keys should be restricted to those with relevant responsibility. 
Combinations must be kept confidential to the relevant staff and changed annually 
or when key staff leave.  

 
6.3 All monies banked must be recorded on an official City Council bank paying-in slip. 

(Stocks of these are obtainable from Technical and Financial Planning). The bank 
paying-in slip cheque listing must identify each cheque with the transaction or 
service. The following instructions apply: 

 
(i) Every officer of the City Council who pays money into a banking account of the 

City Council shall enter on the paying-in slip, and on the counterfoil or duplicate, 
particulars of such payment, including, in the case of each cheque paid in: -  

 
a) The amount of the cheque, and 

 
b) A reference (such as the number of the receipt given or the name of 

the debtor or customer account number) which will connect the 
cheque with the payment. 

 
(ii) If a supplementary bank cheque listing is used, then a copy of it must be 

securely attached to the bank paying-in slip.  
 
 
6.4 Cash banked direct by an Officer must be transported in accordance with Insurance 

requirements and include inter alia:  
 

 Being carried in a secure bag or wallet.  

 The route and time of journey to the bank should be varied wherever 
possible. 

 The numbers of people escorting transportation of cash is dependent on the 
amount being transported and insurance requirements must be followed. 
Please refer to the Money Insurance policy on the Insurance page of the 
Intranet. 

 
7 POST OPENING 
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7.1 All post must be opened in the presence of two people; this includes any boxes 

used for overnight collections.  
 
7.2 Envelopes must be fully opened and checked and verified that all contents have 

been removed. 
 
7.3 Any cash (coin or notes) received by post that is not being immediately accounted 

for must be recorded at the point of opening detailing the date, sender, what the 
income is for (including any reference numbers) and amount. The amounts received 
must be totalled and the people opening the post must sign that it is a true record of 
cash received. Refer also to paragraph 0. 

 
 
8 COUNTERFEIT MONEY 
 
8.1 To check for counterfeit money please refer to the advice from the Bank of England 

which can be found at this link: 
https://www.bankofengland.co.uk/banknotes/counterfeit-banknotes/how-to-check-
your-banknotes and search 'what do I do if I get a counterfeit bank note' 

 
In Summary 

 
8.2 If you do identify any money as being counterfeit, it must not be paid in to PCC 

accounts. 
 

8.3 The customer's name and address must be completed so that if the money turns 
out not to be counterfeit it can be returned to the customer.  

 
8.4 If the circumstances are suspicious you should take it to your nearest police station 

where an NCO -1 form will be completed. You will be provided with a receipt and 
incident number. 

 
8.5 The counterfeit note will be sent to the national Crime Agency and, if confirmed 

counterfeit, to the Bank of England for further examination. 
 

8.6 Alternatively, complete a Counterfeit Currency Retention Form (available from the 
Bank of England website) and send to the Bank of England. 

 
8.7 If you have any queries on counterfeit money or require Counterfeit Note Receipts 

please contact Lorraine Lindsay (Audit & Investigations Officer) - 
Lorraine.Lindsay@portsmouthcc.gov.uk or 02392 841373 

 
9 CHEQUES 
 
9.1 Cheques presented in person by and received via post from members of the public 

for payment of casual services can be accepted for payment of Council Tax, 
business rates, mortgage payments, housing rents and credit income (i.e. income 
where payment is received in advance of the provision of the service).  

 
9.2 The following checks must be made when receiving a cheque: 

https://www.bankofengland.co.uk/banknotes/counterfeit-banknotes/how-to-check-your-banknotes
https://www.bankofengland.co.uk/banknotes/counterfeit-banknotes/how-to-check-your-banknotes
mailto:Lorraine.Lindsay@portsmouthcc.gov.uk
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 Payee: "Portsmouth City Council" 

 Valid date 

 Words and figures are the same 

 Bank branch address is printed on the cheque 

 Any alterations are initialled 

 Cheque must be signed 
 

Cashiers should refer to their supervisor if difficulties arise to obtain details on how 
to proceed. 

 
9.3 All cheques should be already crossed and marked account payee. The Official 

receipt number must be recorded in ink on the back of each cheque, by the payee 
and not the customer. 

 
9.4 Change cannot be given for cheques and the cashing of private cheques from 

income is not permitted.  
 
10 CREDIT AND DEBIT CARDS 
 
10.1 Where the receipt of income is either by debit or credit card, whether at a Cash 

Desk, over the telephone or on the Council's webpage, processes must comply 
with the Payment Card Industry Data Security Standard (PCI DSS). Further 
information on PCI DSS can be found at 
https://www.pcisecuritystandards.org/security_standards/. The relevant points of 
PCI DSS are included in this document in the appropriate sections. 
 

10.2 Income received via the Council's webpage and the Council's Automated 
Telephone Payment Service is processed via a third party who authorises and 
processes card payments. The systems and third party are PCI DSS compliant. 

 
10.3 For card income received at an Income Collection Point or directly over the 

telephone, processes must comply with the PCI DSS, and include the following 
actions: 

 

 Destroy cardholder information in a secure method when no longer needed, 
physically securing all media in the interim 

 Hard (paper) copy materials should be cross-cut shredded  

 Electronic media containing card information must be destroyed by shredding 
or other means of physical destruction that would render the data 
irrecoverable (shred, degauss (degaussing, is a method of erasing the 
magnetic data on the data strips of cards –advice on how to do this can be 
sought from Information Services) etc.).  

 It is prohibited to store the contents of the credit card magnetic strip (track 
data) on any media whatsoever 

 Any stored records must be held securely with restricted access  

 It is prohibited to store the card validation code (3 or 4 digit value printed on 
the signature panel of the cards) on any media whatsoever  

 All but the last 4 numbers of the credit card account number must be masked 
(i.e. x’s or *’s) when the number is displayed electronically or on paper 

https://www.pcisecuritystandards.org/security_standards/
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 Staff should never have occasion to write a credit card number down. It 
should be either captured using a chip and pin machine or entered directly 
onto a screen. 

 No employee should have access to credit card account numbers unless 
they have a specific job function that requires such access 

 Any card information no longer needed for business must be destroyed by 
deleting, shredding or degaussing before disposal 

 Visitors should always be escorted and easily identifiable when in areas that 
may contain sensitive information 

 Password protected screensavers should always be used on any computers 
that that may contain sensitive information or accesses the Council's income 
management system. 

 All third parties with access to credit card account numbers are contractually 
obligated to comply with card association security standards (PCI DSS). 

 
10.4  Data in Transit; 

 Card account numbers must never be e-mailed without using proper 
encryption technologies (i.e. -PGP encryption) 

 Media containing card account numbers must only be given to trusted 
persons for transport to offsite locations (e.g. security firms contracted for the 
purpose) 

 
11 CHIP AND PIN DEVICES 

 
11.1 The Council utilises a number of Chip and PIN devices to process income from 

card-present transactions at point of sale. 
 

11.2 All staff who operate at, accept and process income at a Point of Income Collection, 
have a duty to: 
 

 Ensure that Chip and PIN devices are used correctly 

 Ensure that Chip and PIN devices are not subject to tampering or 
substitution, periodically inspecting devices to look for such activity. 

o Examples of signs that a device might have been tampered with or 
substituted include unexpected attachments or cables plugged into the 
device, missing or changed security labels, broken or differently 
coloured casing, or changes to the serial number or other external 
markings 

 To be aware of any suspicious behaviour and to report tampering or 
substitution of devices 

 Verify the identity of any individual or third-party attempting to access, 
troubleshoot or modify Chip and PIN devices  

 n.b. Further information can be obtained from: 
Salena Shaw or Julie Gregory on 023 9284 1354 
e.mail:PIMSadmin@portsmouthcc.gov.uk 

 
 

 
12 MANUAL RECEIPTS 
 

mailto:PIMSadmin@portsmouthcc.gov.uk
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12.1 Receipts, other than those automatically generated by electronic tills must only be 
issued from Portsmouth City Council Official receipt books or on forms officially 
approved by the Chief Internal Auditor. These forms must be pre-serially numbered 
and controlled. Stocks are obtainable from Financial Services. 

 
12.2 A receipt must be given for each payment at the time of the transaction, either the 

electronic till receipt or one on official stationery. Non-electronic till receipts should 
be written in ink, fully detailed, signed by the recipient and issued in strict numerical 
order. Schools are required to record amounts under £15 on a Record of Cash 
Received pad but amounts of £15 and over require an official receipt. 

 
12.3 Receipts must not be altered. If an incorrect entry is made, the receipt must be 

endorsed with the word ‘CANCELLED’ and the top (Customer) copy retained in the 
receipt book with the book copy for management/audit purposes. A new receipt can 
then be issued. If it is an electronic receipt the whole transaction must be reversed 
and re-entered and the incorrect receipt marked cancelled and held with the 
reconciliation for the day. Void transactions must be reviewed and authorised by 
supervisors and a signed note on the end of day/ period reconciliation made to 
reflect this. 
 

12.4 The ‘Income Type’ analysis boxes (i.e. for cheque, cash) must be completed. 
 
12.5 All book copy receipts must be retained to provide PCC’s official record of income 

received and all receipt books (both used and unused) must be kept in a secure 
place for six years plus current. 

 
13 CASH POSTING & RECONCILIATIONS 

 
13.1     Where a service has access to the income handling system, all receipts should be 

processed through the income handling system at time of sale. 
 

13.2     Services and schools who do not have access to the income handling system 
should ensure that all receipts are posted using the EBS receipting function on a 
timely basis.  Income must be posted to achieve period end closing deadlines so 
that it is accounted for and can be reconciled in the period in which it is received. 
 

13.3 Receipts and bankings must be reconciled to the bank statement and accounting 
postings on a daily basis. Someone other than the person who has either been 
responsible for taking or banking the cash must carry this out. Any discrepancies 
must be immediately examined and the Chief Internal Auditor notified of any 
material sums that cannot be resolved. 
 

13.4 Managers must monitor that bankings are consecutive to ensure that there are no 
suppressions. This could include taking till readings for all unused machines at the 
end of each week. 

 
 
 

 
14 CASH FLOATS 
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14.3 Managers must keep the number and size of individual cash floats under review. 
Where a manager considers that the amount of an individual cashier’s float should 
be increased or decreased the manager should notify the relevant Finance Manager 
that this is the action proposed. The relevant Finance Manager must maintain a 
written record of all floats. 

 
14.4 It is strictly forbidden for any officer to borrow or take money from the cash floats for 

personal or non-PCC use. Any such use could result in disciplinary action being 
taken against the individual concerned. 

 
14.5 Cash floats are to be locked in the safe at the end of each day. Where the float is 

returned in a sealed bag the manager must randomly and without prior warning 
check the contents of the bag in the presence of the cashier who will, after the 
check has been made and if found correct, reseal the bag and ensure it is locked in 
the safe in the usual way. 

 
14.6 If there is any discrepancy the relevant Director and the Chief Internal Auditor must 

be informed immediately. 
 

14.7 The manager must retain a record of the checks made on individual cashiers’ floats. 
 
 

15 DISCREPANCIES 
 

15.3 All discrepancies must be verbally reported to management. 
 

15.4 Discrepancies (under or over) of £10.00 or more identified at banking are to be 
investigated immediately by the banking officer and a written exception report made 
to their Manager. 
 

15.5 Managers must monitor the records of overs and unders and be alert to patterns of 
losses, which may at worst be an indication of fraud or at best be an indication for 
further training. Any discrepancies of a material sum (this will be in relation to sums 
taken and any patterns of losses) must be reported immediately to the Chief Internal 
Auditor. 
 

15.6 All surpluses must be banked with the relevant day's takings. It is strictly forbidden 
to use overs to top up any shortages in bankings. 
 

15.7 All banking officers are to keep a permanent accumulative record of cash 
discrepancies between income due and income received (i.e. overs/unders). 

 
16 SAFE CONTENTS 

 
16.3 Departmental safes and their contents are insured for official purposes only (PCC 

monies) and priority must be given by Managers and Supervisors for use by this 
purpose. The storage of personal monies or effects is discouraged. If it is material it 
could make the safe an attractive target putting official monies at risk. However for 
small items should there be a need to secure staff personal monies (i.e. tea funds, 
small sums for Christmas clubs, lottery syndicate details etc.), Managers and 
Supervisors must:- 
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 Ensure that the storage of the item will not impinge on the daily working 
arrangements of the section. 

 Point out to the staff that the items are not covered by the City Council’s 
insurance policy, should fire damage or a theft take place. 

 Ensure that items are securely held in a clearly identifiable (i.e. type of 
contents and name of holder) sealed container.  

 
17 ANTI-MONEY LAUNDERING 

 
17.3 (Money Laundering Regulations 2003 amended 2006 (Statutory Instrument 2003 

No. 3075.The Terrorism Act 2000, The Anti-Terrorism, Crime and Security Act 
2001, and The Proceeds of Crime Act 2002) 
 

17.4 Staff must act in accordance with the Anti-Money Laundering Policy, the highlights 
of which include: 
 

1) Being alert to people trying to “launder” cash 
2) Accepting cash without “tipping off” a suspect, which carries a maximum of 

seven years imprisonment 
3) Doing nothing to conceal, disguise, convert, transfer or remove criminal 

property. 
4) Immediately reporting to the Chief Internal Auditor any suspicions that 

someone could be living off the proceeds of crime or trying to launder cash 
5) Verifying and recording the identities of customers and holding the records 

for five years 
 

17.5 It is PCC Policy that large payments of cash (i.e. coin or notes of e.g. £5,000 or 
more) should not generally be the accepted form of payment. The preferred forms 
of payment for large sums are either by bankers draft, cheques, BACS etc. If in 
doubt please refer to the Chief Internal Auditor. 
 

18.       TRANSFER  
 
18.1 Monies must at all times be kept secure until either banked or collected by an 

authorised person. When responsibility is passed from one person to another, the 
monies/vouchers (if applicable) must be checked and reconciled by both parties and 
a signed discharge must be obtained and given.  
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ANNEXE A - ARRANGEMENTS FOR EMERGENCY SITUATIONS 
 

A - RAIDS 
 
1. Cash offices and individuals who carry cash must be considered at risk of robbery or 

attack. These instructions are designed to minimise these risks. 
 

2. Whatever the circumstances, staff faced with a situation where they know or 
believe that the person facing them has a weapon and is threatening physical 
violence should not act in a way that places themselves, their colleagues, or 
members of the public in danger. 

 
3. In every case, if a raid or attack does occur the overriding consideration must always 

be the safety of the staff and public. Precise guidelines about what to do during and 
after the raid cannot be issued as there is no way to be certain how any one 
individual will react when faced with an armed robber. The following guidelines are 
set out to try and prevent panic and to enable the robbers to be caught. 

 
4. Tip-offs about possible raids. Any information must be passed to Heads of 

Services and the Chief Internal Auditor as soon as anyone becomes aware of any 
information or threat. 

 
5. During the raid/attack. Do exactly what you are told by the robbers, for example if 

the robber tells you to hand over the cash you should do precisely that, or if you are 
told to lie on the floor you should do so. 

 
Please remember NO HEROICS; do not put yourself or anyone else at risk 
from your actions. 

 
6. For cashiers, if possible close your till drawer and activate the panic alarm – but 

only if you are not placing yourself, your colleagues or the public in danger. 
Under no circumstances make any sudden movements which may cause the robber 
to panic. 

 
7. Keep alert. You will probably be frightened at first but bear in mind that when the 

robbers have gone accurate descriptions will be required of the attackers. Try to 
keep thinking, concentrate and keep cool. 

 
8. Try to observe listen and watch without attracting attention to yourself:  

 

 Build – e.g. height; try to assess in relation to door etc. 

 Eyes – e.g. colour and set; wide apart etc 

 Ears – e.g. large, protruding, piercings 

 Hair – e.g. colour, line, receding etc 

 Teeth – e.g. large, stained, missing 

 Age – e.g. voice high or low 

 Striking mannerisms – e.g. licks lips, sniffs 

 Walk – e.g. springy or slow 

 Accent – e.g. local or distinctively different 

 Clothes – e.g. jacket (button missing etc), striped trousers, include shoes 
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9. After the raid/attack – inform the Police immediately if an alarm has not alerted 
them.  

 
10. In Cash Offices: 

 

 Lock the doors and do not disturb anything that might provide the Police with 
clues. 

 Ensure a member of staff is outside to explain the temporary closure. 

 Mark off any area of the premises where you think the Police could obtain any 
of the attackers’ fingerprints. 

 Balance tills, if possible, to determine quickly the amount stolen and re-open 
premises with the agreement of the Police, But only if there are no fingerprints 
to be obtained. 

 
11. Following all attacks: 

 

 Write down your description of the attackers. You will quite naturally be 
shocked and shaken and relieved that nobody was hurt – it is unlikely that 
anybody will be hurt if you have done exactly what you were told – but 
remember it is your own description that is important. Do not talk amongst 
yourselves until you have written your description down.  

 Advise your Director and the Chief Internal Auditor as soon as possible. The 
Chief Internal Auditor will alert the s151 Officer, Monitoring Officer and 
anyone else who needs to be informed.  

 Any press or media queries should be referred to the Corporate 
Communications Team  

 
B - FIRE ALERTS/BOMB THREATS ACTION 
 
12. a) When the intermittent alarm is sounded 

 
1) Cashiers should immediately secure all loose money (cheques/postal 

orders/cash) in their till drawers, which should then be locked.  
2) Cashiers to secure all banking and float bags in lockable containers.  
3) In the interests of customer care and safety, all customers are asked to leave the 

building immediately and wait where instructed.  
4) Cashiers to wait until instructions received from management  

 
b) When a full fire/bomb alarm is sounded 

 
1) Cashiers should immediately secure all loose money (cheques/postal 

orders/cash) in their till drawers, which should then be locked.  
2) Cashiers to secure all banking and float bags in lockable containers.  
3) All customers are informed to leave the building immediately, and wait where 

instructed.  
4) Cashiers to leave the building immediately, ensuring that the cash office door is 

secure and wait where instructed until instructions received from management. 
5) The senior staff member present should then liaise with the appropriate Police/Fire 

authority officers in order to ensure the security of the building. 
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 ANNEXE B - INCOME HANDLING ACKNOWLEDGEMENT  
 

This Income & Handling Policy and Instructions are issued to protect your 
interests as well as those of the City Council. 
 
Your attention is drawn to the need for the utmost care in cash handling. 

 
Failure to comply with this Policy and instructions could result in disciplinary action. 
 
You are not expected to protect the City Council’s cash in the event of an attack and 
nothing in these instructions is intended to imply that you should place yourself at risk in 
this respect. 
 
YOUR ATTENTION IS DRAWN TO THE SECTION IN THESE INSTRUCTIONS 
MARKED “ARRANGEMENTS FOR EMERGENCY SITUATIONS” 
 

1. All official monies must be controlled and handled in accordance with the 
procedures of the activity being performed. 

2. If these instructions cannot be reasonably or practicably implemented, you must 
notify your manager immediately. 

3. If you are uncertain of these instructions or any other matters relating to them you 
should consult your manager before signing. 

 
I acknowledge that I have received a copy of PCC Income Handling Policy and 
Instructions dated August 2016. I fully understand the procedures to be adopted 
and the possible consequences of failing to comply with them. 
 

Name (print) 
 

 

Staff No. 
 

 

Signature & Date 
 

 
I declare that the above named member of staff has had these instructions 
explained to them. 
 

Manager Title, Signature & Date 
 

 

Service 
 

 

Directorate 
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APPENDIX B 

 

EXPENDITURE GUIDANCE 

This guidance gives examples of the circumstances when petty cash can be used; 
what expenditure is and is not allowed from Council funds and forms part of the 
Financial Rules. 

PETTY CASH 
Petty Cash is for use in those circumstances only where it is not possible or not 
practicable to use the other established purchasing / expenditure systems of the 
Council.  Petty Cash should not be used as a substitute for these systems but 
used where those systems would be inappropriate.  Where Petty Cash is used then 
it should be for items of expenditure of a minor nature so that maximum value can 
be made of the procurement process and that control over those expenses is 
properly exercised.   

The following are examples of items, which must not be paid from petty cash without the 
express approval (as evidenced by a counter signature on the claim) of the s151 Officer. 
In the case of schools authorisation has to be sought from either the Chief Internal 
Auditor or Richard Webb Finance Manager: 

1. Items exceeding £50 in value (£200 for schools) except that: 

 travel claims can exceed this limit without the s151 signature, (other than 
mileage claims see item 2) up to £300 

 foreign currency for approved trips abroad can be paid via petty cash up to 
a maximum of £300 without the prior approval of the s151 Officer.  

2. Mileage claims which must go through Payroll because of tax implications. 
3. Goods and services from which an invoice can be obtained from the supplier (with 

the exception of emergencies). Examples include clothing for work, catering/buffet 
lunches, software, in specified circumstances the purchasing card can be used. 

4. Items of stationery and equipment which are available from, and should be 
purchased via, the corporate contracts, including mobile phones & IT equipment.  

5. Any payment relating to an employee's salary or wages (payment must be made 
through the Payroll system because of tax implications). 

6. Any payment to contractors/consultants that meet the “terms of engagement” 
criteria, again because of tax implications (employment status can be checked on 
HMRCs website).  

7. Any expenses relating to vocational training (where these are allowed/approved 
and they cannot be paid via an invoice, the employee must pay their own initially 
and then obtain reimbursement through the Financial Services Payroll and 
Pensions Section, to enable Benefits in Kind checks to be made). 

8. Professional subscriptions/membership fees (where these are allowed Staff must 
pay their own initially and then obtain reimbursement through the Financial 
Services Payroll and Pensions Section to enable Benefits in Kind checks to be 
made). 
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FORBIDDEN EXPENDITURE 
The guiding principle for expenditure made by the City Council is that it must be 
expenditure required for the explicit purpose of Council Business.  City Council 
expenditure must not be made for personal gain but be for the general benefit of 
the taxpayer through the delivery of City Council services and be value for money. 

The following are examples where Expenditure from Council funds is not allowed unless 
the express prior approval of the s151 Officer has been given: 

1. Gifts (including flowers, chocolates and the like) and any reward for staff unless it 
meets the criteria laid down by the Director of Corporate Services  such as 
Honoraria and the like. 

2. Teas, Coffees and other refreshments except for formal training events. For 
details of when expenditure is allowed on refreshments visit Intralink 

3. Christmas or other office decorations with the exception of care homes and the 
like. 

4. Christmas or other office parties and office celebrations. 
5. Staff lunches (except as part of a formal event see 2 and where it is part of an 

employee's employment conditions).  
6. On any personal item.  
7. Payment of fines or personal insurances or insurance excesses and the like. 

ALLOWABLE EXPENDITURE 
Expenditure is allowed on basic equipment* to meet basic Health and Safety needs that 
a reasonable employer should provide. These facilities are not to be provided for 
individuals but must be shared between a number of staff and approved by the relevant 
Head of Service. Examples include: 

 Kettles, 

 Fridges, 

 Microwaves, 

 Heaters, 

 Fans.  

*Except where equipped kitchens are provided in the vicinity for staff use. 

The above lists are not exhaustive but have been compiled from examples of 
inappropriate use of petty cash accounts and general Council funds. Please contact 
Internal Audit for advice if you are in any doubt as to whether PCC funds can be used for 
a purchase or whether a particular item of expenditure should be processed through 
petty cash.  

Chris Ward 
Director Finance & Information Service (s151 Officer) 
October 2013 
Updated May 2015 
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APPENDIX C 

Scheme of Delegation to Officers (Financial Rules) 

Rule Delegated 
to Post 
Title 

Name 
of Post 
Holder 

Limits Date Review 
Date 

Authorised 
Signature 

Additional 
Comments 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 



 

68 | P a g e  
 

www.portsmouth.gov.uk 

[Policy Title – Version Number] 

Financial Rules Parts 5-7 (E-T) 

 
APPENDIX D 

 
PART 2 - SECTION 5A 
 

CITY OF PORTSMOUTH 
 

MEMBER INFORMATION SERVICE 

 

Explanation & 

Comments 

 

1. The following powers, duties and functions of the City Council and the 

Executive shall be delegated to the officers indicated below (or an 

officer within their department nominated by them for that purpose), 

subject to the rules in the following paragraphs. The body granting the 

delegation is identified in the column headed “Explanation & 

Comments”.  

 

 

2. Any proposal by an officer to exercise a power, duty or function 

mentioned below shall be published in a bulletin and circulated to all 

members of the City Council.  

 

 

3. The bulletin shall be called the "Member Information Service" (MIS) 

and shall be circulated every week (or such other period as may be 

provided by an amendment to these rules under Paragraph 7 below).  

 

 

4. The proposals shall be identified by a heading, must be summarised, 

must identify any ward or wards affected by the proposal, and must 

name the officer or officers who can be contacted for further 

information about the proposal (with their telephone extensions).  

 

 

5. If a member indicates to the representative for this purpose of the 

Director of Corporate Services, that they wish a particular item to be 

referred to the relevant Regulatory Committee or Executive for 

decision, it shall be so referred.  

 

 

6. An indication under Paragraph 5 must be given by the time and date 

specified in each bulletin (which shall be 5.00 pm on the seventh day 

following the published date of the bulletin unless amended under 

paragraph 7 below).  

 

 

7. These rules and the powers, duties and functions delegated under them 

may be amended from time to time by the Director of Corporate 

Services to remove anomalies and ambiguities in consultation with the 

Leader of the Council and the Leaders of the Opposition Parties.  

 

 

8. Any Regulatory Committee or the Executive, as the case may be, may 

vary the powers, duties and functions referred to below as they consider 

appropriate.  

 

 

9. All delegated functions shall be deemed to be exercised on behalf of 

and in the name of the Executive or the Council as the case may be.  
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10. The exercise of a delegated power, duty or function shall be subject to 

the requirements of Standing Orders and Financial and Staffing 

Regulations for the time being in force.  

 

 

11. Where powers are delegated to two or more officers exercise of those 

powers in practice shall be regulated by the Council's policies. In the 

event of a failure to agree, the operation of those powers shall be 

regulated by the Chief Executive. 

 

 

12. Where the exercise of powers is to be subject to prior consultation with 

another officer, that officer may give his or her views in general terms 

in advance to apply to any particular circumstance, to remove the need 

for consultation for each proposal. 

 

 

13. The following powers, duties and functions shall be delegated, subject 

to the MIS rules: 

 

 

(1) TO ALL CHIEF OFFICERS:- 

 

(a) In consultation with the Director of Finance & Resources:- 
 

(i) The incurring of capital expenditure of more than 

£100,000 up to a limit of £500,000.  

 

 

 

 

 

 

Executive. 

(ii) Subject to (c) below, to approve additional capital 

expenditure or overspending above £50,000 when the 

additional expenditure has not been provided in the 

estimates, when equivalent savings can be identified 

within the approved estimates. 

 

Executive. 

 

See also paragraph 3 of 

Section E of the outright 

delegations. 

(iii) Subject to (c) below, to approve additional revenue 

expenditure or overspending of £50,000 or more when 

the additional expenditure has not been provided in the 

estimates, when equivalent savings can be identified 

within the approved estimates. 

 

Executive. 

(iv) Determining the level of any fee or charge (including a 

new fee or charge or reduction in an existing fee or 

charge), where first any fee or charge is otherwise than 

in accordance with RPI or secondly where the Director 

of Finance & Resources believes there are corporate 

policy implications in the proposal. 

 

Executive and appropriate 

regulatory Committee. 

 

See also outright delegation 

for increases in existing 

fees and charges. 

 

(b) In consultation with the Head of Financial Services: 

 

(i) Overspending on an approved contract sum above the 

greater of £1,500 or 0.5% (capital) or 5% (revenue) up 

to the greater of a limit of £5,000 or 0.5% (capital) or 

5% (revenue). 

 

 

 

Executive. 

 

See also para 3 of 

Section D of the outright 

delegations. Executive. 

 

See also paragraph 4 of 

Section A of the outright 

delegations. 

 

(ii) Payments of grants to voluntary bodies including clubs 

and societies above £5,000. 
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(c) In consultation with the Head of Information Technology: 

 

(i) The purchase or leasing of any computer hardware or 

software, word processing equipment, or other similar 

equipment above £100,000. 

 

 

 

Executive. 

(d) General 

 

(i) To finalise the City Council's comments on any matter 

where the City Council is a consultee and the relevant 

Chief Officer is of the opinion that members should be 

aware of the views proposed to be expressed before the 

consultation response is finalised.  

 

 

 

Executive and 

appropriate regulatory 

committees 

(2) TO THE CITY PLANNING OFFICER:- 

 

(i) Except in respect of applications where the City Planning 

Officer has outright delegation, to grant or refuse all 

applications for planning permission or other consents under 

the Town and Country Planning legislation (including for 

hazardous substances), which are not a departure from the 

Development Plan or do not have implications for the Council's 

general policies. For the avoidance of doubt, this includes the 

granting of operative, planning resolutions for City Council 

development and when the decision would be contrary to views 

expressed by statutory consultees or material planning 

representations received as a result of publicity given to the 

proposals.  

 

 

 

Development Control 

Committee. 

(ii) Approve minor changes to Conservation Area boundaries.  

 

Executive. 

(3) TO THE HEAD OF PROPERTY SERVICE (IN 

CONSULTATION WITH THE HEAD OF HOUSING SERVICE 

IN RESPECT OF PROPOSALS AFFECTING PROPERTY HELD 

UNDER THE HOUSING REVENUE ACCOUNT): 
 

(i) To approve the principle of disposal of land and premises;  

 

 

 

 

 

 

Executive. 

(ii) To grant leases or licenses to occupy land or buildings for 
up to seven years at less than the best rents reasonably 
obtainable;  

 

Executive. 

(iii) The appropriation of land and property between holding 

powers, subject to consultation with the relevant Chief Officer 

and the Director of Finance & Resources. 

 

Executive. 

(iv) To agree offers for or exchanges of land. 

 

Executive. 
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(4) TO THE CITY ENGINEER AND CITY PLANNING OFFICER IN 
CONSULTATION EACH WITH THE OTHER:- 
 
(i) The closure or restriction of rights over any highway, 

other than closures under Section 14 or 16A of the Road 
Traffic Regulation Act 1984.  

 

 

 

 
(i) Executive in 

respect of TROs.  
 
(ii) General 

Purposes 
Committee in 
respect of 
creation, 
diversion and 
stopping up of 
highways and 
footpaths.  

 
Proposals are initiated 
by either department 
(Traffic Management 
Closures are 
delegated outright to 
the City Engineer). 
 

(5) TO THE CITY ENGINEER:- 
 
(i) Except in respect of traffic regulation orders where there 

is outright delegation, to approve, vary or otherwise deal 
with traffic regulation orders where objections have been 
received and have not been subsequently withdrawn.  

 

 

 

Executive. 

(6) TO THE DIRECTOR OF CORPORATE SERVICES:- 
 
(i) To settle claims made against the Council above 
£50,000.  

 

 

 

Executive. 

(7) TO THE COMMITTEE SERVICES MANAGER:- 
 
(i) To make member and officer level appointments to 

outside bodies and organisations on those occasions 
when time does not permit the appointment to be made at 
a Council meeting.  

 

 

 

City Council 

(8) TO THE HEAD OF PERSONNEL:- 
 
(i) To approve the harmonisation of corporate personnel and 

related policies in force in PCC and HCC, and to approve 
any review of existing (or introduction of new) human 
resources policies, after appropriate consultative 
procedures have been followed. 

 

 

General Purposes 

Committee. 
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APPENDIX E 
 

Procedures for handling requests for authorisation to waive Financial Rules or a 
change in financial practice.  

1. Introduction 

These procedures explain the process for submitting a waiver of Financial Rules or a 
change in financial practice request. 
 

2. Application 

The application request form should be used in all instances when a request is made to 
waive a Financial Rule or a change in financial practice.  Requests to waive Financial 
Rules or changes in financial practice will not be accepted by any method other than the 
official form. The form can be submitted via email. 

3. Completion of the Form 

The service requesting the waiving of Financial Rules or change in financial practice 
must complete all parts on page 1 of the form.  The key things to record are which 
Financial Rule is required to be waived or change in financial practice and the risks that 
have been considered and the compensating controls that will be put in place. After 
consultation with the relevant service Finance Manager, the Director, or relevant line 
manager (no lower than third tier) should sign the form on page one before submission to 
the Chief Internal Auditor or send the document from their own email account as 
evidence of their approval for the request.  
 
Page 2 on the reverse side of the form is for the Chief Internal Auditor to add comments 
after considering the risk assessment and control mitigation provided; sign and date the 
form before it goes to the s151 Officer for approval.  Based on the comments the s151 
Officer will either sign the form as authorisation to waive or decline the request. 
 
Internal Audit will maintain a register of requests and allocate a unique serial number to 
each request.  Internal Audit will check the form to ensure that all relevant information 
has been provided and that the form has been signed.  If there is information missing, or 
the form has not come from a relevant level of manager the form cannot be processed 
until an explanation of what is required has been received. 
 
The Chief Internal Auditor may require further information in any case if the risks and 
controls have not been fully considered. The Chief Internal Auditor, or delegated Auditor, 
will review the request and add comments either to the form or in the covering email, to 
either support the request, or listing reasons for concern.   Internal Audit will endeavour 
to deal with requests promptly and pass on the completed form within five working days 
from the date of receipt unless it is urgent then it will be dealt with within 24 hours. 

The form will then be sent to the s151 Officer for final consideration and approval or 
rejection.  If approved, the s151 Officer may either sign the form, or put their decision in a 
covering email and either give approval or decline the request.  In his absence the s151 
Officer may delegate authorisation to his deputy or to a nominated senior officer. 
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The form will then be returned to Internal Audit so that the decision can be recorded in 
the Register. An email will be sent to the relevant Director or line manager, who should 
make suitable arrangements for its filing and retention.   

Services should not assume that by submitting a request that this is sufficient to allow 
them to cease compliance with the Financial Rule or change in financial practice.  The 
Waiver can only commence when the approval of the s151 Officer or his nominated 
deputy is received.  However, in urgent cases it may be possible to proceed based on a 
verbal acknowledgement from the s151 Officer providing that the form is submitted 
promptly and that, if subsequently the request is rejected, compliance with the Financial 
Rule or change in financial practice is reinstated immediately. 

 

Chris Ward 

Director of Finance & Information Services (s151 Officer) 

___________________________ 
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Ref Number ……….. 
 

REQUEST FORM FOR AUTHORISATION TO WAIVE FINANCIAL RULES 
OR CHANGES IN FINANCIAL PRACTICES 

When to use this form: 

Use this form when you need authorisation to waive a Financial Rule or change a Financial Practice  

How to use this form: 
Enter all information as asked for.  Ensure that you include the Rule number to be waived or Financial Practice to be 
changed and list all the reasons for waiving the Rule or change in practice and what risks are likely to arise and what 
substitute controls you will use to mitigate these.  The Rule/practice cannot be waived until APPROVAL FROM THE 
S151 Officer is given.  You should NOT assume that by completing this form your request will be authorised.   

Send completed forms to the Chief Internal Auditor 

 

SERVICE  

 
SECTION OR ACTIVITY  

 
FINANCIAL RULE NUMBER 
OR FINANCIAL PRACTICE 
AFFECTED 

 

 

  

 
EFFECTIVE START 
DATE 

 EFFECTIVE END 
DATE (if applicable) 

 

 
REASONS, LIKELY RISKS & PROPOSED SUBSTITUTE CONTROLS (Continue on 

separate sheet if necessary) 
  

  

  

  

  

  

  

  

  

SIGNED BY: 

Director/Line Manager 
 
 
 
 
 

DATE  
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INTERNAL AUDIT COMMENTS. (Continue on separate sheet if necessary) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUPPORTED YES/NO* 

 

CHIEF INTERNAL AUDITOR: 

 
 

DATE  

 
 
 
AUTHORISED YES/NO* – REASON 

 

 
 
 

 

s151 OFFICER 

 

   DATE  
 

                                            
*
 Delete as applicable 
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