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HERTFORDSHIRE IAS 
 

Internal Audit Report 

(To be read in conjunction with the Annual Internal Audit Report in the 
Annual Governance and Accountability Return) 

 
 

Name of council: Stapleford Parish Council   

Name of Internal Auditor: Katie Eyre Date of report: 13/5/2025 

Year ending: 31 March 2025 Date audit carried out: 01/05/2025 

 
 

Internal audit is the periodic independent review of a council’s internal controls resulting in an assurance report designed to improve 
the effectiveness and efficiency of the activities and operating procedures under the council’s control.  Managing the council’s 
internal controls should be a day-to-day function of the council through its staff and management and not left for internal audit.  It 
would be incorrect to view internal audit as the detailed inspection of all records and transactions of a council in order to detect error 
or fraud.  This report is based on the evidence made available to me and consequently the report is limited to those matters set out 
below. 
 
The council is required to take appropriate action on all matters raised in reports from internal and external audit and to respond 
to matters brought to its attention by internal and external audit. Failure to take appropriate action may lead to a qualified audit 
opinion. 
 
 

To the Chairman of the Council: 

Firstly, I would like to thank the clerk for her hard work in supplying the required information to me in an 

efficient and timely manner.  

I firstly examined the publicly available information displayed on the council’s website including the council’s 

policies, procedures, agendas, minutes, financial and other records.  I sought evidence that the previous year’s 

internal audit report had been properly reported to and actioned by the Council.  I then examined the 

council’s arrangements for the management and control of its business in the areas of bookkeeping, due 

process (i.e., compliance with the proper practices as set out in the Practitioners’ Guide), risk management, 

budget setting and monitoring, payroll, asset register, bank reconciliations, internal control, and year-end 

procedures. It should be noted that the scrutiny was of a sample number of documents and processes. 

Where necessary, I requested and was provided with supplementary evidence to enable me to reach a 

conclusion regarding the enquiries I am required to make as set out in the Annual Internal Audit Report (AIAR) 

that forms part of the Annual Governance and Accountability Return (AGAR).  This supplementary information 

was provided in the form of written and verbal answers to the questions raised together with scanned 

documents or sight of the original documents. 
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General 

The clerk is currently not CiLCA (or other) qualified and therefore the council does not meet the general power 

of competence criteria.  

On that basis SPC must ensure that they evidence the correct use, reporting and accounting procedures of all 

statutory ‘powers’, including s.137 1when undertaking any actions or expenditure. 

SPC and their clerk should continue to embed the practises outlined in the policies they have adopted, and the 

knowledge from training the clerk has received should be implemented into their day-to-day council 

processes. This will ensure that they are more able to comply with the relevant legislation. This is an intrinsic 

part of their role as elected members (and officer) of a public body, accountable to their electorate and 

holding public monies. 

There have been some improvements into the provision of agenda supporting papers with agenda packs being 

uploaded to the website to enable open and transparent public scrutiny. 

The council should look to re-adopt the Model Financial Regulations and Standing Orders and only amend the 

processes not in ‘bold’ to reflect SPC’s processes. The processes in ‘bold’ are statute and cannot be removed 

from the policies.  

 

A. Appropriate accounting records have been kept throughout the Year. 

 
YES 

 
The roll forward figures on the cash book were verified from the bank statement and previous years AGAR. 
 
The banks position is reported to council regularly. 
 
The cashbook reconciliation at year end is reflected in the year end bank statements supplied by the clerk.  
 
The Council does not hold reserves, this is reviewed by the council and deemed not necessary. I would 
recommend that the council follow guidance on reserves held by council to account for any unexpected 
expenditure such as election costs. It is recommended that councils hold a contingency general reserve of 
councils non-negotiable running costs of between 3-12 months with smaller authorities holding closer to 12 
months contingency. 
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B. The authority complied with its financial regulations, payments were 

supported by invoices, all expenditure was approved, and VAT was 

appropriately accounted for. 

 

        NO 

 
SPC now has online banking where the clerk and council members can set up online payments with two 
signatories needed to authorise payments. 
The council at this stage still uses cheques as its main payment method.  
Payments made are reported at council meetings. 
Payments for approval should be reported more clearly to allow better transparency. 
The Council does not reclaim VAT. The clerk is recommended to seek advice from HAPTC with regards of how 
to process VAT reclaims. 
No debit cards are currently held. 
 
Recommendation 2024/25 
The model financial regulations currently adopted need to be reviewed urgently to be compliant with statute.  
The standing orders currently adopted also need to be reviewed urgently as mentioned above and should 
reflect the same values and processes as the model financial regulations. 
  
Please note that at the time of writing my report, HAPTC have recently released an update to the Financial 
Regulations in relation to procurement amendments.  
 
SPC may wish to consider a debit card for the clerk to ensure that all opportunities to reclaim VAT are utilised.  
The clerk should ensure that all processes outlined in their financial regulations are rigorously followed and 
reflect the Standing Orders once both have been re-adopted. 
 

C. The authority assessed the significant risks to achieving its objectives 

and reviewed the adequacy of arrangements to manage these. 

 
NO 

 
SPC currently do not hold risk assessments or Policies. 
 
There is currently no system of internal controls in place.  
 
Annual play area inspections are undertaken, however there is no indication that the contents of the reports 
are reviewed or whether any further instruction on the play area is required. This means that there is no 
evidence of the recommendations from the internal auditor from last year being reviewed by council. As 
stated in the Practitioners' Guide 4.25 this should inform the authority's response to assertions 2 & 6 in the 
Annual Governance Statement (AGAR Section 1). 
 
The grounds maintenance contractor currently does not supply PL insurance or their own risk assessment to 
the council. 
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The IA report for 2023/24 was considered and reported on the website. 
 
Appointment of auditor was not detailed on the minutes; however, one was assigned.  
 
Recommendation 2024/25           
                                                                                                                                 
The clerk should obtain all contractor’s risk assessments and PL insurance to support their duties. 
 
The Clerk should look to instruct contractors in line with Model Financial Regulations once adopted (obtaining 
multiple quotations or seeking tender). 
 
The annual RoSPA report should be reviewed and evidenced at meetings, any requirements within the RoSPA 
report should be detailed in a plan to implement any actions. The council should also seek advice from its 
insurer to understand if more frequent inspections should be carried out to comply with the policy. 
Operational and routine inspections are recommended. 
  
The council is yet to implement a system of internal controls or a risk management policy. The clerk should 
look to ensure these are followed once in place. And an annual review of its system of internal controls should 
be evidenced.  
 
The appointment of the internal auditor should be considered by full council and evidenced in minutes. 
 

D. The Precept or rates requirement resulted from an adequate 

budgetary process, progress against the budget was regularly monitored; 

and reserves are appropriate. 

 

NO 

 
The precept received was equal to the sum listed in the minutes and detailed in the public record of precepted 
amounts. 
 
The Council does not hold reserves or a reserves policy. 
 
The budget does not include S137 amounts. The council currently does not use S137 for expenditure.  
 
There is evidence in the spreadsheet examined that some guidance is followed showing a version of 
consideration of levels of income/expenditure prior to setting the precept.  
 
The draft budget documents are not currently uploaded with the relevant meeting papers,  
 
During the year bank accounts amounts were reviewed and recorded on the minutes of each meeting. It is not 
evidenced if a reconciliation has been made against the income/expenditure recorded and the banking 
statements signed by a council member as per statutory requirements. 
 
Recommendations for 2024/25  
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SPC should ensure that the budget is fully considered in the prescribed format prior to setting the precept and 
this is recorded in minutes and that a detailed budget, be uploaded to the website going forward to enable full 
accessibility and transparency.  
 
The underlying budget review and any significant variances document (or summary) should be uploaded to 
the website with the relevant meeting papers.  
 
Bank reconciliation should be recorded and signed by a council member as per financial regulations 
 
Note- ordinarily I would give reference to policy sections, however as the current Financial Regulations in place 
do not reflect the model policy, I am unable to reference these to make clear the section which reflects this 
provision.  
 
 

E. Expected income was fully received based on correct prices, properly 

recorded, and promptly banked; and VAT appropriately accounted for. 

YES 

  

 
The council does not receive any other income other than its precept and a minimal amount of bank interest. 
 
SPC is not VAT registered 
 

F. Petty Cash payments were properly supported by receipts, all petty 

cash expenditure was approved, and VAT appropriately accounted for. 
NA 

 
No petty cash held. 
 

G. Salaries to employees and allowances to members were paid in 

accordance with the authority’s approvals, and PAYE and NI 

requirements were properly applied. 

NO 

 
There is now an employment contract in place for the clerk. 

The clerk confirmed that there are no councillor allowances paid.  

I have advised the clerk to seek advice from their county association and HMRC regarding the employment 

status of the clerk. Currently the clerk is contracted on a permanent contract as self-employed.  

According to guidance from HMRC's Employment Income Manual (EIM67300), a Parish Clerk is considered 

an office holder. This classification means that their income is treated as employment income, and PAYE (Pay 

as You Earn) must be operated by the Parish Council on the Clerk’s earnings. HMRC explicitly states that a 
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Parish Clerk cannot be regarded as self-employed for tax or National Insurance purposes, even if the Clerk is 

paying their own contributions directly. 

The nature of the role itself—as an office holder—makes the Clerk subject to employment income rules, 

regardless of the duration of their engagement or any self-employed arrangements. In all cases, the Parish 

Council must register as an employer and operate PAYE on the Clerk’s earnings for the duration of their 

appointment. 

Furthermore, HMRC's Employment Status Manual (ESM2502) defines an office holder as someone who 

occupies a permanent position of authority or service, which exists independently of the person filling the 

role. The role of Parish Clerk meets this definition, as it involves substantial responsibilities and continuity 

within the council. 

 
Recommendations for 2024/25 
 
The Clerk should look to register SPC as an employer with HMRC and decide whether to outsource its payroll 
requirements or implement a system of internal controls. 
 
The clerk should look to seek advice on its pension obligations and register with The Pension’s Regulator once 
HMRC employer status has been set up. 
 
The council should look to offer the clerk a pension regardless of when the clerk wishes to have a pension. This 
is something she must indicate to opt out of after autoenrollment has been offered. council should ensure 
that it complies with its responsibility as an employer under the statutory autoenrollment obligations. 
 
The Council should seek to employ the clerk formally and amend any contractual obligations required and 
evidence this in minutes once done so.  
 

H. Asset and investment registers were complete and accurate and 

properly maintained. 

 
NO 

 
The Current Asset Register is inadequate and does not reflect the amounts shown on the AGAR 2024/25 
 
The clerk is currently using previous years asset figures without having verified them. The clerk is working with 
Cllrs to confirm if the historic information is correct. 
 
Recommendation 2024/25 
Council should look to carry out a survey of its parish to ascertain what it owns and rebuild its asset register in 
line with The Practitioners Guide 2025 as a matter of urgency. 
 
The Clerk should seek knowledge from previous clerks and look at the council’s deeds to see what is included 
in the transfer of land.  
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The asset register should be adjusted accordingly and restated in the AGAR figures once this information has 
been attained.  
 

Periodic bank reconciliations were carried out throughout the year. 

 
YES 

Bank reconciliations are carried out; however, they are not reported. 
 
There needs to be independent scrutiny of the bank reconciliation during the year in line with the financial 
regulations.  
 
Recommendations for 2023/24 actioned  
 
Independent scrutiny of the bank reconciliation should take place in line with the financial regulations and 

recorded in minutes 

J. Accounting statements prepared during the year were prepared on the 

correct accounting basis (receipts and payments or income and 

expenditure), agreed to the cashbook, supported by an adequate audit 

trail from underlying records and, where appropriate, debtors and 

creditors were properly recorded. 

YES 

 
Excel spreadsheets are used by SPC. 
 
The clerk scrutinises all invoices prior to payment. For the sample checks undertaken during the audit process 
the relevant invoices were readily available for verification.  
The grounds maintenance invoices should be more detailed as to who the invoice is to and what the amount is 
to be paid against to allow better accuracy of payments. The Clerk should seek to ensure that appropriate 
level of detail is given on its invoices. 
 
Invoices are not signed at meetings. There is no evidence that these are presented. 
 
Evidence that the cashbook is presented to the council is not available.  
 
I have seen that the clerk has rebuilt her cashbook based on the bank statement figures and has reworked her 
AGAR figures to reflect this.  
The clerk is reporting correctly in the receipts and payments method.  
 
Recommendations 2024/25 
 
The clerk should present and sign invoices at meetings in line with the financial regulations. 
  
The Clerk should evidence that the cashbook has been presented at meetings. 
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K. If the authority certified itself as exempt from a limited assurance 

review in the prior year, it met the exemption criteria and correctly 

declared itself exempt. 

YES 

 
SPC declared itself exempt appropriately for 2023-24. 
 
Recommendation 2024-25 
I recommend that each year that the council finds itself exempt, the checklist provided within Transparency 

Code for Smaller Authorities is complied with to ensure that correct information is shared on its website. 

 

L. The authority published the required information on a 

website/webpage up to date at the time of the internal audit in 

accordance with the relevant legislation 

NO 

 
Transparency has continued to improve throughout the year. Once the recommendations in other sections of 
this report are in place, the clerk should be in good stead to implement further publication requirements 
outlined within statute. 
 
Below are links to the statutes that SPC are governed by in relation to publication.   

Transparency Code for Smaller Authorities  

The Accounts and Audit Regulations 2015 (legislation.gov.uk)  

Freedom of Information Act 2000 (legislation.gov.uk)  

Model Publication Scheme for Parish Councils  

  

 
 

M. The authority has, during the previous year, correctly provided for 

the period for the exercise of public rights as required by the Accounts 

and Audit regulations. 

NO 

 
There is evidence that the exercise of public rights has been published, however it is not evidenced in agenda 
or minutes that they were considered. 
 
Recommendations 2024/25 
Ensure public rights dates are recorded and considered by council before they are set and published. 
 

 

N. The authority complied with the publication requirements for the 

prior year AGAR. 
NO 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.legislation.gov.uk%2Fuksi%2F2015%2F234%2Fregulation%2F13%2Fmade&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553940567%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=X8cW8FtJ20ii7OTzO39t11H41SftZNG9q%2BQHIU%2FQepg%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.legislation.gov.uk%2Fuksi%2F2015%2F234%2Fregulation%2F13%2Fmade&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553940567%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=X8cW8FtJ20ii7OTzO39t11H41SftZNG9q%2BQHIU%2FQepg%3D&reserved=0
https://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.legislation.gov.uk/ukpga/2000/36/contents
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Fmedia%2Ffor-organisations%2Fdocuments%2Fdefinition-documents-2021%2Ftemplates%2F4018916%2Ftemplate-parish-councils-20211029.doc&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553971211%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Rqras8%2FfAy%2BPWTEnSNUixiNfW4C90YbT0fymsFRJtAo%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Fmedia%2Ffor-organisations%2Fdocuments%2Fdefinition-documents-2021%2Ftemplates%2F4018916%2Ftemplate-parish-councils-20211029.doc&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553971211%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Rqras8%2FfAy%2BPWTEnSNUixiNfW4C90YbT0fymsFRJtAo%3D&reserved=0
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The statutory disclosure/publication requirements are detailed on the front of the AGAR form. The council has 

met some of these requirements. I am happy to accept the public rights notice has been correctly displayed on 

the noticeboard although I have not evidenced this. 

As per Transparency Code for Smaller Authorities council must comply with all of its publication requirements 

for smaller authorities as set out in law. 

 

O. Trust funds (including charitable) - the Council has met its 

responsibilities as a trustee. 
NA 

 
SPC is not a trustee as far as the clerk is aware, therefore this area was not covered.  
 
Although not covered by this report it is also important to note that declarations of acceptance to office 

should be made using a wet signature and the Chairman should look to do this annually (and Vice-Chairman if 

there is one). 

This concludes my narrative report to support the AIAR and please do not hesitate to contact me should you 

require any further information or clarity in line with the comments made.  

I would like to thank Danielle for her assistance in enabling me to conduct my review. With the hard work of 

Danielle and the support of SPC in implementing my recommendations I am confident that SPC will reach full 

compliancy throughout this year. Please do not hesitate to seek advice where required from HAPTC and other 

member associations  

I have attached your signed annual internal auditor report. 

Yours sincerely,  

 
Katie Eyre 

Hertfordshire Internal Audit Service 

iaskatieeyre@hotmail.com 
 
The proper practices referred to in Accounts and Audit Regulations are set out in Governance and Accountability for 
Smaller Authorities in England (2024).  It is a guide to the accounting practices to be followed by local councils and it sets 
out the appropriate standard of financial reporting to be followed.  A copy of the guide is available for free download 
from: Practitioners' Guide 2024  
  

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F5a7ef9cae5274a2e87db311f%2FTransparency_Code_for_Smaller_Authorities.pdf&data=05%7C02%7C%7C4f8fd8fc28454b8a65f708dc852b603d%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638531668553964985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iPktfMEGcPzzviP%2FPHe4WWvko3kPqIrSyC5nauOCNkA%3D&reserved=0
https://www.nalc.gov.uk/resource/practitioners-guide-2024.html
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