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Audit Findings 
Minutes  

1. Agreement of Precept  

The value of the agreed precept was minuted but there was no minute regarding the agreed budget. 
The precept figure can only be decided based on a budget so the agreed budget value should also be 
minuted and any difference between the budget requirement and the precept value should be 
explained in the minutes (if applicable). 

2. Payment Details  

The full details of any payments being made including who the payment is for, what it is for, and the 
value of the payment should be included in the minutes. This is also the case for any approved 
contracts/expenditure. 

3. CommiƩees 

The minutes refer to a sub-group having changed the Asset Register. Any subgroups/commiƩees can 
only make decisions on behalf of the council including changing its documents if they are a formally 
consƟtuted group/commiƩee with Terms of Reference including details of their membership, 
quorum, and what powers have been delegated to them. I understand that this sub-group is not 
formally consƟtuted therefore they do not have delegated powers to make decisions on behalf of the 
Parish Council. 

4. Annual Audit 

The minuƟng (2024.06.05) of the compleƟon of the AGAR documents is vague and doesn’t make it 
clear which documents the Parish Council were approving or if they even approved them. The 
minute also suggests that the audit documentaƟon was being considered before the Internal Audit 
had been completed. In order to decide which boxes to Ɵck on the Annual Governance Statement 
page of the AGAR the Parish Council needs to have received the Internal Audit and considered any 
issues raised first. The order for compleƟon of the AGAR documents is detailed within the AGAR 
instrucƟons. This was also raised in last year’s Internal Audit. 

5. Minutes of decisions 

Whilst the Parish Council cerƟfied itself as exempt from a limited assurance review for the 2023-24 
financial year, the Parish Council did not minute that it had made a decision to declare itself exempt 

6. Budget Document 

There was no budget document published with the agenda. I could not see any evidence that the 
Parish Council reviewed the progress against the budget during the year. 

 

Legal Framework 
The Parish Council and Clerk need to ensure they understand the legal framework within which they 
must work and that before any expenditure is made, they know that there is an appropriate legal 
power that allows them to proceed. 
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Transparency DocumentaƟon  
1. Risk Assessment 

The Parish Council did not review or approve a Risk Assessment within the financial year. 

and the CerƟficate of ExempƟon is not showing on the Parish Council website as required by the 
JPAG internal audit expected controls. 

2. Minutes 

The January 2025 minutes are not available on the website. This was also raised in last year’s 
Internal Audit. 

None of the 2023-24 AGAR documents are on the Parish Council website. 

3. NoƟce of Public Rights 

Whilst the Parish Council completed the correct NoƟce of Public Rights and correctly provided 30 
working days for a period for the exercise of public rights, the date of announcement on the noƟce 
was incorrect as it stated 2023, and the noƟce is not available on the Parish Council website. 
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Website Missing Documents  
Required Documents  
The following are the minimum documents required: 

• Monthly Agendas for meeƟngs with associated papers, including Actuals against Budget 
Report 

• Monthly Minutes of meeƟngs  
• Annual Asset Log 

o Including details of Public Land & Buildings 
• Annual Risk Log  
• Annual Year-end accounts 

o Copy of the year end Bank Statement 
o Payments & Receipts 
o ExplanaƟon of any Variances >10% 

• Annual Governance Statement 
o PublicaƟon of the relevant completed page of the Annual Return signed by Chair. 
o If negaƟve responses then how any weaknesses will be addressed. 

• Annual Internal Audit Report – signed by auditor 
o If negaƟve responses then how any weaknesses will be addressed. 

• Annual List of expenditure over £100 
o Date,  
o Summary of Purpose,  
o Amount & VAT that cannot be recovered. 

• List of Councillors 
• Annual Playing Field InspecƟon Report  
• Annual Insurance CerƟficates  

o Public Liability 
o Employers Liability 

• Annual NoƟce Exercise of Public Rights  

Missing Documents  
Summary of missing Transparency documentaƟon. See Table 1: Transparency DocumentaƟon Matrix 
for 2020 to 2025 for details: 

2020-2021 - Some  

2021-2022 - Some 

2022-2023 – All except meeƟng minutes 

2023-2024 - Most 

2024-2025 - Most 
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Transparency Documents Matrix: 
Based on the latest review of the Transparency requirements and Welton Parish Council website: 

 

Table 1: Transparency DocumentaƟon Matrix for 2020 to 2025 

  

# Document 2020-21 2021-22 2022-23 2023-24 2024-25
1 Agendas All All All June 24 

July 24
Nov 24

2 Minutes All All All July 24
Nov 24

January 25

3 Annual Meeting Minutes Missing OK OK Missing Missing 
4 Asset Register OK OK Missing OK OK
5 Risk Assessment OK Missing Missing OK OK
6 Accounts - Year end Missing OK Missing Missing Partial - Needs review
7 Payments & Receipts Missing OK Missing Missing Partial - Needs review
8 Bank Statement - Year end Missing Missing Missing Missing Not Year end 
9 List of expenditure over £100 Missing OK Missing Missing Partial - Needs review
10 VAT Reclaimed Missing Missing Missing Missing Missing 
11 AGAR - Annual Governance Accountability Report Missing OK Missing Missing Missing 
12 Annual Return - signed by Chair Missing OK Missing Blank Form Not signed Copy
13 Internal Audit Report - signed by Auditor Missing OK Missing Missing Missing 
14 Explanation of any Variances >10% Missing Missing Missing Missing OK
15 Data Protection Policy OK Missing Missing Missing Missing 
16 GDPR Map OK Missing Missing Missing Missing 
17 Improvement Plan if required Missing N/A Missing Missing Missing 
18 List of Councillors Missing Missing Missing Missing OK
19 Councillor Attendance Register Missing Missing Missing Missing Missing 
20 Playing Field Inspection Report OK OK Missing Missing Missing 
21 Insurance Certificate - Public Liability OK Missing Missing Missing Missing 
22 Insurance Certificate - Employers Liability OK Missing Missing Missing Missing 
23 Notice of Exercise of Public Rights Missing OK Missing OK Missing 

Website Transparency Documents Matrix - 2025
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Improvement Plan  
The improvement plan covers the following areas: 

1. Minutes and & Agenda 
a. Training for the Clerk and Chair. 

2. Transparency Documents. 
a. Review, idenƟfy and publish missing documentaƟon. 
b. Establish requirements and regular reviews. 
c. See Table 1: Transparency DocumentaƟon Matrix for 2020 to 2025. 

3. Legal Framework  
a. Training for Clerk and all members. 

4. Policy and Procedures. 
a. Review all required policies and procedures. 
b. Establish tracker and review cycle. 

 

Proposed AcƟon Plan  
The following table idenƟfies the key acƟviƟes as part of the improvement plan acƟons. 

 

Table 2: AcƟon Plan - DraŌ 

 

 

 

 

 

 # Subject Action Who Due Status
1 Minutes and Agenda Identify training for Clerk to improve the minutes and Agendas. Ian D End Sept Open 
2 Minutes and Agenda Identify training for Chair to enable an oversight and review of Agendas and minutes. Establish an review cycle. Ian D End Sept Open 
3 Minutes and Agenda Implement Budget Monthly tracking and reporting as part of Agenda and Minutes Ian D End Oct Open 
4 Minutes and Agenda The full details of any payments being made including who the payment is for, what it is for, and the value of the payment 

should be included in the minutes. 
Ian D End Oct Open 

5 Transparency Documentation Build a  Transparency Documentation Matrix for 2020 to 2025 and have adopted by council. Ian D End Sept Open 

6 Transparency Documentation Using the Transparency Documentation Matrix for 2020 to 2025 Identify the missing documentation and populate the 
website.

Ian D End Sept Open 

7 Transparency Documentation Review the WPC filing system to ensure the capture of all key documentation. Ian D End Sept Open 

8 Transparency Documentation Restructure the Website documentation to quickly identify the key documents required and implement a regular review to 
ensure they are regularly updated.

Ian D End Sept Open 

9 Legal Framework Identify the required training to ensure all member of the council understand the Legal Framework within which they need 
to operate:
i. Councillors
ii. Clerk
iii. Chair

Ian D End Oct Open 

10 Legal Framework Establish tacker to ensure training is completed. Ian D End Oct Open 
11 Legal Framework Review Onboarding Pack for new Councillors. Ian D End Sept Open 
12 Legal Framework Review required documentation for existing Councillors. Ian D End Oct Open 
13 Legal Framework Agree training review cycle. Ian D End Oct Open 
14 Legal Framework Agree the approach to any subgroups/committees. 

These can only make decisions on behalf of the council including changing its documents if they are a formally constituted 
group/committee with Terms of Reference including details of their membership, quorum, and what powers have been 
delegated to them.

Ian D End Oct Open 

15 Policy & Proceedures Identify the required policy and procedures needed as appropriate for a small parish council. 
Use NCAL Templates and Guidance as a starting point and build matrix.
Have it adopted by council.

Ian D End Sept Open 

16 Policy & Proceedures Establish Tracker for all policies. Ian D End Sept Open 
17 Policy & Proceedures Establish regular review cycle. Ian D End Oct Open 

Improvement Action Log 2025
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Proposed Policy and Documents Tracker: 
The following is an extract of the proposed Policy and Document Tracker: 

 

Table 3: Policy & Document Tracker - DraŌ  

 

 

 

 

 

*** End of Document *** 

Policy Adopted Last Reviewed
Review Period 

(years)

Revi
ew 

Perio
Review Due

Asbestos Risk Register N/A 0 #VALUE!
Asset register Yes 30/04/2025 1 365 30/04/2026
Auto-enrolment Records N/A 0 #VALUE!
CCTV policy N/A 0 #VALUE!
Certificate of waste disposal N/A 0 #VALUE!
Code of Conduct Yes 05/01/2018 1 365 05/01/2019
Complaints procedure ? 0 #VALUE!
Controller documentation N/A 0 #VALUE!
COSHH Risk Assessment N/A 0 #VALUE!
Data breach log N/A 0 #VALUE!
Data Protection Policy Yes 11/05/2021 1 365 11/05/2022
Declaration of Acceptance of Office ? 2 730 #VALUE!
Delegated authority in respect of officers and committees N/A 0 #VALUE!
Disabled access audit N/A 0 #VALUE!
Disciplinary procedures N/A 0 #VALUE!
Financial Regulations Yes 05/01/2021 1 365 05/01/2022
GDPR  Map Yes 11/05/2021 1 365 11/05/2022
Grievance procedures N/A 0 #VALUE!
Health & Safety Policy (only in writing if more than 5 employees) N/A 0 #VALUE!
Insurance documents Yes 01/10/2024 1 365 01/10/2025
Insurance register N/A 0 #VALUE!
IT policy ?  2 730 #VALUE!
Job description - Clerk Yes 28/09/2025 2 730 28/09/2027
Letting Charges and Hiring Policy N/A 0 #VALUE!
List of personal data consents N/A 0 #VALUE!
Map of graves/cemetery N/A 0 #VALUE!
Members Register of Interests ? 1 365 #VALUE!
Parish map Yes 2 730 #VALUE!
Payroll Record N/A 0 #VALUE!
Pension & Retirement Policy N/A 0 #VALUE!
Publication Scheme ?   0 #VALUE!
Record of Annual play equipment inspection and copies of inspection certificate Yes 21/08/2025 1 365 21/08/2026
Record of contractors’ insurance, including copies of contractor’s liability insurance documents ? 0 #VALUE!
Record of exclusive rights of burial N/A 0 #VALUE!
Register and record of burials N/A 0 #VALUE!
Register of Gifts N/A 0 #VALUE!
Risk Assessment register Yes 01/05/2025 1 365 01/05/2026
Standing Orders Yes 08/09/2025 1 365 08/09/2026
Subject Access Request disclosure log N/A 0 #VALUE!
Subject Access Request procedure N/A 0 #VALUE!
Terms of reference for Committees Yes 02/09/2025 1 365 02/09/2026
Training record ? 0 #VALUE!
Training Statement of Intent N/A 0 #VALUE!
VAT claims Yes ? 0 #VALUE!
Website accessibility statement ? 0 #VALUE!
Written statement of employment particulars ? 0 #VALUE!

WPC Policy & Documents  Tracker 


