
 
 

West Oxfordshire District Council, Council Offices, Woodgreen, Witney, OX28 1NB 
www.westoxon.gov.uk Tel: 01993 861000 

 

 

 

Monday, 11 March 2024 

Reissued Tuesday, 12 March 2024 

 

Tel: 01993 861000 

e-mail: democratic.services@westoxon.gov.uk 

 

AUDIT AND GOVERNANCE COMMITTEE 
 

You are summoned to a meeting of the Audit and Governance Committee which will be held in 

the Council Chamber, Council Offices, Woodgreen, Witney, Oxfordshire OX28 1NB on Tuesday, 

19 March 2024 at 6.00 pm. 

 

 
Giles Hughes 

Chief Executive 

 
 

To: Members of the Audit and Governance Committee 

 

Councillors: Carl Rylett (Chair), Ruth Smith (Vice-Chair), Joy Aitman, Andrew Beaney, Rachel 

Crouch, Colin Dingwall, Jane Doughty, David Jackson, Edward James, Liz Leffman, Dan 

Levy, Michele Mead, David Melvin, Elizabeth Poskitt, Geoff Saul, Sandra Simpson and 

Alex Wilson 

 

Recording of Proceedings – The law allows the public proceedings of Council, Executive, and 

Committee Meetings to be recorded, which includes filming as well as audio-recording.  

Photography is also permitted. By participating in this meeting, you are consenting to be filmed. 

 

As a matter of courtesy, if you intend to record any part of the proceedings please let the 

Democratic Services officers know prior to the start of the meeting. 

 

Public Document Pack
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AGENDA 
 

1.   Apologies for Absence  

To receive any apologies for absence.  

 

2.   Declarations of Interest  

To receive any declarations from Members of the Committee on any items to be 
considered at the meeting. 

 

3.   Minutes of Previous Meeting 23 November 2023 (Pages 7 - 10) 

To approve the minutes of the meeting held on 23 November 2023. 

 

4.   Participation of the Public  

To receive any submissions from members of the public, in accordance with the 

Council’s Public Participation Rules. 

 

5.   Interim Auditor's Annual Report 2022/23 (Value for money arrangements and 

recommendations) (Pages 11 - 64) 

Purpose:  

To provide Members with the Interim Auditor’s Annual Report on Value for Money 

Arrangements and Recommendations 2022/23. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the contents of the report and annex. 

 

Invited: 

Jason Granger, Grant Thornton 

 

6.   The Audit Findings Report for 2022/23 (ISA260) (Pages 65 - 104) 

Purpose:  

To provide Members with an update on the findings of the external audit of the 2022/23 

financial statements. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the contents of the report and annex. 
 

Invited: 

Katie Whybray, Grant Thornton 

 

7.   Internal Audit Progress Report (Pages 105 - 134) 

Purpose:  

To present a summary of the audit work concluded since the last meeting of this 

Committee. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the report 
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Invited: 

Lucy Cater, Assistant Director, SWAP Internal Audit Services 

 

8.   Internal Audit Plan 2024/25 (Pages 135 - 146) 

Purpose:  

To present to the Audit and Governance Committee the Internal Audit Plan 2024/25 for 

consideration and approval. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Approve the proposed Internal Audit Plan 2024/25 

 

Invited: 

Lucy Cater, Assistant Director, SWAP Internal Audit Services 

 

9.   Counter Fraud and Enforcement Unit Update Report (RIPA and IPA Annual Update) 

(Pages 147 - 158) 

Purpose: 

To provide the Committee with assurance over the counter fraud activities of the 

Council.   

 

Recommendation: 

That Audit and Governance Committee considers the report and work plan at Annex A. 

 

Invited: 

Emma Cathcart, Head of Service, Counter Fraud and Enforcement Unit 

 

10.   Corporate Risk Register Update (Pages 159 - 170) 

Purpose:  

The report brings to members the current version of the Strategic Risk Register for 

information and assurance that risks to the Council are being managed and appropriate 

actions are being taken to mitigate risk. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the Strategic Risk Register. 

 

Invited: 

Cheryl Sloan, Business Manager for Governance, Risk and Business Continuity 

 

11.   Annual Governance Statement Action Plan Update (Pages 171 - 182) 

Purpose:  

This report provides the Audit Committee with an update on progress against the 

Annual Governance Statement action plan for 2023/24 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the action plan and associated progress updates. 
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Invited: 

Andrea McCaskie, Director of Governance 

 

12.   Audit and Governance Committee Effectiveness Review (Pages 183 - 194) 

Purpose:  

To present a summary of the findings / conclusions resulting from the AC Effectiveness 

Survey responses 

 

Recommendation: 

That the Audit and Governance Committee recommends to Council: 

1. A reduced Audit and Governance Committee to 11 Councillors. 

2. A recruitment exercise for up to 2 Independent Persons. 

3. No Members of the Executive to sit on Audit and Governance Committee. 

4. A programme of training is developed to ensure Members of the Audit and 

Governance Committee are able to discharge their responsibilities confidently. 

 

Invited: 

Andrea McCaskie, Director of Governance 

Lucy Cater, Assistant Director, SWAP Internal Audit 

 

13.   Employee Code of Conduct (Pages 195 - 226) 

Purpose:  

To present a recommendation of the Constitution Working Group relating to the 

adoption of the Employee Code of Conduct and the Corporate and Individual Gifts, 

Hospitality and Sponsorship Process for the West Oxfordshire District Council 

workforce. 

 

Recommendation: 

That the Committee Resolves to: 

1. Approve the adoption of the Employee Code of Conduct (Annex A) as part of 

the Constitution (Part 6N); 

2. Approve the Corporate and Individual Gifts, Hospitality and Sponsorship Process 

(Annex B) as part of the Council’s Constitution (Part 6O). 

 

Invited: 

Andrea McCaskie – Director of Governance 

 

14.   Treasury Management Performance (Pages 227 - 242) 

Purpose: 

To report to the Audit and Governance Committee the quarter three Treasury 

Management Indicators as required by the CIPFA Treasury Management Code. 

  

Recommendation: 

That the Audit and Governance Committee Resolves to: 

a) Note the contents of the report 

 

Invited: 

Madhu Richards, Director of Finance 

Georgina Dyer, Chief Accountant 
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15.   Provisional Member Induction and Training Programme (Pages 243 - 248) 

Purpose:  

To update the Committee on the plans for member training post-election. 

 

Recommendation: 

That the Audit and Governance Committee resolves to: 

1. Note the report; 

2. Provide feedback on how the Council may better engage members in member 

training and development. 

 

Invited: 

Andrea McCaskie, Director of Governance 

 

16.   Matters Exempt from Publication  

If the Committee wishes to exclude the press and the public from the meeting during 

consideration of any of the items on the exempt from publication part of the agenda, it 

will be necessary for the Committee to pass a resolution in accordance with the 

provisions of section 100A of the Local Government Act 1972 on the grounds that their 

presence could involve the likely disclosure of exempt information as described in 

paragraph 7 of Schedule 12A of the Local Government Act 1972. 

 

The Committee may maintain the exemption if and so long as, in all the circumstances of 

the case, the public interest in maintaining the exemption outweighs the public interest in 

disclosing the information. 

 

17.   Cyber Security Update (Pages 249 - 256) 

Purpose:  

To provide the Audit Committee an update on Cyber Security. 

 
Recommendation: 

That Audit & Governance Committee resolves to: 

1. Note the content of the report. 

 

Invited: 

John Chorlton, Chief Technology Officer 

 

 

(END) 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Minutes of the meeting of the 

Audit and Governance Committee 

Held in the Committee Room 1 at 6.00 pm on Thursday, 23 November 2023 

PRESENT 

Councillors: Carl Rylett (Chair), Ruth Smith (Vice-Chair), Joy Aitman, Andrew Beaney, Rachel 

Crouch, Jane Doughty, David Jackson, Dan Levy, Michele Mead, David Melvin, Elizabeth 

Poskitt, Geoff Saul, Sandra Simpson, Alex Wilson and Liam Walker 

Officers:  Lucy Cater (Assistant Director SWAP), Andrea McCaskie (Director of Governance), 

Madhu Richards (Director of Finance) and Georgina Dyer (Chief Accountant), Max Thompson 

(Senior Democratic Services Officer), and Michelle Ouzman (Democratic Services Officer). 

27 Election of Chair  

The Director of Governance opened the meeting, welcoming Members and Officers to the 

Audit and Governance Committee meeting. 

The Director of Governance referred Members to the first item on the Agenda, Election of 

Chair, and asked the Committee for nominations to the position of Chair of the Audit and 

Governance Committee for the remainder of the municipal year 2023/24. 

Councillor Elizabeth Poskitt proposed that Councillor Carl Rylett be appointed to the position 

of Chair of the Audit and Governance Committee for the remainder of the municipal year 

2023/24. This was seconded by Councillor Ruth Smith, was put to a vote, and was carried. 

The Committee Resolved to: 

1. Appoint Councillor Carl Rylett to the position of Chair of Audit and Governance 

Committee for the remainder of the municipal year 2023/24. 

28 Apologies for Absence  

Apologies for absence were received from Councillors Colin Dingwall and Ed James. 

Councillor Liam Walker substituted for Councillor Colin Dingwall. 

29 Minutes of Previous Meeting  

The Chair asked members for a proposer and seconder to approve the minutes of the 

previous Audit and Governance Committees, held on 28 September 2023. 

Councillor Ruth Smith proposed to approve the minutes of the Audit and Governance 

Committee held on 28 September 2023, this was seconded by Councillor Jane 

Doughty, was put to a vote and was carried. 

The minutes were signed by the Chair as a correct record. 

The Committee Resolved to: 

1. Approve the minutes of the Audit and Governance Committee held on 28 

September 2023. 

30 Declarations of Interest  

There were no declarations of interest received. 

31 Participation of the Public  
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Audit and Governance Committee 

23/November2023 

 

 

There were no participation of the public. 

32 Internal Audit Progress Report  

The Assistant Director of the South West Audit Partnership (SWAP) introduced the Internal 

Audit Progress Report. There were no final reports on the agenda but the following audits had 

very recently been concluded by the team: 

 Bank reconciliation 

 Transparency agenda 

 Taxi licensing audit 

 

Councillor Jane Doughty proposed that the Committee note the Internal Audit Progress 

Report, This was seconded by Councillor Ruth Smith, was put to the vote and was carried. 

The Committee Resolved to: 

1. Note the report. 

33 External Audit Progress Report and Audit Plan for year ending 31st March 2023  

The Director of Finance introduced Peter Barber from Grant Thornton. 

Mr Barber explained that there were two elements to the item; a progress report and the 

audit plan setting out the external audit approach. The external auditor’s role was two-fold in 

providing an opinion on the Council’s financial statements and a value for money conclusion. 

The report was for 2022/23, Grant Thornton’s final year as the Council’s auditors. 

The Committee noted the sector wide delay in audits and asked for a brief overview of the 

government’s proposals to address this. For 2022/23 the deadline for producing draft accounts 

was the end of May and the deadline for giving an audit opinion on the financial statements was 

the end of September. This deadline had only been met for 5 of 497 councils and other public 

bodies. There was still a clear view that accounts needed to be signed off in accordance with 

the auditing standards, which was frustrating. There were a number of new entrants into the 

external audit market but it was difficult because some councils had multiple years’ audits 

outstanding. The government had been considering introducing a backstop mechanism to 

enable more timely reporting of accounts but a decision was needed very soon and the 

minister had recently changed. 

Councillor Elizabeth Poskitt proposed that the Committee notes the contents of the report 

and appendices. This was seconded by Councillor Michele Mead, was put to the vote and 

carried. 

The Committee Resolved to: 

1. Notes the contents of the report and appendices. 

34 Monitoring Report on Management’s responses to the External Auditors findings and 

implementation of External Audit recommendations  

The Director of Finance introduced the Monitoring report on Management’s responses to the 

External Auditors Findings and Implementation of External Audit Recommendations. 
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Audit and Governance Committee 

23/November2023 

 

 

The Chair, Councillor Carl Rylett proposed that the Committee note the contents of the 

reports. This was seconded by Councillor Joy Aitman, was put to the vote and was carried. 

The Committee Resolved to: 

1. Note the report. 

35 Treasury Management Mid-Term Report  

The Chief Accountant introduced the Treasury Management Mid-Term Report, which had 

recently been considered by the Council’s Overview and Scrutiny Committee. 

The Committee requested that future treasury management report are presented to the 

Audit and Governance Committee and not the Overview and Scrutiny Committee. 

The Chair, Councillor Carl Rylett proposed that the Committee note the contents of the 

report. This was seconded by Councillor Jane Doughty, was put to the vote and was carried. 

The Committee questioned the Council’s approach to ethical investments. The Chief 

Accountant explained that there was a small part of the pooled fund portfolio that would 

include investments in fossil fuel producers for example because the Council had multi-asset 

funds which reflected the market as a whole. Ethical investments tended to have lower returns 

than other investments. The Chief Accountant committed to seeking further information from 

the Council’s treasury advisors and bringing that to the next Audit and Governance 

Committee meeting. 

The Committee Resolved to: 

1. Note the report. 

36 CIPFA's Position Statement on Audit Committees  

The Assistant Director SWAP, introduced the CIPFA (Chartered Institute of Public Finance 

and Accountancy) position statement on the Audit and Governance Committee. Officers 

proposed undertaking a self-assessment exercise and considering the appointment of 

Independent Persons and reducing the size of the Committee. A survey would be distributed 

to Members in the following weeks. 

Councillor Michele Mead proposed that the Committee delegates to the Director of 

Governance to undertake a self-assessment questionnaire and to report back to the Chair and 

Vice-Chair, in readiness for the next meeting of the Committee. This was seconded by 

Councillor Rachel Crouch, was put to the vote and was carried. 

The Committee Resolved to: 

1. Authorise the Director of Governance in consultation with the Assistant Director for 

SWAP and the Chair and Vice-Chair of the Committee to undertake the self-

assessment, circulate a survey to Members and report back to the next Committee 

meeting. 

37 Audit and Governance Committee Work Programme 2023/24  

The Chair asked the Committee if there were any comments on the Work Programme. 

Councillor Michelle Mead proposed that the Committee notes the Work Programme. This 

was seconded by Councillor Elizabeth Poskitt, was put to the vote and was carried. 
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Audit and Governance Committee 

23/November2023 

 

 

The Committee Resolved to: 

1. Note the Committee Work Programme. 

 

The Meeting closed at 6.54 pm 

CHAIR 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject INTERIM AUDITOR’S ANNUAL REPORT ON WEST OXFORDSHIRE 

DISTRICT COUNCIL (VALUE FOR MONEY ARRANGEMENTS AND 

RECOMMENDATIONS) 

Wards affected All 

Accountable member Cllr Alaric Smith Executive Member for Finance 

Email: alaric.smith@westoxon.gov.uk 

Accountable officer 

 

Madhu Richards, Director of Finance 

Email: madhu.richards@westoxon.gov.uk  

Report author Madhu Richards, Director of Finance 

Email: madhu.richards@westoxon.gov.uk  

Summary/Purpose To provide Members with the Interim Auditor’s Annual Report on Value 

for Money Arrangements and Recommendations 2022/23. 

Annexes Annex A – Interim Auditor’s Annual Report on Value for Money 

Arrangements and Recommendations 2022/23 – March 2024. 

 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the contents of the report and appendix. 

Corporate priorities  Putting Residents First 

 A Good Quality of Life for All 

 A Better Environment for People and Wildlife 

 Responding to the Climate and Ecological Emergency 

 Working Together for West Oxfordshire  

Key Decision NO 

Exempt NO 

Consultees/ 

Consultation  

 

NO 
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1. BACKGROUND 

1.1 Under the National Audit Office (NAO) Code of Audit Practice (“the Code”) external 

auditors are required to consider whether the Council has put in place proper 

arrangements to secure economy, efficiency and effectiveness in its use of resources. 

1.2 This report details the auditor’s findings with regards to the Council’s arrangements for 

2022/23. 

1.3 No significant weaknesses in arrangements were identified.  

1.4 Improvement recommendations have been made and management responses to each of 

these are included in the report.  

1.5 This report also includes a “Follow-up of previous recommendations” section (page 38 of 

the report). 

2. MAIN POINTS  

2.1 The appendix to this report contains the Interim Auditor’s Annual Report on West 

Oxfordshire District Council 2022/23 – March 2024. 

2.2 Jason R Granger, from Grant Thornton, will be joining the meeting and presenting the 

report. 

3. ALTERNATIVE OPTIONS 

3.1 None. 

4. CONCLUSIONS 

4.1 The Audit and Governance Committee are requested to note the report. 

5. FINANCIAL IMPLICATIONS 

5.1 None. 

6. LEGAL IMPLICATIONS 

6.1 None. 

7. RISK ASSESSMENT 

7.1 None. 

8. EQUALITIES IMPACT 

8.1 None. 

9. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

None. 

(END) 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19th MARCH 2024 

Subject THE AUDIT FINDINGS REPORT (ISA260) FOR WEST OXFORDSHIRE 

DISTRICT COUNCIL 

Wards affected All 

Accountable member Cllr Alaric Smith Executive Member for Finance 

Email: alaric.smith@westoxon.gov.uk 

Accountable officer 

 

Madhu Richards, Director of Finance 

Email: madhu.richards@westoxon.gov.uk  

Report author Madhu Richards, Director of Finance 

Email: madhu.richards@westoxon.gov.uk  

Summary/Purpose To provide Members with an update on the findings of the external audit 

of the 2022/23 financial statements.  

Annexes Annex A – The Audit Findings Report (ISA260) for West Oxfordshire 

District Council – Year Ended 31st March 2023. 

 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the contents of the report and appendix. 

Corporate priorities  Putting Residents First 

 A Good Quality of Life for All 

 A Better Environment for People and Wildlife 

 Responding to the Climate and Ecological Emergency 

 Working Together for West Oxfordshire  

Key Decision NO 

Exempt NO 

Consultees/ 

Consultation  

 

NO 
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1. BACKGROUND 

1.1 Under International Standards of Audit (UK) (ISAs) and the National Audit Office (NAO) 

Code of Audit Practice (“the Code”) external auditors are required to report whether, in 

their opinion:  

- the Council’s financial statements give a true and fair view of the financial position of the 

Council and its income and expenditure for the year; and  

- have been properly prepared in accordance with the CIPFA/ LASAAC code of practice 

on local authority accounting and prepared in accordance with Local Audit and 

Accountability Act 2014. 

1.2 The auditors are also required to report whether other information published together 

with the audited financial statements is materially inconsistent with the financial statements 

or their knowledge obtained during the audit or otherwise appears to be materially 

misstated.  

2. MAIN POINTS  

2.1 The auditors have completed approximately 90% of their work as at 11th March 2024.  

2.2 Their work to date has not identified any material errors or adjustments to the financial 

statements. 

2.3 The appendix to this report contains the Draft Audit Findings Report (ISA260) for West 

Oxfordshire District Council – March 2024. 

2.4 Katie V Whybray, from Grant Thornton, will be joining the meeting and presenting the 

report. 

3. ALTERNATIVE OPTIONS 

3.1 None. 

4. CONCLUSIONS 

4.1 The Audit and Governance Committee are requested to note the report. 

5. FINANCIAL IMPLICATIONS 

5.1 None. 

6. LEGAL IMPLICATIONS 

6.1 None. 

7. RISK ASSESSMENT 

7.1 None. 

8. EQUALITIES IMPACT 

8.1 None. 
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9. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

None. 

(END) 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject INTERNAL AUDIT PROGRESS REPORT 

Wards affected None 

Accountable member Councillor Alaric Smith, Executive Member for Finance  

Email: Alaric.Smith@westoxon.gov.uk 

Accountable officer 

 
Madhu Richards, Chief Finance Officer 

Email: Madhu.Richards@westoxon.gov.uk 

Report author Lucy Cater, Head of Internal Audit. Assistant Director, SWAP Internal 

Audit Services 

Email: Lucy.Cater@swapaudit.co.uk    

Summary/Purpose To present a summary of the audit work concluded since the last meeting 

of this Committee. 

Annexes Annex A – Report of Internal Audit Activity 2023/24 

Annex B – Agreed Actions 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the report 

Corporate priorities Internal Audit supports all Council Corporate Priorities 

 Putting Residents First 

 A Good Quality of Life for All 

 A Better Environment for People and Wildlife 

 Responding to the Climate and Ecological Emergency 

 Working Together for West Oxfordshire  

Key Decision NO 

 

Exempt NO  
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Consultees/ 

Consultation  

Not Applicable  
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1. BACKGROUND 

The Internal Audit Service is provided to this Council by SWAP Internal Audit Services 

(SWAP). SWAP is a local authority-controlled company. 

 

The report attached at Annex A sets out the work undertaken by SWAP for the Council. It 

follows the risk-based auditing principles and, therefore, this is an opportunity for the 

Committee to be aware of emerging issues which have resulted from SWAP involvement. 

 

Officers from SWAP will be in attendance at the Committee meeting and will be available to 

address Members’ questions. 

2. MAIN POINTS  

The progress report (Annex A) enables the Audit and Governance Committee to monitor 

the work of the Internal Audit Service and ensure that it remains effective. It also provides 

the Committee with assurance opinions over areas reviewed within the reporting period, 

details of audit recommendations and the outcome of follow-up reviews conducted on 

previous audit recommendations. 

 

And, our plan remains flexible to respond to requests for audits or ad hoc reviews. 

 

We continue to follow up all agreed actions. A report (Annex B) showing all open agreed 

actions and those that have been actioned during 2023/24 has been included for Members 

information. 

3. ALTERNATIVE OPTIONS 

Not Applicable 

4. FINANCIAL IMPLICATIONS 

The Internal Audit Service is operating within the contract sum. 

5. LEGAL IMPLICATIONS 

None directly from this report. Internal Audit reviews consider compliance with legislation 

relevant to the service area under review. 

6. RISK ASSESSMENT 

The weaknesses in the control framework, identified by the Internal Audit activity, 

continues to threaten organisational objectives if recommendations are not implemented. 

7. EQUALITIES IMPACT 

Not Applicable 
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8. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

8.1 Not Applicable  

9. BACKGROUND PAPERS 

9.1 None. 

 

(END) 

Page 108



 

Internal Audit  Risk  Special Investigations  Consultancy 

Unrestricted 

 

 

 

 

 

 

 
West Oxfordshire District Council 
Report of Internal Audit Activity 

March 2024 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P
age 109



 

 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors, further guided by interpretation 
provided by the Public Sector Internal Audit Standards (PSIAS) and the CIPFA Local Government Application Note. 

 

 

Contents 
 

The contacts at SWAP in  
connection with this report are: 
 
Lucy Cater 
Assistant Director 
Tel: 01285 623340 
lucy.cater@swapaudit.co.uk  

 
Jaina Mistry 
Principal Auditor 
Tel: 01285 623337 
jaina.mistry@swapaudit.co.uk 

 

   

    

  Contents:  

  Internal Audit Definitions  

  Audit Plan Progress  

  Finalised Audit Assignments  
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Internal Audit Definitions  
 

 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors, further guided by interpretation 
provided by the Public Sector Internal Audit Standards (PSIAS) and the CIPFA Local Government Application Note. 

 

 

At the conclusion of audit 
assignment work each review is 
awarded a “Control Assurance 
Definition”; 
 

 No  

 Limited 

 Reasonable 

 Substantial 
 

  Audit Framework Definitions 

  
 Control Assurance Definitions 

No  

Immediate action is required to address fundamental gaps, weaknesses or non-
compliance identified. The system of governance, risk management and control is 
inadequate to effectively manage risks to the achievement of objectives in the area 
audited. 

Limited 

Significant gaps, weaknesses or non-compliance were identified. Improvement is 
required to the system of governance, risk management and control to effectively 
manage risks to the achievement of objectives in the area audited. 

Reasonable 

There is a generally sound system of governance, risk management and control in 
place. Some issues, non-compliance or scope for improvement were identified which 
may put at risk the achievement of objectives in the area audited. 

Substantial 

A sound system of governance, risk management and control exists, with internal 
controls operating effectively and being consistently applied to support the 
achievement of objectives in the area audited. 

 

Non-Opinion – In addition to our opinion based work we will provide consultancy services. The “advice” 
offered by Internal Audit in its consultancy role may include risk analysis and evaluation, developing 
potential solutions to problems and providing controls assurance. Consultancy services from Internal 
Audit offer management the added benefit of being delivered by people with a good understanding of 
the overall risk, control and governance concerns and priorities of the organisation. 
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Internal Audit Definitions  
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Recommendations are prioritised 
from 1 to 3 on how important they are 
to the service/area audited. These are 
not necessarily how important they 
are to the organisation at a corporate 
level.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each audit covers key risks. For each 
audit a risk assessment is undertaken 
whereby with management risks for 
the review are assessed at the 
Corporate inherent level (the risk of 
exposure with no controls in place) 
and then once the audit is complete 
the Auditors assessment of the risk 
exposure at Corporate level after the 
control environment has been tested. 
All assessments are made against the 
risk appetite agreed by the SWAP 
Management Board.  

  Audit Framework Definitions 

  
 Categorisation of Recommendations 

When making recommendations to Management it is important that they know how important the 
recommendation is to their service. There should be a clear distinction between how we evaluate the risks 
identified for the service but scored at a corporate level and the priority assigned to the recommendation. No 
timeframes have been applied to each Priority as implementation will depend on several factors; however, the 
definitions imply the importance. 

 

 Categorisation of Recommendations 
 

Priority 1 
Findings that are fundamental to the integrity of the service’s business processes and require 
the immediate attention of management. 

Priority 2 Important findings that need to be resolved by management 

Priority 3 Finding that requires attention. 

 
 

Definitions of Risk 
 

Risk Reporting Implications 

High 
Issues that we consider need to be brought to the attention of both senior management and the 
Audit Committee. 

Medium Issues which should be addressed by management in their areas of responsibility. 

Low Issues of a minor nature or best practice where some improvement can be made. 
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Unrestricted 

Audit Type Audit Area Status Opinion 
No 
of 

Rec 

 
Comments 

Priority 

1 2 3  

Key Financial Control Payroll 2022/23 Final Report 
High 

Substantial 
0    Reported in September 

Operational  Climate Change (Operational) 
Final 

Position 
Statement 

N/A 0    Reported in September 

Governance Freedom of Information Final Report 
Medium 

Reasonable 
4 - 2 2 Reported in September 

Operational Taxi Licensing Safeguarding 
Final 

Position 
Statement 

N/A 0 - - - Report Included 

Operational Estates Services 
Final 

Position 
Statement 

N/A 0 - - - Report Included 

Operational  Property Services Final Report 
Medium 
Limited 

4 1 2 1 Report Included 

Key Financial Control Bank Reconciliation Final Report 
Low 

Substantial 
2 - - 2 Report Included 

ICT 
ICT Business Continuity 
Management 

Final Report  
Low 

Substantial 
2 0 1 1 Report Included 

Governance Transparency Data Final Report 
High 

Substantial 
0 - - - Report Included 

Key Financial Control 
Revs and Bens - Council Tax and 
NNDR 

Final Report 
High 

Reasonable 
2 - - 2 Report Included 

Key Financial Control 
Revs and Bens - Housing Benefit 
and Council Tax Support 

Final Report 
High 

Substantial 
0 - - - Report Included 

Core Financial Contractors – Use of Waivers Final Report 
Low 

Substantial 
2 - - 2 Report Included 

Advisory 
Revenues and Benefits Service 
Review 

Draft 
Position 

Statement 
      

Governance Data Breaches Draft Report       

Governance Risk Management Draft Report       
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Audit Type Audit Area Status Opinion 
No 
of 

Rec 

 
Comments 

Priority 

1 2 3  

Core Financial Accounts Payable In Progress       

Operational S106s In Progress       

Operational  Appointment of Contractors In Progress       

Operational  Planning Validation In Progress       

Operational  Human Resources Audit Ready       

         

Core Financial Payroll 
Audit 

Deferred to 
2024/25 

     

Audit deferred due to tasks to be 
completed by Payroll team to 
support Publica Review / 
Transition 

         

Operational Accounts Payable – Qtly Review In Progress       

Grant Certification Changing Places Fund Complete       

Grant Certification Carbon Data 2022/23 In Progress       

Grant Certification 
DEFRA – Weekly Food Waste 
Collections  

Complete       

         

Support 
Business Grant Funding – Aged 
Debt 

On-Going      

Quarterly review of Business Grant 
Overpayment Aged Debts with 
Head of Service, Counter Fraud 
and Enforcement Unit for 
reporting to BEIS 
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Audit Type Audit Area Status Opinion 
No 
of 

Rec 

 
Comments 

Priority 

1 2 3  

Advisory 
Environmental Services 
Improvement Programme 

On-Going       

Advisory 
Procurement and Commissioning 
Group 

On-Going       

Advisory  Health and Safety Working Group On-Going       

Advisory Risk Management Group On-Going       

Follow-Up  
Follow-Up of Agreed Actions (not 
included in an audit above) 

On Going       

Other Audit Involvement 
Working with the Counter Fraud 
and Enforcement Unit 

On Going       

Other Audit Involvement 
Management of the IA Function 
and Client Support 

On Going       

Other Audit Involvement 
Contingency – Provision for New 
Work based on emerging risks  
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Taxi Licensing – Final Position Statement – November 2023 
Introduction / Background 
 

An assurance audit for Taxi Licensing Safeguarding was originally included in the agreed Audit Plan.  Amendments to statutory guidance regarding safeguarding practices were made in 
2020; the objective of this audit was to assess the effectiveness of current processes and to ensure compliance with these safeguarding obligations. 
 
As the audit commenced it became evident that processes and procedures are being reviewed in this service area. The aim of this is to strengthen existing controls and to align processes 
across the three partner Councils. These changes have not progressed as quickly as the service would have liked due to long term staff illness and resource constraints.  
 
We are issuing this Position Statement having reviewed current processes, undertaken limited testing, reviewed information available on the Council’s website and held discussions with 
the Team Leader. The suggestions / areas for consideration below are designed to aid the service as it progresses with its internal review.  

Findings 

 

1. Policy 
In September 2021, the Hackney Carriage & Private Hire Licensing Policy, which includes the changes to statutory guidance, was approved by the Miscellaneous Licensing Sub-
Committee.  The Council works closely with the Oxfordshire Joint Operating Framework, however, this is not specifically mentioned in the Policy or noted on the Council’ 
website.   
Observation: Although, not high risk, if the Council were to acknowledge working within a countywide approach, it may deter those drivers who have been refused a 
licence from a neighbouring authority from applying again at another authority.  This could provide potential efficiencies in terms of application processing times.  
 
Management Response: The Policy and the Council’s website will be updated.  We have been advised that the Policy does not need to go back through Committee as only 
adding a ‘communication’ type narrative and nothing that changes the Policy. 
 

2. Application Processing and Records Management 
Officers are required to complete a series of checks and mark as ‘satisfactory’ before the Uniform system will produce a new or renewal licence.  However, there were many 
instances where evidence was not maintained within IDOX (document management system). For example, missing documentation included medical reports, evidence of 
safeguarding training, Tax code and NR3S Register checks (National Register of Taxi Licence Refusals, Revocations and Suspensions), proof of ID, etc.  Insufficient audit trails 
could potentially result in the Council not being able to defend themselves if challenged. 
Suggestion:  Officers should be reminded to upload all evidence to IDOX to support licences issued.  Introducing management checks will help to mitigate the risk of 
insufficient records maintenance. 
 
Management Response: Officers have been advised of the importance of ensuring all documents are uploaded. Management/monitoring check of 10% of cases will be 
introduced to provide additional assurance. 

 
3. Safeguarding Training 

Training is provided by Oxfordshire County Council.  Drivers are required to pass a 45 minute compulsory multi choice test and must read and understand the Safeguard & 

Disability Training manual which assesses their understanding of the course content.  

We noted that some drivers are not up to date with safeguarding training; refresher training must be completed every 3 years as detailed in the Policy.  The Licensing Team 
Leader (LTL) advised that a phased approach period to ensure that all drivers have undertaken this training was agreed.  The officer explained that a process had not been put 
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in place during the pandemic. However, a project is currently underway to ensure that all drivers have undertaken refresher training by 30/06/24 or risk having their licence 
suspended.  This is also stated on the Council’s websites.  
Observation: Consider if the Uniform system can be configured to produce reports which will identify safeguarding training renewal data.  
 
Management Response: Safeguarding training has now been put in place.   
 
 
 

4. Complaints Monitoring 
The LTL advised that Customer Service officers log customer contact/communications in the Uniform system as a ‘Service Request’ and will often use a ‘Complaint’ prefix 
when the call is not really a complaint.  The officer was in the process of developing new guidance for Customer Service staff to ensure complaints are accurately determined. 
The LTL allocates service requests to the team daily, and any communications that are complaints are processed in accordance with the Hackney Carriage & Private Hire 
Licensing Policy. Initial investigations are undertaken by the service area and reviewed by the LTL/Business Manager. Reports/appeals are presented to the Licensing 
Committee depending on circumstances as detailed in the Policy.  
No separate records are maintained, and service requests must be manually linked to the Licensing module, which means that potentially repeat offenders/incidents or trends 
will not be identified.  The LTL explained that she undertakes ad hoc monitoring, but evidence is not maintained.  The officer stated the service is firefighting and with 
previous long term sickness within the team, it is difficult to be as efficient as hoped. 
Service Request data from April 2022 – August 2023 identified 21 cases.  6 cases reviewed found 3 instances which resulted in a warning being issued to the driver.  All 
requests were actioned and closed within 30 days.   
Suggestion: The difference between a complaint and a service request should be clearly defined (to include examples) and cascaded to all relevant officers.  Periodic 
monitoring of service request data should be implemented to identify trends and/or repeat offenders, which will help the service be more proactive than a reactive service. 
 
Management Response: The LTL will work with Customer Services to ensure identified complaints and service requests are separated more clearly. 
 

5. Income Reconciliation 
The Council’s Financial Rules I5.1, states that ‘Budget holders are responsible for reconciling income systems with the council’s main accounting system monthly to ensure that 
all income received has reached the correct budget head and investigating where there is a discrepancy’.  The LTL confirmed she does not complete this reconciliation, but she 
does forward reports to Finance at year end.  The LTL advised this is something she was looking to implement. 
Suggestion: The LTL should liaise with Finance and develop a process to undertake monthly reconciliations as per the Financial Rules. 
 
Management Response: The LTL will develop a process to undertake monthly reconciliation which will be of use to both the service area and Finance. 
 

6. Data Analysis 
We discussed undertaking data analysis to determine if there were any anomalies or trends that would benefit from further review.  But the LTL explained that the Uniform 
system needs ‘housekeeping’ and therefore there was no value at this current time.  The officer explained Uniform is reviewed as and when time allows, and that currently 
focus was on ensuring business as usual is delivered. 
Observation: Data analysis can be a useful tool but is only effective if the integrity of the data can be assured.  It would benefit the service if as part of the internal review, 
some time was set aside to ensure ‘housekeeping’ is undertaken and to consider how best to use the data held within the Uniform system. 
 
Management Response: Work will be undertaken with the team and support sought from the Performance team / Data & Performance Analyst.  
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Conclusion 

The 2020 amendments to statutory guidance specifically relating to driver safeguarding issues, have been implemented at WODC. 

   

Robust procedures are being implemented as part of the internal review which seeks to align processes across the three partner Councils.  For this reason, we have issued this Position 

Statement to provide a ‘critical friend’ point of view. 

 

We hope to revisit the area and provide assurances once the service has completed its review. 
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Unrestricted 

Estates Compliance – Final Position Statement – February 2024 
Introduction / Background 

The objective of this audit was to review the effectiveness of processes undertaken by the Estates Management team in relation to the management of the Council’s assets and to assess 

compliance with statutory and legislative regulations. The review was requested by the Business Manager Property and Estates and was undertaken in conjunction with a Property 

Services review of Health and Safety arrangements. The Estates Management review included: 

 Compliance with Legislation and Professional Body guidance. 

 Landlord responsibilities  

 Landlord Inspections, Lease and Rent Reviews 

 Maintenance and Complaints 

 Insurance and Empty Properties  

 Documentation Retention  

This audit was originally planned to be an assurance piece of work utilising walkthrough, discussion with staff, substantiative testing, and evidence review. However, no up to date 

information could be provided for the audit and therefore we have drafted this position statement with our findings.  

 

Key Findings 

West Oxfordshire District Council (WODC) has an estate (property) value of £72,768,978 which includes £51,305,000 of investment properties. In addition to this, WODC hold a 
community asset value of £993,713 and surplus assets of £3,361,762.  

Compliance and Legislative requirements 
We requested specific compliance and legislative requirements that the Estates Management Team should adhere to; we were directed to leases, statutes, planning and building control 
services. We were provided with a RICS Practice Information document on strategic public sector property asset management and were informed that Estates Management need to be 
compliant with this document. We were also advised that there are no current performance indicators ensuring these compliance requirements are identified and complied with.  
Suggestion: Service area to undertake a self-assessment of the RICS guidance to identify gaps in compliance  
Management Response: The Strategic public sector property asset management RICS practice information, 3rd edition, September 2021 relates to the processes and strategic framework 
for the management of Assets.  The scope and funding requirements for an Asset Management Strategy and Plans are currently being prepared.  Compliance with this guidance will be 
ensured as part of the new Asset Management Strategy and Asset Management Plans.  Following the adoption of the new Strategy there may also be a need to make changes to the 
Constitution enabling delegated decisions to facilitate efficient decision making on the management of assets.  These new strategic documents and processes will align with the RICS 
guidance. 
 
Suggestion: Introduce performance indicators for council assets e.g. reduce total energy consumption in operational properties (to be defined in AMP).  
Management Response: Agreed.  Advice will be sought from the consultants preparing the Asset Management Strategy on the best performance indicators to provide assurance on 
Council asset performance. 
Policy, Process and Training 
There is no overarching policy (Asset Management Plan / Strategy); an action has been agreed in the Property Audit in respect of the importance of an Asset Management Plan. Outdated 
policies for Acquisitions and Disposals and an Asset Management plan are held by the Council but have neither been updated or altered for many years.  We were advised that there is 
no ‘service’ induction process for new starters, the only requirement is that they hold an appropriate degree and are RICS members. The Asset Manager offers support to the team but 
a more formal service induction and training, relevant to Publica and its partner Councils, will enhance the service provided. The Property Management and Estates Management teams, 
work closely with each other, and it has been identified that roles and responsibilities are not sufficiently defined. There is a risk that work is duplicated, and the service being provided 
is not as effective, or efficient, as it could be.  

P
age 119



 

 
 

 
Suggestion: An Asset Management Plan (AMP) is a key document to support the management, and future workplans, for the Council’s estate. Service area to support the Council on 
the drafting of an AMP (action included in property audit). 
Management Response: The benefits and costs of an Asset Management Strategy have been discussed with Executive informally and with Political Group Leaders.  A Scope for an Asset 
Management Strategy has been drafted and shared with Senior Officers, once agreed costs will be procured and a report then prepared for Executive to enable the work to start in the 
Spring.   
 
Suggestion: Service area (Property and Estates) review Job Descriptions to ensure roles are sufficiently defined and an induction programme to be created to ensure new team 
members are aware of their responsibilities to Publica and the Partner Councils.  
Management Response: There is no formal induction process for the service because there are many different roles so we would not be able to have a one size fits all.  The basic induction for Business 
World and other systems is done by the Resource Managers in person and online.  Job related induction consists of either Asset Manager or one of the Estates officers being in the office with the new person 
every day for the first 2/3 weeks to go through different aspects of information systems and support on tasks.  This includes governance and Publica/Council interactions which again is tailored based on the 
level and type of role.  There is therefore no plan to introduce a generic induction programme as it would provide less support and training than the tailored support which is currently provided. 
Roles will need to be extensively reviewed as part of the Publica Review which has commenced, it is therefore suggested that the review of roles and responsibilities forms part of the service redesign work 
that will need to follow TUPE transfer to partner Councils. 

 

Annual Landlord Inspections. 

A condition of every lease is that annual landlord inspections can be undertaken, along with regular lease reviews and rent reviews. We were advised that Annual Landlord Inspections 
have not been regularly undertaken since 2019 due to a lack of resource, and no evidence was available for inspections that were undertaken.  
Suggestion: (to be included in the AMP) a schedule of property inspections is drafted to ensure all properties are inspected on a regular basis, enabling a more proactive approach 
to maintenance (when appropriate).  
Management Response: There is not a lease condition that Landlord inspections are carried out but it is good practice and something we would like to recommence on a portfolio wide basis.  Landlord 
Inspections are currently carried when officers visit site and issues then brought forward.  Issues reported by the tenants are acted upon.  Carrying out annual inspections would require additional staff 
resources and the financial cost is likely to outweigh the benefits as the Council still has recourse to remedy defects when a tenancy ends through the Schedule of Dilapidations.  Where existing resources 
allow, landlord inspections will be prioritised based on building and tenant factors. 

Lease and Rent reviews.  

The rental income from 2022/23 for investment properties is £4,149,434 which is an increase of 2% based on the previous financial year. Evidence was not available to demonstrate that 
Lease and Rent reviews were being undertaken in a timely manner. 

Suggestion: Lease and Rent reviews are undertaken on a regular basis ensuring the income due to the Council is appropriate. 
Management Response: Whilst 2% may seem like a low figure the economy has impacted on rental potential with most lease values stagnating or even reducing, The raw data stated does not consider 
the number or value of properties within the portfolio during the different periods.  The Team has prioritised lease renewals but is now working through the backlog of rent reviews.  The Council does not lose 
any income if rent reviews are completed after the review date as any increase in rent is backdated. 
The Team will start using the Uniform system to record and monitor all estate and property matters from 1st April, once the system has been set up and historic data has been uploaded (March 2024).  
Information will be uploaded to Uniform including flags for when rent / lease reviews are due to be undertaken. All reviews will be recorded on Uniform.  

 

Maintenance and Complaints 
We were informed that reactive maintenance is conducted when a complaint is received from a tenant, but progress is not actively monitored to ensure that the authority provides a 
satisfactory service.  Proactive maintenance is only conducted when a tenant leaves the property, and the Estates Management team want to prepare it for the next tenants. 
As maintenance is being undertaken on properties when a complaint is received, current issues could go unidentified and thereby unrectified resulting in accident, damage etc.  If annual 
landlord inspections were undertaken issues would be identified, and rectified, at that point in time, rather than waiting for a complaint. 
Suggestion: See note above about inspections. 
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Management Response: See comments above (inspections and lease and rent reviews), and below (records and documentation management).  Most properties are let on Full Repairing 
and Insuring leases.  This means the tenants are responsible for repairs.  In situations where the Council retains responsibility for structural repairs, such as the leisure centres, structural 
defects such as failing roofs are not likely to be picked up during a landlord inspection.  Defects of this nature would need to be identified by externally commissioned Condition Surveys.  
It is likely that the emerging Asset Management Strategy will recommend a phased rolling programme of condition surveys to enable a proactive approach to maintenance and asset 
decisions to include the likely forecast of repair and maintenance investment required. 
 
Suggestion: Implement a process to ensure reactive maintenance is actively monitored. 
Management Response:  Members of the Property team liaise with contractors and tenants and do inspect completed work.  This is done before payment is issued.  So any sub-standard 
work would be picked up and rectified. 
 
Insurance Terms 
Buildings Insurance is in place for the Authority’s estate and properties. The Insurance Team manages these policies; they rely on communication from the Estates Management team 
to ensure compliance with the specific terms around unoccupied estate. The insurance terms require the following: 

1. Unoccupied buildings are secured against illegal entry and all external doors and accessible external windows shall be fitted with good quality locks. 
2. All services to be disconnected other than limited services required for security guards, fire and burglar alarms unless otherwise agreed by the Insurance Company in writing. 
3. All letter boxes shall be sealed to prevent insertion of material. 
4. Perimeter fences, walls and gates shall be kept complete and maintained. 
5. Such unoccupied buildings shall be kept clear both internally and externally of combustible materials and not be used for storage. 
6. Vegetation surrounding such unoccupied buildings shall be kept down. 
7. The Business Premises shall be inspected thoroughly internally and externally at least once every seven days by the Named Insured, or a responsible person appointed by the 

Named Insured and a record maintained of such inspections and any defects rectified without delay. 
Discussions identified that these terms are not actively managed, there is no formal process in place to identify empty Council owned properties, conduct the inspections and inform the 
Insurance Team, furthermore, no records are maintained.  We were advised that the inspections have not been conducted due to a lack of resource as noted above.  The risk of not 
complying with these terms is that the insurance policy is cancelled or invalidated, leaving the Council open to reputational damage and legal penalties.  
Suggestion: Implement a process to ensure all empty properties are identified and that inspections are carried out, and recorded, as per the terms of the insurance policies. 
Management Response: Triggers for this process will be built into the Uniform system, to ensure appropriate processes are followed.  Action is taken to secure and inspect vacant 
properties, this is often done via an agent acting on the Council’s behalf. 
 
Records and Documentation Management 
Property data held on Uniform (database) is not maintained, or actively managed. Interrogation of Uniform found that a large amount of information is outdated, dating back to 2021 
and prior years. 
Suggestion: A review is undertaken of all Council Property to ensure data /properties are accurately replicated in Uniform and are up to date. 
Management Response: Property records are not currently held in Uniform but are held electronically.  The current system is not particularly user friendly and does not enable rapid 
reports on areas like compliance to provide management assurance.  A plan is now in place to upload all historic property and estates data to the Uniform system and to input all new 
data onto the system from 1st April.  A spreadsheet has been  created in the interim identifying compliance requirements and dates for inspections all properties.  
 
Suggestion: Ensure that all data gathered from inspection, rent and lease reviews, proactive and reactive maintenance, complaints etc is entered onto Uniform to ensure a full record 
of the Council’s Estate is available.  
Management Response: See comment above.  
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Conclusion 

Due to the lack of any supporting evidence available to us, we have acted as a ‘critical’ friend and made suggestions to our findings.  
 
An Asset Management Plan is a key document to the management of a Council’s Asset Portfolio and could include: 

 List of all Property Assets 

 Acquisitions and Disposals 

 Action Plans 

 Property Review and Conditions  

 Planned / Proactive Maintenance 

 Responsive / Reactive Maintenance  

 Climate Change Initiatives  

 Performance Indicators 

 Data Management 
 

Having an AMP ensures the service area has a ‘policy’ document that can be followed / worked to, allowing the service area to allocate resources as appropriate as works are planned 
in advance. This will also provide a more proactive, efficient, and effective service to tenants and the Council.  
 
Annual Landlord Inspections, Lease and Rent Reviews, Complaints and Maintenance 
Consideration should be given (and included in AMP) to ensure a central register, and formal process, is adopted for the proactive management of estates. This would provide the Council 
with the opportunity to raise rents (where appropriate) to fair market value. 
 
Operational Risk Register 
A further consideration could be the introduction of an operational risk register. Although financial risk is reported during the year, there are other risks, in respect of Estates, that may 

leave the Council exposed to challenge e.g., injury in defective building. 
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Property Services Compliance – Final Report – December 2023 
 

 
 

 

 

 

Other Relevant Information  
Testing has highlighted serious concerns with the Council’s property compliance and H&S obligations. Issues including (but not limited to) legionella, asbestos and gas safety management 
were identified; this would be picked-up with regular reviews and accurate/complete central data. Officers are aware of property compliance and H&S issues but advised that significant 
time is spent on reacting to reported issues preventing them from proactively developing a strategic approach. 

Assurance Opinion Number of Actions  Risks Reviewed  Assessment 

 

Significant gaps, weaknesses or non-
compliance were identified. 
Improvement is required to the system 
of governance, risk management and 
control to effectively manage risks to the 
achievement of objectives in the area 
audited. 

Priority  Number  

Failure to comply with relevant legislation 
and Council rules resulting in financial loss 
and reputational damage to the Council. 

High 

Priority 1  1  

Priority 2  2  

Priority 3  1  

Total  4  

Key Findings  Audit Scope 

   Asset Management Plan (AMP) – Officers have highlighted that they do not have an AMP to guide their 
focus on Council requirements. The Council’s financial rules require an AMP to be maintained. The 
Council should commission an AMP and once in place Officers should align their work to this. 

 

Work with Officers from the Property team to develop criteria 
for testing compliance and Health & Safety arrangements at 
Council owned properties. 
 
Properties were selected for testing against the established 
compliance and H&S criteria.   
 
Scope exclusions:  
Contractor/consultancy spend assessment – Officers advised 
that work on this is underway and would therefore be a 
duplication of efforts.   
 
Professional body guidance – Officers advised that this 
guidance is not followed. 
 
Benchmarking – Unable to identify an organisation similar to 
Publica for effective benchmarking.  

 Risk Assessments (RAs) – Site-specific RAs were not available for the properties selected for testing. 
Officers advised that RA management is often the responsibility of 3rd parties (e.g., commercial tenant). 
To support the Council in fulfilling its compliance and H&S responsibilities, it’s vital all Council owned 
properties have a site-specific RA. Details on arrangements for any 3rd party managed RAs should be 
recorded with centrally held information (e.g. on a property management system). 
 

 

 Standard Information – A process should be developed to ensure all essential compliance and H&S 
information is gathered for all Council owned properties. The process should be implemented for new 
properties and regular site inspections. Officers have advised that a property management system could 
be utilised to capture the required information.    

 

 Central Property Database Accuracy – Spreadsheets and software contain information on Council owned 
properties which can be accessed centrally. Testing demonstrated that information expected to be held 
centrally was not available or inaccurate.  

 

 Property Officers have a system for managing maintenance requests and compliance contracts. There is 
a genuine effort from the Property team to improve compliance and H&S across the Council’s property 
portfolio. Fieldwork identified good examples of collaborative working with other service areas.  

 

 

Audit Objective To review and assess property related Health and Safety arrangements at the Council’s properties, ensuring compliance with legislation. 
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Bank Reconciliation – Final Report – September 2023 
 

 

 

 

 

 
Assurance Opinion   Number of Actions  

 

A sound system of governance, risk 
management and control exists, with 
internal controls operating effectively 
and being consistently applied to 
support the achievement of objectives 
in the area audited  

Priority   Number  

Priority 1   0  

Priority 2   0  

Priority 3   2  

Total   2  
 

 

Risks Reviewed   Assessment  

A lack of effective management of finance 
systems and processes may result in 
potential fraud, loss of income and 
reputational damage. The Financial 
Statements may not be accurate which may 
result in potential fines and additional 
pressures on already stretched resources.  

Low  

 

 

Key Findings    Audit Scope  

    

 

We identified historic, outstanding entries (mostly income) in the suspense account stretching 
back several years, many of which are likely to remain unresolved. A standard process to deal 
with suspense account entries in a timely, efficient manner will be agreed and the outstanding 
entries actioned.   

  

The following areas were reviewed:  
  
• Processing of income and payment data into ledger, 

feeder systems etc.  

• Suspense accounts, monitoring, processes.  

• Reconciliation of feeder systems (NDR, CT etc) to 

the general ledger.  

• Frequency and accuracy of bank account 
reconciliations.  

• Authorisation process for bank account 
reconciliations.   

 

A number of online council tax payments are submitted by customers quoting an incorrect reference 
number each month.  This causes them to drop into suspense and require manual intervention to 
ensure they are applied to the correct customer account.  To support Publica’s drive for self-service and 
automation to increase efficiencies, these repeat transactions should be configured within the system 
so that they can be allocated correctly 

  

  

  

 

We can confirm the monthly bank reconciliation is being completed in a timely manner, is 
appropriately authorised and is in accordance with the Financial Rules.  

 

 

Other Relevant Information 

The audit was also undertaken at the other Publica partner authorities, it highlighted differences in working practices across each of the organisations. To increase operational resilience, 
management may wish to consider standardising working practices in all areas of the bank reconciliation process.    

 

  

Audit Objective To provide assurance that core financial processes are operated in accordance with agreed policy/procedure and with the Council/Clients Financial Rules.  
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ICT Business Continuity / Disaster Recovery – Final Report – December 2023 
 

 
 

 

 

 

Additional Information 

We collaborated with the ICT team on the planning and execution of the recovery test. This enabled discussion on the audit requirements and technical step-by-step processes which 
helped to develop our understanding.  

 

Timescales for recovery depend on several factors including the amount of cloud processing power purchased for recovery. For this test, the amount of processing power purchased was 
limited to save costs but still enabled recovery. In a real disaster recovery scenario, the ICT recovery team will decide upon the optimum processing power required to purchase.   

 
Impact assessments have been completed to support the prioritisation of system recovery. In a real event, the priority of system recovery will depend on several factors some of which 
are outside of ICT’s control (e.g. depending on the time of the month, payroll functions may be more of a priority than revenues and benefits and vice versa). 

Assurance Opinion Number of Actions  Risks Reviewed  Assessment 

 

A sound system of governance, risk 
management and control exists, with 
internal controls operating effectively 
and being consistently applied to 
support the achievement of objectives 
in the area audited. 

Priority  Number  

Inadequate recovery plans / procedures 
result in the indefinite loss of key systems and 
data. This means Council operations would be 
adversely impacted potentially causing 
financial losses and reputational damage. 

Low 

Priority 1  0  

Priority 2  1  

Priority 3  1  

Total  2  

Key Findings  Audit Scope 

   Disaster Recovery Test: The established criteria for a successful test was being able to fully recover and 
operate the Business World application (including all clients) in a secure cloud environment using back-
ups. Preparation was crucial for ensuring the cloud recovered application did not interfere with the live 
application hosted on the Council servers. Any technical issues encountered were resolved by the ICT 
recovery team and the application was operational within the same working day. Test financial reports 
and HR transactions were processed in the recovered system and checked against the live system. The 
recovery process is documented and available to members of the ICT recovery team. Processes are in 
place to ensure recovery communications are managed for both the ICT team and non-ICT stakeholders. 

 

The audit includes: 
 
• Review of ICT BCP / DR Plans – including processes, 
communication, assessment of system recovery 
•  Walkthrough of the Recovery Process 
• Communication of test scenarios – reporting of lessons 
learned and areas for improvement/inclusion in plans 
 
Scope exclusions: Service area plans are not included in this 
ICT review as they are audited separately. 

 ICT and Emergency Planning Formal Engagement and Alignment: Regular formal engagement with the 
Emergency Planning teams of each key client hosted on the Council networks is required to support 
identification of issues, set expectations and align documentation.     
  

  

 Documentation Updates: A review of business continuity and disaster recovery documentation was 
completed. Several required updates have been identified. 

  

Audit Objective To provide assurance that ICT Business Continuity/Disaster Recovery arrangements are managed effectively. 
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Transparency Data – Final Report – November 2023 
 

 
 

 
 

 

 

Summary 
The Local Government Transparency Code sets out the minimum requirements for local authorities to publish open data on the public facing website and for this to be completed promptly. The 

Council have demonstrated a good level of compliance with the Transparency Code. The risk that the Council could receive complaints to the Information Commissioners Office (ICO) which could 

lead to further scrutiny and potential reputational damage is sufficiently mitigated.  

Observations: 

 Work is underway to ensure that Procurement Card Transaction Data is published regularly.  

 Consideration could be given to creating an itemised schedule to enable robust monitoring and ensure the required information remains up to date. 

 The Pay Multiple is a constantly changing figure, so although we have been unable to confirm the Pay Multiple as accurate this does not mean it is non-compliant. Work is underway to 

ensure this remains up to date on an annual basis, and it is published on the Public Facing Website in the Pay Policy Statement.   

     

   
 

 

Assurance Opinion Number of Actions  Risks Reviewed  Assessment 

 

A sound system of governance, risk 
management and control exists, with 
internal controls operating effectively 
and being consistently applied to 
support the achievement of objectives 
in the area audited 

Priority  Number  

The Council is non-compliant with 
Information Management legislation under 
the Local Government Transparency Code  

 

Low 

Priority 1  0  

Priority 2  0  

Priority 3  0  

Total  0  

Key Findings  Audit Scope 

   
 

 

All data (as listed under Audit Scope) was published in accordance with the Transparency Code 2015, and 
easily accessible. Publication of the data reduces the risk of complaint to the Information Commissioners 
Office is sufficiently mitigated. 

 The audit was a compliance review of the Local Government 
Transparency Code 2015. We reviewed the following information to 
ensure that it was published in accordance with the Transparency 
Code 2015: 

o Expenditure over £500. 
o Government procurement 

card transactions. 
o Procurement information. 
o Grants to Voluntary, 

Community and Social 
Enterprise Organisations. 

o Organisation Chart. 

o Senior Salaries. 
o The Pay Multiple. 
o Trade Union facility time. 
o Local land assets. 
o Social housing asset 

value. 
o Parking accounts. 
o Parking spaces. 
o Fraud. 
o The Constitution. 
 

 

 

 

 

 

 

Audit Objective 
To assess the effectiveness of the Council's Transparency procedure and provide assurance that the data published is in line with the Local Government 
Transparency Code 2015. 
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Revenues and Benefits Service – Final Report – December 2023 
 

 
 
 

 

 

 

Assurance Opinion – Council Tax and NDR Number of Actions  Risks Reviewed  Assessment 

 There is a generally sound system of 
governance, risk management and 
control in place. Some issues, non-
compliance or scope for improvement 
were identified which may put at risk the 
achievement of objectives in the area 
audited. 

Priority  Number  

Incorrect Council Tax and Business Rates are 
collected due to errors, omissions, or fraud, 
resulting in financial loss and reputational 
damage. 
  

Low 

Priority 1  0  

Priority 2  0  

Priority 3  2  

Total  2  

Assurance Opinion – Housing Benefits Number of Actions  Risks Reviewed  Assessment 

 

A sound system of governance, risk 
management and control exists, with 
internal controls operating effectively 
and being consistently applied to 
support the achievement of objectives 
in the area audited. 

Priority  Number  

Housing benefit and/or council tax reductions 
awards are not paid or recovered correctly or 
in a timely manner, due to errors, omissions, 
or fraud, resulting in financial loss and 
reputational damage. 

Low 

Priority 1  0  

Priority 2  0  

Priority 3  0  

Total  0  

Key Findings  Audit Scope 

   Council Tax and NDR:  As part of the review underway to align services, training/procedure notes are 
due to be reviewed. Consideration should be given to the level of detail required in the notes, as well as 
defining the process for capturing/obtaining information, in order to ensure consistency.  

 
We reviewed the following processes: 

 CTax/NNDR – Collection, discounts, reliefs, and 

exemptions.  

 HB & CTS – Application process, Evidence Verification. 

 Postponed work from 2022-23. 

 
Analysis was performed on the reports requested, in 
conjunction with walkthrough and sample testing to form an 
opinion on the effectiveness of the controls in operation.  
 
Discussions were held, with evidence sought to support 
statements made.   

 
Council Tax and NDR:  The format of the new discount review forms requires review to ensure there is 
not a risk of digital exclusion. 

 

 Council Tax and NDR: Overall, our testing showed that discounts, reliefs, and exemptions are being 
appropriately applied across the board in Council Tax and NDR. Collection rates KPIs are in place and 
reported on regularly with a view to using this data with staff 121s. Process mapping is underway to 
review and align services. 

 

 Housing Benefits: Applications within Housing Benefits are managed properly and are well-controlled. 
Evidence is suitably reviewed and saved within the Open Revenue’s system; this provides sufficient audit 
trail and mitigates the risk of a fraudulent claim. Communication with residents is issued in consistent 
and appropriate formats. 

 

 

 

Audit Objective 
To ensure key financial system controls are operating effectively for Council Tax and Business Rates, Housing Benefits, and Council Tax Support, and that 
opportunities for error, fraud or corruption are minimised. 
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Summary 

Conclusion 
It is clear that a significant amount of progress has been made to ensure that the Revenues and Benefits Service operates as efficiently as possible, and a substantial amount of work has 
been completed, or is underway, to help achieve this.  
The assurance we have given on this audit is specific to the areas we have reviewed. Overall, the Revenues and Benefits service is performing well in the areas recorded within the scope, 
and proactive steps are being taken to ensure positive change occurs. We have reviewed the deferred work from last year’s audit and there are no issues to report.  We have agreed two 
actions to address the findings above. 
 
The following observations and suggestions are made to enhance current processes. 
 
Observations and Suggestions  

 It is unclear whether some non-time sensitive  Council Tax and NDR discounts and exemptions are reviewed in a timely and consistent manner. We have not looked further into 
the review process this year due to scope restrictions and timings. We propose that we will address this in more detail in next year’s audit. 
 

 There was some confusion surrounding the role of the Counter Fraud Enforcement Unit within the wider Revenues and Benefits service, but this was clarified during this audit. 
However, we suggest that Management review the process of handling family and friend’s accounts, and consider whether they wish to implement any additional controls. 

 

 The Housing Benefits team retain a good audit trail of all evidence and communication with residents within the Open Revenues system. But there is limited identifiable features 
on the attachments, which could lead to inefficiencies when reviewing the account. If the system allows, it is suggested that the audit trail could be altered to include identifiable 
features which would make navigating the account more efficient.  
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Contractors – Use of Waivers – Final Report – February 2024 
 

 
 

 

Executive Summary 

 

 

Assurance Opinion Management Actions Organisational Risk Assessment Low 

A sound system of governance, risk 
management and control exists, with 
internal controls operating effectively and 
being consistently applied to support the 
achievement of objectives in the area 
audited. 

Priority 1 0 

Failure to comply with procurement policy leads to increased 
cost of contracts, reduced quality of contractors and an 
increased risk of procurement fraud. 

Priority 2 0 

Priority 3 2 

Total 0 

 

 

Other Relevant Information 
The total number of waivers approved at WODC during the test period reviewed were 3, with a total cost of £264.1K.  The criterion for granting waivers is stated within the Councils 
Contract Rules, which are being complied with. We accept urgent works require waivers to be used, but making better use of the Procurement and Commissioning Group meetings 
should help to reduce the number of waivers being requested. 
 
2 actions have been agreed with Publica to address the findings. 
 
 

Key Conclusions  Audit Scope 

      To ensure the Waiver Register can be updated in a timely manner and to mitigate against any waivers 
being missed, the Contract Waiver Report Templates will be updated to state a copy of all approved 
waivers must be sent to Procurement. 
 
Most of the Officers we spoke to had a good awareness of procurement rules, but said they would 

appreciate refresher training on the use of waivers. The Senior Procurement Business Partner advised 

training will be delivered on the new Procurement Strategy in 2024, and the use of waivers will be 

included.  

A review of the Waiver process was undertaken (November 
2023) and controls were reviewed in the below areas; 
 

 Processes for requesting and approving waivers. 

 Staff awareness. 

 Document retention. 

 Process oversight. 
 
Discussions were held with the Senior Procurement Business 
Partner, and a sample of Officers who had a waiver approved 
during the period reviewed (01/01/2023 – 08/11/2023). 
 
A random sample were selected to ensure waivers followed 
the prescribed process. Waivers that are requested but not 
approved are not recorded. 

 Retained Officers attend the Procurement and Commissioning Group monthly to review the pipeline and 
forward plan and discuss any supply chain and framework updates. 
 
During fieldwork approval evidence was supplied for all waivers in our sample, but 1 approval made via 
email did not name the waiver specifically. To ensure there is a full audit trail that links an Officers 
approval to the correct waiver, it would be useful if waivers are named in the email chain. This has been 
discussed with the service area who have agreed to take appropriate action. 

Audit Objective 
An audit review to assess if requests for waivers from procurement procedures are compliant with the Council’s Financial rules, and procurement policies and 
procedures. It will also seek assurance that they are given proper oversight, documentation is retained and that they are authorised appropriately. 
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OPEN AGREED ACTIONS - 29TH FEBRUARY 2024

AP ID ID Audit Title Issue Title Issue Status Period

Priority 

Score AP Status Timescale

Revised 

Timescale

Revised 

Timescale 2 Follow-Up Assessment

834 769 WODC - Climate Change Strategy - September 

2022

KPI Review and Update Pending 

Remediation

2022/23 3 In Progress 30/09/2023 31/01/2024 30/09/2024 The Carbon Action plan is due to be approved by the Executive 

on 6th March 2024. 

KPIs have been developed and are included.  The Executive 

currently receive a corporate strategy action tracker report 

detailing the status of actions against their plan priorities 

(including climate). The strategy is in development but is not 

likely to be finalised and approved until summer 2024 (Current 

strategy expires 2025).

Timescale Revised

835 770 WODC - Climate Change Strategy - September 

2022

Strategy and Plan Refresh Pending 

Remediation

2022/23 3 In Progress 30/09/2023 31/01/2024 30/09/2024 Carbon Action Plan has been reviewed and updated as per the 

action. The Climate Change Manager advised on a delay with 

the strategy as consultants needed to be appointed to establish 

an accurate baseline. Outputs are not expected until June 2024 

and it will likely be September 2024 before the updated 

strategy is approved (Current strategy expires 2025). 

Timescale Revised

3005 2806 WODC - Property Services - Compliance and 

Health & Safety - March 2023

Asset Management Plan (AMP) Pending 

Remediation

2023/24 1 In Progress 31/03/2024 -- --

2825 2634 WODC - Freedom of Information - 2023/24 Basic training/awareness on Freedom of 

Information requests for Service Areas is not in 

place.

Pending 

Remediation

2023/24 2 In Progress 31/03/2024 -- --

2986 2788 WODC - Property Services - Compliance and 

Health & Safety - March 2023

Central Property Database Accuracy Pending 

Remediation

2023/24 3 In Progress 30/09/2024 -- --

3536 3313 PUB - Use of Waivers - 2023/24 Contract Waiver Report Templates Pending 

Remediation

2023/24 3 In Progress 31/12/2024 -- --

3344 3126 WODC - Revenues and Benefits - Council Tax 

and NDR - July 2023

Council Tax and NDR: Procedure Notes Require 

Review to Ensure Consistency

Pending 

Remediation

2023/24 3 In Progress 31/03/2024 -- --

3345 3127 WODC - Revenues and Benefits - Council Tax 

and NDR - July 2023

Council Tax and NDR: Risk of Digital Exclusion Pending 

Remediation

2023/24 3 In Progress 31/03/2024 -- -- We have received evidence that the form has changed, however 

we were advised that this is not being actioned until after the 

billing period. 

3164 2958 PUB - ICT Business Continuity/Disaster Recovery 

2023/24

Documentation Updates Pending 

Remediation

2023/24 3 In Progress 31/03/2024 -- --

3175 2968 PUB - ICT Business Continuity/Disaster Recovery 

2023/24

ICT and Emergency Planning Formal Engagement 

and Alignment

Pending 

Remediation

2023/24 2 In Progress 31/03/2024 -- --

3102 2900 WODC - Bank Reconciliation - 2023/24 Repeat Suspense Account Entries Pending 

Remediation

2023/24 3 In Progress 31/03/2024 -- --

3514 3293 WODC - Bank Reconciliation - 2023/24 Review of Suspense Account Pending 

Remediation

2023/24 3 In Progress 31/03/2024 -- --

2996 2798 WODC - Property Services - Compliance and 

Health & Safety - March 2023

Risk Assessment (RA) for All Council Owned 

Properties

Pending 

Remediation

2023/24 2 In Progress 30/06/2024 -- --

2983 2785 WODC - Property Services - Compliance and 

Health & Safety - March 2023

Standard Information Pending 

Remediation

2023/24 2 In Progress 30/06/2024 -- --

3537 3314 PUB - Use of Waivers - 2023/24 Use of Waivers Training Pending 

Remediation

2023/24 3 In Progress 31/12/2024 -- --
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Summary of All Internal Audit Agreed Actions 2022/23 – 2023/24 
 

Priority 1 Priority 2 Priority 3

Closed 4 12 12

Pending Remediation 1 4 10

1

4

10

4

12

12

0

5

10

15

20

25

MANAGEMENT ACTION BY PRIORITY

100% (15)

0% () OPEN OVERDUE 
MANAGEMENT ACTIONS

On-Time Overdue

13% (2)

87% (13)

OPEN MANAGEMENT ACTIONS 
WITH REVISED DUE DATES

Revised Not-Revised

35% (15)

65% (28)

MANAGEMENT ACTIONS BY STATUS

Pending Remediation Closed
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2023 

Subject INTERNAL AUDIT PLAN 2024/25  

Wards affected None 

Accountable member Councillor Alaric Smith, Executive Member for Finance  

Email: Alaric.Smith@westoxon.gov.uk 

Accountable officer 

 
Madhu Richards, Chief Finance Officer 

Email: Madhu.Richards@westoxon.gov.uk 

Report author Lucy Cater, Head of Internal Audit. Assistant Director, SWAP Internal 

Audit Services 

Email: Lucy.Cater@swapaudit.co.uk    

Summary/Purpose To present to the Audit and Governance Committee the Internal Audit 

Plan 2024/25 for consideration and approval. 

 

Annexes Annex A – Proposed Internal Audit Plan 2024/25  

 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Approve the proposed Internal Audit Plan 2024/25  

Corporate priorities (Internal Audit supports all Council Corporate Priorities 

 Putting Residents First 

 A Good Quality of Life for All 

 A Better Environment for People and Wildlife 

 Responding to the Climate and Ecological Emergency 

 Working Together for West Oxfordshire  

Key Decision NO 
 

Page 135

Agenda Item 8

mailto:Alaric.Smith@westoxon.gov.uk
mailto:Madhu.Richards@westoxon.gov.uk
mailto:Lucy.Cater@swapaudit.co.uk


 
 
 
 
 

 

 

Unrestricted 

Exempt NO  

Consultees/ 

Consultation  

Not Applicable  

 

 

 

1. BACKGROUND 

Internal Audit Plan  

The primary role of Internal Audit is to provide assurance that the Council’s systems 

provide for a proper administration of its affairs. To this end, Internal Audit carries out a 

programme of audits that is agreed annually with the Council’s Management Team and the 

Audit and Governance Committee.  The Internal Audit service is provided to the Council by 

SWAP Internal Audit Services (SWAP). 

 

In order to satisfy the requirements of the Public Sector Internal Audit Standards (PSIAS) 

and to reflect changes within the Council, SWAP needs to focus upon areas where the 

organisation now requires assurance.  This reinforces the requirement for Internal Audit to 

follow a more flexible and risk-based plan. 

 

The core financial systems delivered to the Council by Publica are covered within the Core 

Financials section of the Audit Plan.  The scope of audits will include both Publica and client-

side activities providing;  

• Assurance to the client (West Oxfordshire District Council) over the controls, and   

system controls, operated by Publica Officers, for each financial module 

• Periodic assurance over the other services provided by Publica. 

• The required support to the External Auditor. 

 

2. MAIN POINTS 

Internal Audit Plan 

A summary of the Proposed Internal Audit Plan for 2024/25 is included in the Annex ‘A’.  

This lists the risk-based assurance and consultancy work planned for the year.  Counter 

fraud related audit work has not been included in this audit plan.   

 

The Plan outlines a programme of work for 2024/25 as developed throughout January and 

February 2024 but due to the pace of change within Local Authorities, it is becoming 

increasingly difficult to accurately predict longer-term key organisational risks. Our 

approach to internal audit planning recognises this through a strategic 12 month rolling plan, 

whereby we have prepared an agile, risk assessed work plan containing key areas of 
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coverage. This approach will ensure we are auditing the right areas, with the correct scope, 

at the right time. 

 

We will revisit and adjust our programme of work on at least a quarterly basis to ensure 

alignment with the changing risk profile of the organisation’s operations, systems and 

controls and with regard to sector risks. The regular input of Senior Management, and the 

Chief Financial Officer and review of the Authority’s risk register will be considered in this 

process. 

 

The audit plan contains an element of contingency in order that the plan can remain flexible 

and respond to new and emerging risks as and when they are identified and may include 

unannounced activity. 

 

3. ALTERNATIVE OPTIONS 

Not Applicable 

4. FINANCIAL IMPLICATIONS 

There are no direct financial implications 

5. LEGAL IMPLICATIONS 

The Council operates an Internal Audit function in line with requirements of the Accounts 

and Audit Regulations 2015. There are no direct legal implications arising from this report  

6. RISK ASSESSMENT 

The weaknesses in the control framework, identified by the Internal Audit activity, 

continues to threaten organisational objectives if recommendations are not implemented. 

There are no significant issues or risks in the attached report.. 

7. EQUALITIES IMPACT 

Not Applicable 

8. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

8.1 Not Applicable  

9. BACKGROUND PAPERS 

9.1 The following documents have been identified by the author of the report in accordance with 

section 100D.5(a) of the Local Government Act 1972 and are listed in accordance with 

section 100 D.1(a) for inspection by members of the public: 

 Internal Audit Reports 
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9.2 These documents will be available for inspection online at www.westoxon.gov.uk or by 

contacting democratic services democratic.services@westoxon.gov.uk for a period of up to 

4 years from the date of the meeting.  

 

(END) 
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Internal Audit Planning 2024/25 
 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

The internal audit plan represents a 
summary of the proposed audit 
coverage that the internal audit team 
will deliver throughout the 2024/25 
financial year. 

 Introduction and Objective of the Audit Plan 

  

 Internal audit provides an independent and objective opinion on the Authority’s risk management, governance, 
and control environment by evaluating its effectiveness.  
 
Prior to the start of each financial year, SWAP, in conjunction with senior management, put together a proposed 
plan of audit work. The objective of our planning process and subsequent plan is to put us in a position to provide 
a well-informed and comprehensive annual audit opinion, based on sufficient and appropriate coverage of key 
business objectives, associated risks, and risk management processes. 
 
The outcomes of each of the audits in our planned programme of work, will provide senior management and 
Members with assurance that the current risks faced by the Authority in these areas are adequately controlled 
and managed. 
 
When reviewing the proposed internal audit plan (as set out in Appendix 1), key questions to consider include:  
 

 Are the areas selected for coverage this coming year appropriate? 
 

 Does the internal audit plan cover the organisation’s key risks as they are recognised by the Senior 
Management Team and Audit and Governance Committee? 

 

 Is sufficient assurance being received within our annual plan to monitor the organisation’s risk profile 
effectively? 
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Internal Audit Planning 2024/25 
 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

The proposed 2024/25 plan 
presented in Appendix 1 provides 
coverage of the Authority’s key 
corporate objectives and risks as well 
as core areas of recommended 
coverage. 

 

Internal audit is only one source of 
assurance and should be considered 
as such.    

 Update to Approach  

  
 Due to the pace of change within Local Authorities, it is becoming increasingly difficult to accurately predict longer-

term key organisational risks. Our approach to internal audit planning recognises this through a strategic 12 month 
rolling plan, whereby we have prepared an agile, risk assessed work plan containing key areas of coverage. This 
approach will ensure we are auditing the right areas, with the correct scope, at the right time. 
 
We will revisit and adjust our programme of work on at least a quarterly basis to ensure alignment with the 
changing risk profile of the organisation’s operations, systems and controls and with regard to sector risks. The 
regular input of Senior Management and review of the Authority’s risk register will be considered in this process. 
Our 2024/25 audit plan will contain an element of contingency in order that the plan can remain flexible and 
respond to new and emerging risks as and when they are identified and may include unannounced activity.  
 
The proposed audit plan at Appendix 1 provides coverage of the Authority’s key corporate objectives and risks, as 
well as our core areas of recommended audit activity. 
 
Internal audit coverage can never be absolute and responsibility for risk management, governance and internal 
control arrangements will always remain fully with management. Internal audit cannot provide complete 
assurance over any area, and equally cannot provide any guarantee against material errors, loss or fraud.  
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Internal Audit Planning 2024/25 
 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

Our documented risk assessment 
helps to ensure that sufficient and 
appropriate areas are identified for 
consideration in our internal audit 
programme of work. 
 
As above, it is the responsibility of the 
Authority’s Senior Leadership Team, 
and the Audit and Governance 
Committee to ensure that, with 
consideration of our risk assessment, 
the overall programme of work 
throughout the year contains 
sufficient and appropriate coverage. 

 Internal Audit Risk Assessment (updated) 

  
 Our 2024/25 internal audit programme of work is based on a documented risk assessment, which SWAP will re-

visit regularly, but at least annually. The input of senior management as well as review of the Authority’s risk 
register has been considered in this process.  
 

Below we have set out a summary of the outcomes of the risk assessment for West Oxfordshire District Council 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Risk 
Assessment

Risk Management 
Financial Management 
Corporate Governance 
Performance Management 
Cyber Security  
Information Management 
Procurement and / or Contract Management 

Local Issues Regional Issues 

National Issues Core Areas of 
Recommended Coverage 

Financial Sustainability & Use of Reserves   
Robustness of Medium-Term Financial Plans 
Emergency Planning & Business Continuity 
Commissioning & Contract Management 
Effective Recruitment & Retention of Staff 
Organisational Culture 

  Health & Safety (including office adaptations, 
remote working and well-being of staff) 

  Homelessness  
     

                     
Climate Change 

Alternative Delivery Models to Deliver Services 

Supply Chain Management & Supplier Resilience 

Ongoing GDPR Compliance 
Continuing response World Events  
 

Transition of some Publica services back to the 
Council 
Climate Change 
Income Targets 
Corporate Health, Safety and Wellbeing 
Funding Gaps 
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Proposed Internal Audit Plan 2024/25                                                                                                             APPENDIX 1 

 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

It should be noted that the audit titles and high-level scopes included below are only indicative at this stage for planning our resources.  At the start of each audit, an 
initial discussion will be held to agree the specific Terms of Engagement for the piece of work, which includes the objective and scope for the review. 
 

Core Audit Areas – Areas of Coverage and Brief Scope Directorate 

Core Financials – Publica Controls and Transactional Testing 
A review of the controls operating within Publica in respect of the Core Financial systems: 

• Accounts Payable (Creditors)  
• Accounts Receivable (Debtors) 
• Treasury Management  

 Bank Reconciliation 
• Main Accounting – Assessment of Compliance with CIPFA Financial Management Code 
• Procurement – suggested area to be agreed with BM based on highest risk to organisations 

- Review to ensure procurement of new contracts is in accordance with the updated, and approved, strategy 
- Assessment of Compliance with Commercial Continuous Improvement Assessment Framework 

Business Services 
 
 

Human Resources 

 Payroll – suggested area to be agreed with BM based on highest risk to organisations. 

 Human Resources – suggested area to be agreed with BM based on highest risk to organisations.  
- Input into Business World – Officer Output – Monitoring of Employee Output  

Organisational Effectiveness 

Revenues and Benefits 
A review of the controls operating in respect of: 

 Council Tax 

 National Non-Domestic Rates 

 Housing Benefit and Council Tax Support 
Scope to be confirmed 

Residents’ Services 

ICT Audits 
Audits to be discussed and confirmed with the Chief Technology Officer and ICT Audit and Compliance Manager 

Business Services 

Regulatory Services 
A review of either Licensing / Building Control / Environmental Health – suggested area to be reviewed is Licensing. 
A review of an element of Planning e.g. application processing, appeals, income allocation.  
Area and scope to be confirmed  
 
 

Residents’ Services 
 

Planning and Sustainability 

P
age 143



Proposed Internal Audit Plan 2024/25                                                                                                              
 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

Proposed Audit Areas – Areas of Coverage and Brief Scope Responsible Officer 

Business Grant Post Payment  
Head of IA working with CFEU Manager re. recovery of overpayment of grants, Bad Debt information to BEIS 

 

Counter Fraud and Enforcement Unit 
Review to include processes operated by CFEU, access to data, reporting and governance 

 

Emergency Planning 
Review to ensure new processes are effective 

Organisational Effectiveness 
Risk Management 
Escalating Operational / Strategic Risks 
Review to assess how high scoring operational / strategic risks are included on the Council’s Corporate Risk Register, 
to ensure Statutory Officers are aware of any potential risks to the Council and can suggest measures for mitigation 

Planning Performance Agreements 
Review control and transparency of Planning Performance Agreements 

Planning and Sustainability 
 

Climate Change  
Follow-Up of 2023/24 audit and assessment of the Councils’ commitment to Carbon Reduction targets / Climate 
Emergency 

Carbon Reduction 
Review to assess how carbon data is measured ensuring the Council continues to meet its commitment to carbon 
reduction. 

Biodiversity – Compliance for Councils 
Review to ensure the Council is meeting its obligations in respect of Biodiversity Legislation . Biodiversity Net Gain 

Environment Legislation 
Review to ensure procedure / systems have been updated to ensure compliance with Environment Act 

Members Allowances 
Treatment of VAT and appropriateness of Claims 

Commercial Development 

Public Meetings 
Policy / Procedure / Training / Safeguarding / Constitution updated re webcasting  
 

Performance Management 
Health check of Performance Data, review of data quality, validity etc to include Planning Service Data 
Reporting of Programmes and Projects 
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SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

Household Support Grants 
Ensure payments made from Government Funding have been allocated / spent in accordance with guidance 
(Foodbank / Baby Account) 

Communities Leisure and Culture Facilities 
Review to determine how the Council ensures the leisure service provider(s) are adhering to statutory Health and 
Safety regulations. Review to include the examination of tests such as fixed wire testing, fire alarm systems and 
emergency lighting tests. 

Property and Estates (Compliance and Health and Safety) 
Follow-Up of 2023/24 Audits  

Property and Regeneration 

Taxi Licensing Safeguarding 
Follow-Up of 2023/24 Audit 

Residents’ Services 

Procurement Cards 
Follow-Up of 2022/23 audit and to assess adherence to new policy / scheme 

Business Services 

Preparedness for the switch from Analogue to Digital in 2025 
Ensure preparedness of the Council for services the switch from analogue to digital will affect e.g. lifeline / careline 
service,  lift telephones, fax machines etc 

Business Services 

Digital Discrimination 
Ensure all channels of communication are made available (for all services / consultations) to customers and 
stakeholders 

All 

Publica Transition Programme 
Time allocated to support the Publica Transition Programme and Workstreams 

 

Programmes and Projects 
Time allocated to support Programmes and Projects – service areas may include Leisure and Waste 

 

  

Proposed audits will be considered, during the year, and discussed with Business Managers, Assistant Directors, 
CFOs and / or CEOs to confirm scope, timing and if it remains appropriate to undertake the audit. Liaison meetings 
will also identify any further areas (not included above) that would benefit from an Internal Audit Review. The 
Audit Plan will be updated, and agreed with CFOs as necessary 

 

  

Further requested assurance / advisory / support work  

  

  

P
age 145



Proposed Internal Audit Plan 2024/25                                                                                                              
 

 

SWAP work is completed to comply with the International Professional Practices Framework of the Institute of Internal Auditors.  

 

 
 
 
 

Other Audit Involvement  

Management 
Preparation of IA Monitoring Reports and preparation and attendance at Audit and Governance Committee. Annual 
Audit Planning. Attendance at Governance and Risk Groups. High level programme monitoring. Liaison meetings with 
CFOs and Management Teams. IA Team Liaison Meetings with Business Managers. 
Follow-Up Audits 
Follow-Up of Previous Year’s Agreed Actions  
Follow-Up audit of all High Priority Agreed Actions 
Programmes and Projects 
IA support to programmes and projects as appropriate (to include Environmental Services Improvement Programme 
ESIP) 
Specialist Groups 
IA attendance at specialist groups e.g. Health and Safety Working Group, Procurement and Commissioning 
Grant Certification 
Review (income and expenditure) and certification of Grants received by the Council ensuring funding requirements 
have been met (to include Disabled Facilities Grants) 
Working with the Counter Fraud and Enforcement Unit 
Provision to ensure collaborative working with the CFEU and to ensure control weaknesses, identified during CFEU 
activity, are being actioned. Regular liaison meetings 
Contingency 
Provision for new work based on emerging risks and Investigations. 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject COUNTER FRAUD AND ENFORCEMENT UNIT REPORT 

Wards affected All indirectly 

Accountable member Councillor Andy Graham, Leader of the Council 

Email: Andy.Graham@westoxon.gov.uk  

Accountable officer 

 
Madhu Richards, Director of Finance 

Email: Madhu.Richards@westoxon.gov.uk  

Report author Emma Cathcart, Head of Service, Counter Fraud and Enforcement Unit 

Email: Emma.Cathcart@cotswold.gov.uk  

Summary/Purpose 
To provide the Committee with assurance over the counter fraud 

activities of the Council.  Direct updates will continue to be provided 

biannually. 

Work plans are presented to the Committee detailing progress and 
results for consideration and comment as the body charged with 

governance in this area. 

The report also provides the annual update in relation to the Regulation 

of Investigatory Powers Act 2000 (RIPA), the Investigatory Powers Act 

2016 (IPA) and the Council’s existing authorisation arrangements. 

Annexes Annex A – Work Plan 2023/2024 

Recommendation(s) That Audit and Governance Committee: 

1. Considers the report and work plan at Annex A. 

Corporate priorities ● Working Together for West Oxfordshire  

Key Decision NO 

Exempt NO 
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Consultees/ 

Consultation  
Work plans are agreed and reviewed regularly with the Director of 

Finance.   

Any Policies drafted or revised by the Counter Fraud and Enforcement 

Unit have been reviewed by Legal Services and have been issued to the 

relevant Senior Officers, Governance Group and Corporate Management 

for comment. 
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1. BACKGROUND 

1.1 In administering its responsibilities, the Council has a duty to prevent fraud and corruption, 

whether it is attempted by someone outside or within the Council such as another 

organisation, a resident, an employee or a Councillor. 

1.2 The Council is committed to an effective counter fraud and corruption culture, by promoting 

high ethical standards and encouraging the prevention and detection of fraudulent activities, 

thus supporting corporate priorities and community plans. 

1.3 The Audit and Governance Committee oversees the Council’s counter fraud arrangements, 

and it is therefore appropriate for the Committee to be updated in relation to counter fraud 

activity.  

1.4 Work plans have been agreed with the Director of Finance and the Council’s Management.  

The Audit and Governance Committee, as the body charged with governance in this area, is 

presented with a copy of the work plan for information. 

1.5 Attached at Annex A is a copy of the work plan for 2023/24. 

1.6 The work plan for 2024/25 is being finalised but will include a focus on fraud risk mitigation 

regarding grant schemes and polygamous working as high-risk areas.  This work will include 

both prevention and detection activities. 

2. MAIN POINTS  

2.1 Counter Fraud and Enforcement Unit Update 

2.2 The CFEU Head of Service forms part of the core Multi-Agency Approach to Fraud (MAAF) 

group.  The core group consists of attendees from Gloucestershire Constabulary Economic 

Crime Team, Trading Standards, Victim Support, NHS and colleagues from Gloucester City 

and County Councils.  The MAAF has been set up to discuss fraud trends, victim care and 

communication of fraud scams across Gloucestershire.  Through collaborative working the 

main purpose is to raise awareness to minimise and disrupt fraud.  The CFEU Head of Service 

has also joined the Thames Valley MAAF Group, representing West Oxfordshire District 

Council.     

2.3 It has been agreed that the Gloucestershire MAAF will have a dedicated webpage.  This would 

be serviced through the ICT team at Tewkesbury Borough Council, funding has been 

requested from the Office of the Police and Crime Commissioner to support this.  The 

website is an opportunity to put in place a communication medium that will be accessible to 

residents and staff in the county and beyond.  This dedicated webpage will enable the group 

to shape fraud related messaging and offer guidance, advice on fraud and signpost people to 

the support that is available.  The site will enable the group to educate our communities on 

the changing threat and to provide success stories and testimonials in order to reduce the 

stigma and increase reporting.  West Oxfordshire residents will continue to benefit from any 

communications regarding prevention and awareness.    
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2.4 In relation to the Business Grant Schemes, as previously reported, the focus now relates to 

debt; recovery, reconciliation and transfer to the Department for Business and Trade (DBT).  

This work continues with an extended deadline of 31 December 2024. 

2.5 In response to the severe flooding events between 2 and 8 January 2024 caused by Storm 

Henk, a number of grant schemes were activated.  The CFEU have been working with 

residents and businesses effected to allow claims for the following: 

 Community Recovery Grants – £500 per household,  

 Business Recovery Grants – £2,500 per business, 

 Council Tax Discounts – 100% discount for a minimum of three months and  

 Business Rate Reliefs – 100% relief for a minimum of three months.  

2.6 The team also assisted with the verification of applications for the Community Activity Grant, 

overseen by the Shared Healthy Communities Team, to assist voluntary organisations with 

post covid recovery activities.  More recently the team have assisted with the verification of 

the Small Business Grant applications, part of the Shared Prosperity Fund workstream 

overseen by the Economic Development Team. 

2.7 All Local Authorities participate in the Cabinet Office’s National Fraud Initiative, which is a 

data matching exercise to help prevent and detect fraud nationwide.  The use of data by the 

Cabinet Office in a data matching exercise is carried out with statutory authority under Part 

6 of the Local Audit and Accountability Act 2014.  It does not require the consent of the 

individuals concerned under Data Protection Legislation.      

 As previously reported, earlier in the financial year, matches relating to the 2021/22 

data sets resulted in increased Council Tax revenue of £84,173 and 50 Civil Penalties, 

totalling £3,500, being applied. 

 In relation to the 2022/23 data sets, the team received 1,208 matches, all have been 

reviewed: 

 788 matches related to single person discount anomalies.  136 enquiries were made 

to residents and 42 discrepancies have been referred to the Revenues Team; results 

are pending. 

 16 matches related to internal data anomalies.  1 conflict of interest / declaration 

matter was referred to the Business Manager Business Continuity, Governance and 

Risk. 

 213 matches related to housing waiting list anomalies.  63 recommendations have been 

issued to the Housing Team; results are pending. 

 191 matches related to Council Tax Reduction Scheme and Housing Benefit 

discrepancies.  10 cases are under investigation and 21 cases have been referred to 

the Department for Work and Pensions. 

2.8 In addition to the work carried out under the annual work plan attached at Annex A, as a 

dedicated investigatory support service, the CFEU undertakes a wide range of enforcement 

and investigation work according to the requirements of each Council.  This includes criminal 

investigation and prosecution support for enforcement teams, investigations into 

staff/member fraud and corruption, or tenancy and housing fraud investigation work.   
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2.9 2023/24 (to 29 February 2024): 

 The team received 88 referrals from across the Council and closed 89 cases.  This 

excludes any Council Tax Reduction Scheme referrals. 

 The CFEU supports Enforcement Teams across the Council: 

o Work undertaken with the ERS Team in relation to environmental crime 

resulted in a Fixed Penalty Notice being issued totalling £200, and a further 

successful prosecution.  An individual pleaded guilty in relation to the breach 

of a noise abatement notice.  The case was sentenced at the same time as a 

Crown Prosecution Service matter involving the individual who had been 

convicted of anti-social behaviour offences - use of a bladed article and criminal 

damage.  The individual received a 4-month custodial sentence suspended for 

18 months, he was ordered to pay £300 costs and £480 compensation.  In 

addition, he received a 1 year Restraining Order and a 2 year Serious Violence 

Reduction Order. 

o Work undertaken with the Revenues Team resulted in the removal of an 

incorrect Council Tax discount.  Increased Council Tax revenue totalling £590 

was raised and a Civil Penalty of £70 applied. 

 The CFEU undertakes the investigation of alleged fraud and abuse in relation to the 

Council Tax Reduction Scheme (Council Tax Support) and acts as the single point of 

contact for Department for Work and Pensions (DWP) Housing Benefit 

investigations.  67 referrals were received and 49 cases were closed.  Increased 

Council Tax revenue of £2,097 has been raised.  1 Civil Penalty totalling £70 has been 

issued. 

 The CFEU successfully prosecuted an individual for fraud.  An individual pleaded guilty 

to fraudulently claiming a Test and Trace grant.  He was fined £80 and ordered to pay 

£1,000 costs and £500 compensation, being the falsely claimed grant. 

2.10 Between 1 April 2023 and 29 February 2024, the team received 5 referrals relating to 

disciplinary matters.  3 cases have been closed; results are as follows: 

 1 case relating to falsifying of timesheets – referral was declined. 

 2 cases relating to polygamous working – 1 individual was dismissed for gross 

misconduct and 1 individual resigned whilst under investigation. 

 In addition the team were asked to investigate a grievance, this matter is also 

concluded. 

2.11 Regulation of Investigatory Powers Act 2000 (RIPA) / Investigatory Powers Act 2016 (IPA) 

2.12 The Council’s policies are based on the legislative requirements of these Acts and supporting 

guidance relating to directed surveillance and the acquisition of communications data.   

2.13 The Polices were reviewed and presented to the Audit and Governance (General Purposes) 

Committee in November 2019; these were adopted by Cabinet in December 2019.  The Use 
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of the Internet and Social Media in Investigations and Enforcement Policy, presented to Audit 

and Governance (General Purposes) Committee in September 2021 and adopted by Cabinet 

in November 2021.     

2.14 The Policies were to be reviewed within the CFEU work plan this year and this was 

undertaken by the Investigatory Powers Commissioner’s Office (IPCO).  The Policies were 

fully endorsed with a request to remove any reference to the OSC Procedures and Guidance 

document as it has been removed from circulation.  This has been done.  It is not therefore 

proposed that the Policies will be presented to Members for approval following the review, 

but copies can be found on the Council’s website.  There have been no subsequent 

amendments to date. 

2.15 The Council must have a Senior Responsible Officer and Authorising Officers to approve any 

applications for surveillance or the use of a Covert Human Intelligence Source, before the 

Court is approached.  The Senior Responsible Officer is the Chief Executive, Giles Hughes 

and the Authorising Officers are the Director of Finance, Madhu Richards and the Interim 

Head of Legal Services, Helen Blundell. 

2.16 All applications for communications data are made online via the National Anti-Fraud 

Network (NAFN) which acts as the single point of contact for Councils.  There is a 

requirement for the Council to nominate a Designated Senior Officer who will confirm to 

NAFN that the Council is aware of any request and approves its submission.  This role is 

undertaken by the Counter Fraud and Enforcement Unit. 

2.17 The Investigatory Powers Commissioner’s Office and the Office for Communications Data 

Authorisations are the overseeing bodies of this activity.  The two organisations are merging 

to improve efficiency whilst protecting the independent decision making of each.  The merged 

organisation will remain under the name IPCO. 

2.18 The Investigatory Powers (Amendment) Bill looks to make changes to the IPA following a 

review of the original Act in light of technological changes and evolving threats.  A summary 

of any changes that impact the Council’s activities will be provided as the matter progresses.  

2.19 In May 2023, the Council was notified of its usual three-yearly inspection by IPCO, regarding 

its compliance with the legislation.  The last inspection took place in August 2020.  The 

inspection was completed by the CFEU remotely and the report confirmed full compliance.  

The next inspection is due in 2026.   

2.20 The CFEU has developed a summary and guidance document for all enforcement staff, this 

will be issued with a reminder to book refresher training with the CFEU.  A copy will be 

issued to all Members for information and reference.   

2.21 There have been no RIPA applications made by the Council during 2023/24 and no applications 

were made for communications data.  There has been one Non-RIPA application made during 

2023/24 concerning overt activity. 

2.22 The Council takes responsibility for ensuring its procedures relating to surveillance and the 

acquisition of communications data are continuously improved and all activity is recorded. 
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3. ALTERNATIVE OPTIONS 

3.1 The CFEU is working with all Gloucestershire Local Authorities, West Oxfordshire District 

Council and other public sector bodies such as housing associations. 

3.2 The Service is a shared one across the County and, as such, overheads and management costs 

are also shared equally meaning there is increased value for money.  

4. FINANCIAL IMPLICATIONS 

4.1 The report details financial savings generated by the Counter Fraud and Enforcement Unit.  

5. LEGAL IMPLICATIONS 

5.1 In general terms, the existence and application of an effective fraud risk management regime 

assists the Council in effective financial governance which is less susceptible to legal challenge.  

The Authority is also required to ensure that it complies with the Regulation of Investigatory 

Powers Act 2000, the Investigatory Powers Act 2016 and any other relevant/statutory 

legislation regarding investigations.  Any authorisations for directed/covert surveillance or the 

acquisition of communications data undertaken should be recorded appropriately in the 

Central Register.   

6. RISK ASSESSMENT 

6.1 The Council is required to proactively tackle fraudulent activity in relation to the abuse of 

public funds.  

6.2 Failure to undertake such activity would accordingly not be compliant and expose the 

authority to greater risk of fraud and/or corruption.   

6.3 If the Council does not have effective counter fraud and corruption controls, it risks both 

assets and reputation.  

6.4 The RIPA and IPA Policies demonstrate the Council’s consideration of necessity, 

proportionality and public interest when deciding on surveillance activity or the decision to 

obtain personal communication data.  The application of the Policies and Procedures, to 

govern surveillance and the obtaining of personal communications data, minimises the risk 

that an individual’s human rights will be breached.  Furthermore, it protects the Council from 

allegations of the same. 

7. EQUALITIES IMPACT 

7.1 The promotion of effective counter fraud controls and a zero tolerance approach to internal 

misconduct promotes a positive work environment. 

7.2 The CFEU seeks to ensure that public authorities’ actions are consistent with the Human 

Rights Act 1998 (HRA).  It balances safeguarding the rights of the individual against the needs 

of society as a whole to be protected from crime and other public safety risks. 

8. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

8.1 Not applicable. 
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9. BACKGROUND PAPERS 

9.1 None. 

 

(END) 
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West Oxfordshire District Council Work Plan 2023/2024             Appendix 1 

RIPA = Regulation of Investigatory Powers Act 2000 
IPA = Investigatory Powers Act 2016 
CPIA = Criminal Procedure and Investigations Act 1996 
PACE = Police and Criminal Evidence Act 1984 

Area of Work Task Detail 

Bribery and Corruption Assessment Template Review   

Governance 
Delivery of two reports for Audit and Governance 
Committee 

March / September 

Governance 
Fighting Fraud & Corruption Locally - Checklist 
Compliance 

Draft Completed, to be presented to Governance 
Group 

Governance 
Government Functional Standard 013: Counter Fraud 
- Compliance  

Draft Completed, to be presented to Governance 
Group 

Governance Fraud Risk Strategy / Response Plan 
Presented to Audit and Governance Committee 

November 2022 - next review 2025/2026 

Governance Development of Service Specific Fraud Risk Registers 
Revenues, Benefits, HR and Procurement 

commenced 

Policy Counter Fraud and Anti-Corruption Policy 
Reviewed and Approved by Audit and Governance 
Committee November 2022 / Cabinet December 

2022 - next review 2025/2026 

Policy Corporate Enforcement Policy  
Approved by Cabinet April 2019 - next review 

2023/2024 (review and consultation commenced) 

Policy CTAX, CTRS & HB Penalty and Prosecution Policy 
Reviewed and Approved by Audit and Governance 
Committee September 2023 / Cabinet November 

2023 – next review 2026/2027 

Policy Proceeds of Crime & Anti-Money Laundering Policy 
Reviewed and Approved by Audit and General 
Purposes Committee June 2021 - next review 

2024/2025 

Policy Whistle-Blowing Policy 
Reviewed and Approved by Audit and Governance 
Committee April 2022 / Cabinet May 2022 - next 

review 2025/2026 

Policy RIPA (Surveillance & CHIS) 

Reviewed and Approved by Audit and General 
Purposes Committee November 2019 / Cabinet 

December 2019 - reviewed 2023/2024 / next review 
2026/2027 
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West Oxfordshire District Council Work Plan 2023/2024             Appendix 1 

RIPA = Regulation of Investigatory Powers Act 2000 
IPA = Investigatory Powers Act 2016 
CPIA = Criminal Procedure and Investigations Act 1996 
PACE = Police and Criminal Evidence Act 1984 

Area of Work Task Detail 

Policy IPA (Acquisition of Communications Data) 

Reviewed and Approved by Audit and General 
Purposes Committee November 2019 / Cabinet 

December 2019 - reviewed 2023/2024 / next review 
2026/2027 

Policy 
Use of the Internet and Social Media in Investigations 
and Enforcement 

Reviewed and Approved by Audit and General 
Purposes Committee September 2021 / Cabinet 

November 2021 – reviewed 2023/2024 / next review 
2026/2027 

Procedure 
Development and roll out of Proceeds of Crime and 
Anti-Money Laundering Procedure 

  

Procedure 
Development and roll out of Use of the Internet and 
Social Media in Investigations and Enforcement 
Procedure 

Complete – March 

Serious and Organised Crime Checklist / Risks To be included within the Fraud Risk Registers 

Serious and Organised Crime Proactive Fraud Drive - transient / cash businesses   

Statutory / Regulatory Collation and Publication of Fraud Transparency Data Complete – May 

Statutory / Regulatory 
RIPA / IPA - Annual Report to Members / Advisory / 
Inspection SPoC  

Annual updates completed March.  Inspection 
complete, next inspection 2026 

Strategy : Detection Housing Waiting List review 2024/2025 

Strategy : Detection 
National Fraud Initiative Match Reviews - Revenues / 
Benefits / Housing  

2021/2022 – 1045 CTAX matches reviewed / 116 
accounts updated / CTAX £84,173 / 50 Penalties 

£3,500  
2022/2023 - 1208 matches received & reviewed / 63 
housing & 21 DWP discrepancies issued / 136 CTAX 

letters to residents / 42 discrepancies referred to 
Revenues 
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West Oxfordshire District Council Work Plan 2023/2024             Appendix 1 

RIPA = Regulation of Investigatory Powers Act 2000 
IPA = Investigatory Powers Act 2016 
CPIA = Criminal Procedure and Investigations Act 1996 
PACE = Police and Criminal Evidence Act 1984 

Area of Work Task Detail 

Strategy : Detection National Fraud Initiative Match Reviews – Payroll 
2022/2023 - 16 matches reviewed / 1 conflict of 

interest discrepancy identified 

Strategy : Detection 
Procurement Proactive Fraud Drive - Small Supplier 
Payment Review 

Commenced 

Strategy : Detection 
Business Rates Review Self Catering Accommodation 
- Assurance and Enforcement Activities 

Pending guidance / regulations 

Strategy : Detection SMI Review (sample 20) Commenced 

Strategy : Detection 
Business Grants - Assurance and Enforcement 
Activities 

Debt recovery and transfer 

Strategy : Detection 
Community Activity Grants - Assurance and 
Enforcement Activities 

Complete – 27 applications verified 

Strategy : Detection 
Small Business Grants (Shared Prosperity Fund) - 
Assurance and Enforcement Activities 

Complete – 36 applications verified 

Strategy : Detection Council Tax Reduction Scheme Proactive Fraud Drive 
Amnesty to be implemented before fraud drive 

activities 2024/2025 

Strategy : Detection 
Business Rates Proactive Fraud Drive - Small 
Business Rates Relief 

2024/2025  

Strategy : Detection Homelessness Rent Deposit Scheme Review No longer required – team undertook internal review 

Strategy : Detection CTRS Support Fund Review SWAP to undertake review 

Strategy : Detection Household Support Fund Review SWAP to undertake review 

Strategy : Detection Aged Debt Review  
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West Oxfordshire District Council Work Plan 2023/2024             Appendix 1 

RIPA = Regulation of Investigatory Powers Act 2000 
IPA = Investigatory Powers Act 2016 
CPIA = Criminal Procedure and Investigations Act 1996 
PACE = Police and Criminal Evidence Act 1984 

Area of Work Task Detail 

Strategy : Prevention Development of Fraud Awareness Literature (staff) Complete - issued to staff / on intranet page 

Strategy : Prevention Development of Right to Buy Debt Recovery Process   

Strategy : Prevention 
Training Members / Staff - Fraud Awareness / RIPA & 
IPA / Criminal Enforcment CPIA, PACE, Disclosure 
Training, Money Laundering 

 

Strategy : Prevention MAAF Support / Work Streams  Staff awareness session 13 September 2023 

Strategy : Prevention 
Private Rental Sector Minimum Energy Efficiency 
Standard (MEES) Compliance and Enforcement 

Project ended by Central Government 
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WEST OXFORDSHIRE DISTRICT COUNCIL 
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AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 
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Summary/Purpose The report brings to members the current version of the Strategic Risk 

Register for information and assurance that risks to the Council are being 

managed and appropriate actions are being taken to mitigate risk. 

Annexes Annex A – Strategic Risk Register 

 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the Strategic Risk Register. 
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Exempt No 

Consultees/ 

Consultation  

N/A 

 

  

 

 

Page 159

Agenda Item 10

mailto:andy.graham@westoxon.gov.uk


 
 
 
 
 

1. BACKGROUND 

1.1 The strategic risk register is presented to the Audit and Governance Committee to provide 

assurance that risks to the Council are being managed and appropriate actions are being taken 

to mitigate risk. 

1.2 Presentation of the risk register also provides an opportunity for members of the Audit 

Committee to raise questions and highlight any risks which they feel should be referenced 

and mitigated.  

2. RISK REGISTER 

2.1 All updates to the commentary since the November Audit and Governance Committee are 

shown in red, along with a direction of travel column, which shows if the risk has either 

increased / red (got worse), decreased / green (reduced in risk) or stayed the same since 

the last time it was reported to Audit Committee. 

 

2.2 There have been no changes to the direction of travel since the last report. 

 

2.3 Below is a summary of some of the key changes / updates: 

 

IR3 Health & Safety. Accidents and incidents remain low with positive health and safety 

controls in place. 

 

IR5 Shareholder Review of Publica: Significant work is being undertaken to progress the 

recommendations in the Human Engine report. This includes a further report undertaken by 

Local Partnerships, appointment of an Interim Programme Director and establishment of 

Governance Arrangements for the transition. 

 

ER4 Refugees / Asylum Seekers. A new risk has been added for refugees and asylum seekers 

for Government decision to close Asylum seeker hotels, however, the current mitigations in 

place mean that the risk is low. 

 

SR1 Major Civil Emergency. Significant work has been undertaken to develop locality-based 

response and rest centre teams. These are now in place, and refresher training is now 

underway for all employees who will play a part in responding to a civil emergency. 

3. FINANCIAL IMPLICATIONS 

3.1 There are no direct financial implications arising from this report. 

4. LEGAL IMPLICATIONS 
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4.1 There are no direct legal implications arising from this report. 

5. RISK ASSESSMENT 

5.1 This report relates to the Council’s management of risk and identifies the current strategic 

risks, as such no separate risk assessment has been completed.  

6. EQUALITIES IMPACT 

6.1 An equalities impact assessment is not required for this report. 

7. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

7.1 There are no climate or ecological emergency implications arising directly from this report. 

8. BACKGROUND PAPERS 

8.1 The following documents have been identified by the author of the report in accordance with 

section 100D.5(a) of the Local Government Act 1972 and are listed in accordance with 

section 100 D.1(a) for inspection by members of the public:  

 

 Previous version of the West Oxfordshire District Council Strategic Risk Register 

presented to the Audit and Governance Committee on 23 November 2023. 

 

8.2 These documents will be available for inspection online at www.westoxon.gov.uk or by 

contacting democratic services democratic.services@westoxon.gov.uk for a period of up to 

4 years from the date of the meeting. 
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Appendix A

ID Risk Title Description of risk / opportunity / Impact Corporate Objective Date raised Risk Owner
Responsible 

Officer

Im
pa

ct
 c

at
eg

or
y

Li
ke

lih
oo

d 
ca

te
go

ry

Sc
or

e

Existing Control, Mitigation or Contingency

Im
pa

ct
 c

at
eg

or
y

Li
ke

lih
oo

d 
ca

te
go

ry

Sc
or

e

Im
pa

ct
 c

at
eg

or
y

Li
ke

lih
oo

d 
ca

te
go

ry

Sc
or

e

Follow on Action (if required) Target delivery date
Risk Acceptance 

Level
Update comments

IR1 Financial Stability of WODC

There is a risk that the Council's finances become unsustainable. The 
future funding available to the Council remains extremely uncertain and 
the Council is particularly exposed to pending changes to retained 
business rate growth and new homes bonus income. Commercial income 
streams are also subject to some volatility. There are also significanty cost 
pressures as a result of inflation. The Council’s General Fund Balance is 
currently healthy but will fall below minimum levels without further 
action, as set out in the Medium Term Financial Strategy (MTFS).

Working Together for 
West Oxfordshire

1/5/2023
Finance Director 

S151

Ex
tr

em
e

Pr
ob

ab
le

20

General Fund Reserves are currently healthy. 23/24 
Budget updated to include known cost pressures. 

 Budget monitoring in place throughout the year. Budget 
setting for 24/25 to identify additional opportunities 

and pressures. A Transformation Group has been 
established to drive further efficiencies forward.

M
aj

or

Pr
ob

ab
le

16

M
aj

or

Pr
ob

ab
le

16 0

Continued in year budget monitoring and 
reporting. The 24/25 Budget to be collated 

and an updated MTFS to be reviewed by 
Executive and Council. Review of earmarked 
reserves. Further consideration of options - 

particularly in areas of Waste, Leisure, 
Homelessness and Asset Management with 

a view to bridging the financial gap 
identifies within the MTFS. In addition, 

more member training to be considered to 
increase profile of budgetary challenges.

Ongoing Risk Reduction Open 

IR2 GDPR / Information Management

If the council is not compliant with the General Data Protection and does 
not have robust processes in place for Information Management then 

there is a risk of financial penalties, reputational damage and impact on 
resources

Working Together for 
West Oxfordshire

1/5/2013
AD Business 

Services (PM) M
aj

or

Pr
ob

ab
le

16

Policies and procedures in place for Data Protection 
Compliance

Data Protection Officer and team in place.
ICT systems compliant with Data Protection with PSN 

accreditation / cyber essentials
Mandatory training for all staffData Protection

Privacy notices in place.
Data sharing agreements in place

Data breach processes in place

M
aj

or

Po
ss

ib
le

12

M
aj

or

Po
ss

ib
le

12 0

 
All emails received from at risk location are 

quarantined and inspected by ICT staff 
before being released.

See also risk P5 on cyber security.
Currently rolling out new training 

programme for staff on data protection 
and cyber awareness.

PSN accreditation achieved in June. Data 
Protection awareness currently being rolled 

out 

Ongoing Risk Reduction Open 

IR3 Health & Safety

If the council and its contractors / partners are not compliant with the 
Health & Safety at Work Act, it is at risk of a serious Health & Safety 

incident / accident leading to financial penalties, reputational damage and 
risk to services. 

Working Together for 
West Oxfordshire

30/8/2023
AD Business 

Services (PM) M
aj

or

Po
ss

ib
le

12

Health & Safety business partner in place to monitor 
compliance for Publica, with H&S Board and audit / 

inspection process. New H&S policy in place for Publica. 
Ubico have specialist H&S Officers and hold ISO45001, 

the highest level of H&S compliance.
Services delivered by Council and Publica are low risk, 

highest risk is services contracted to Ubico where H&S is 
paramount.

M
aj

or

Re
m

ot
e

8

M
aj

or

Re
m

ot
e

8 0

Health & Safety Board in place to monitor 
compliance and report back to the 

Shareholder.
Accidents and incidents remain low. 

Ongoing service area H&S internal audits 
being undertaken to ensure compliance

Ongoing Risk Sharing Open 

IR4 Legislative Compliance
If the Council and its contractors / partners is not compliant with relevant 

legislation, it is at risk of not meeting its statutory duty, reputational 
damage and financial impact

Working Together for 
West Oxfordshire

30/8/2023 Monitoring Officer
M

od
er

at
e

Po
ss

ib
le

9

Individual ADs and BMs responsible for Legal 
compliance within their respective areas with an annual 

declaration in place to monitor compliance.
Audit process in place to check compliance.

Service areas receive updates on legislation for their 
service areas.

Review of legal services being completed.

M
in

or

Po
ss

ib
le

6

M
in

or

Po
ss

ib
le

6 0

Work ongoing to ensure we remain 
compliant with current legislation and 

future legislation.
Ongoing Risk Reduction Open 

IR5 Shareholder Review of Publica

The review of Publica by Human Engine commissioned by the four 
shareholder Councils has been published at Cabinet with a 

recommendation to in-source the majority of services. This is subject to a 
detailed transition plan and financial costings. Staff have been informed 

through a briefing prior to the recommendation being published.

If the detailed transition plan is not published soon providing assurance to 
those impacted by the decision, there is a risk that service delivery could 
be impacted due to loss of staff, inability to recruit, and low staff morale.

If detailed costings are not undertaken, there is a risk that  in-sourcing the 
services could increase the cost of delivery and not achieve savings / 

effciencies.

Working Together for 
West Oxfordshire

31/8/2023 CEO (GH)

M
od

er
at

e

Po
ss

ib
le

9

Report requires:

A detailed transition plan to be developed for 
subsequent agreement by Cabinet and Council.

Further due dilligence to fully understand the financial 
implications of the recommendation in the short and 

long term. 

M
od

er
at

e

Pr
ob

ab
le

12

M
od

er
at

e

Pr
ob

ab
le

12 0

Email setup for staff to raise questions 
about the annoucement.

Frequently asked questions continue to be 
updated and reviewed.

Work being undertaken on the data 
required to inform costings.

Monitoring being undertaken to measure 
any impact to services / staffing impact.

Officer working group established to deliver 
the transition plan.

All staff briefing completed to update staff 
on the transition. Agreed that this will take 

place regularly.
Governance arrangements agreed for 

transition project.
Interim MD appointed for Publica.

Transition Director appointed.
Work being undertaken to establish 

workstreams and to develop detailed 
transition plan for Council approval.

Work completed by Local Partnerships 
complete and will be presented in March / 

April

Ongoing Risk Reduction Open

West Oxfordshire District Council Strategic Risk Register 
Reviewed: March 2024
Next Review: May 2024

Initial Risk 
Previous Residual 

Risk Score

Ch
an

ge
 in

 re
si

du
al

 ri
sk

 
si

nc
e 

pr
ev

io
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 re
vi

ew
 

Status:
Open, Hold, 

or Closed

Direction of 
Travel since 

previous review)

Internal Risks

Current Residual 
Risk Score
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Appendix A

ER1 Cyber Attack

If the ICT network is not adequately protected then it is susceptible to a 
Cyber - Security Attack leading to loss of systems and data, significant 
downtime, reputational damage and impact on service delivery and 

resources

Working Together for 
West Oxfordshire

1/5/2013
AD Business 

Services (PM)

Ex
tr

em
e

Pr
ob

ab
le

20

Blocking of USB and other devices. 
PSN compliance. Revised policies. 
Staff awareness training. 
Business Continuity Plan in place, reviewed and tested. 
Enhanced encryption software and other specialist 
cyber tools. 
Investment in cyber training for the ICT Team and 
specialist officer/s in post.
Cyber Essentials re- accreditation submitted. Ongoing 
network Internal & External Penetration checks.
Continual Password Audits across our network to 
evaluate weak password.
Detailed review of Business Continuity & Disaster 
Recovery Plans in light of recent cyber attack on 
neighbouring council. 

M
aj

or

Po
ss

ib
le

12

M
aj

or

Po
ss

ib
le

12 0

Cyber Ninja training currently being rolled 
out across the organisation, which will be 

followed by Phishing emails to test 
understanding and awareness following the 

training. 
Ongoing investment in cyber team with 

dedicated team now in place. 
Regular review of User Privileges and 

Information Asset Register. 
Cyber updates being presented to Council 
Audit & Governance committees, Publica 

Audit & Risk Committee (ARAC) and 
Governance Meetings.

Recent Internal Audit completed.
20/02/24 training session on teams for 

Members / Group Leaders.

Ongoing Risk Reduction Open 

ER2 Global Pandemic
 If there was another global pandemic, then there is a risk to the delivery 
of council services due to lack of resource availability, impacting on costs 

and reputation

Working Together for 
West Oxfordshire

1/7/2023 CEO (GH)

M
od

er
at

e

Po
ss

ib
le

9

New risk to replace Covid specific risks, as Covid is now 
BAU. Lessons learnt from previous pandemic, Council 

and partners are now setup to work remotely and able 
to continue to deliver services in the midst of a 

pandemic.  There is an effective framework in place with 
Oxfordshire partners.

M
od

er
at

e

Po
ss

ib
le

9

M
od

er
at

e

Po
ss

ib
le

9 0
Watching brief should a further pandemic 

be predicted
Hold

Risk Acceptance 
& Retention

Risk replaces covid specific risks Hold

ER3 Fraud & Corruption Risk

 If the Council does not have controls, checks and measures in place when 
commissioning and procuring goods, works and services, there is a risk of 

fraud and / or corruption which may impact on cost, reputation, and 
services.

Working Together for 
West Oxfordshire

7/11/2023 CEO (GH)

M
aj

or

Pr
ob

ab
le

16

Counter Fraud and Enforcement Unit (CFEU) in place to 
manage Fraud and Corruption and ensure that the 
Council and its employees understand the risks and 

have controls, checks and measures in place to mitigate 
this activity.

CFEU report to the Council's Audit and Governance 
Committee.

Employees receive regular training.
CFEU test controls to ensure fit for purpose

M
od

er
at

e

Po
ss

ib
le

9

M
od

er
at

e

Po
ss

ib
le

9 0
CFEU currently developing service risk 
registers for fraud to further improve 

awareness and controls.
Ongoing Risk Reduction Open

ER4 Refugees / Asylum Seekers 

If there is an increase in refugees / asylum seekers into the District, the 
Council may need to find alternative accomodation which  may impact on 

the Council in terms an increased demand on housing support and 
services services. 

Working Together for 
West Oxfordshire

28/10/2023
AD Business 

Services (PM)

M
od

er
at

e

Pr
ob

ab
le

12
Migrant hotels are currently in place, however, this may 

be changing which may have an impact on housing 
support and services. M

in
or

Po
ss

ib
le

6

M
in

or

Po
ss

ib
le

6 0

WoDC is working with Cottsway Housing to 
provide additional properties using the LA 

Housing Fund from the Home Office. 
Numbers are decreasing as families move 
into private rented accomodation, social 
housing or return to their home country. 
No additional demand expected currently 
from ARAP/ACRS. New cohorts of refugees 

is BAU. Monitoring  potential risk of 
increased homelessness if asylum seekers 

granted permission to remain.

Ongoing
Risk Acceptance 

& Retention
Open

SR1 Major Civil Emergency

District Councils are required to provide rest centres for the Public during 
a Civil Emergency. If staff are unwilling to come forward and volunteer 
with the running of a rest centre, there is a risk that the Council will be 
unable to fulfil its duty in providing a safe rest centre. If the Council is 

unable to provide a sustained response to a major civil emergency, the 
Council would be failing in fulfilling its statutory duty to assist and care for 

those affected. 

Working Together for 
West Oxfordshire

1/1/2021
BM for Emergency 

Planning (CS) M
aj

or

Po
ss

ib
le

12

Emergency planning team in place. Emergency Planning 
Process in place, with defined roles and responsibilities. 
Staff trained in their roles. 24/7 callout in place. Ongoing 

work with the Local Resilience Forum. 

M
aj

or

Po
ss

ib
le

12

M
aj

or

Po
ss

ib
le

12 0

WoDC Coordination Team and Rest Centres 
teams now in place, which is then 

supported by wider shared resource across 
Publica. Refresh Training setup for 

Coordination Team, Rest Centre Team and 
Duty Officers and Managers. All 

documentation being updated and 
transferred to 365.

Plans tested during recent floods when 
Tactical Coordinating Group (TCG) and 

Strategic Coordinating Group (SCG) stood 
up.

Dec-23 Risk Reduction

Difficult to reduce as likely to be caused by 
natural disaster e.g., flooding or major 

incident. Therefore, it is about our ability to 
respond and meet obligations under Civil 

Emergencies Act.

Open 

SR2 Climate Emergency

The Council has made a commitment to achieve countywide carbon 
neutrality as well a carbon neutrality for the Council's own services. 

Failure to achieve these targets could result in the Council not meetings 
its commitments, as well as risk in terms of cost of delivery if the 

Government does not provide funding for delivery of carbon targets

Responding to the 
Climate and Ecological 
Emergency

1/6/2023 CEO (GH)

M
od

er
at

e

Pr
ob

ab
le

12
Desire of Council to become carbon neutral, however 
affordability and government funding to achieve this 

may not be in line with ambitions m
od

er
at

e

po
ss

ib
le

9

m
od

er
at

e

po
ss

ib
le

9 0

Focussed delivery of key projects will be 
embedded in refreshed Service Delivery 

Plans. To achieve the targets may require 
significant further investment.

Mar-23 Risk Reduction
Additional risk due to increasing costs of 

investment, making business cases difficult
Open 

Strategic Risks

External Risks

Publica Strategic Risk Register July 2022 Page 2
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Appendix A

PR1
Partnership deliverables (Ubico waste 

provider)

 If the 'Waste' contractor does not meet their obligations under key 
contracts then it could lead to a fall in service standards, reduced 

customer service, a failure to meet legal requirements or an increase in 
costs to the Council and reputational impact

Waste and Recycling - shortage of qualified HGV drivers, lack of loaders, 
along with the impact of future Covid variants could result in the Waste 
Contractor being unable to meet its obligations for waste and recycling 

collections. 

Responding to the 
Climate and Ecological 
Emergency

15/6/2023
AD Commercial 
Services (B.O) M

aj
or

Po
ss

ib
le

12

WODC is a shareholder of Ubico, with significant control 
and influence over the company ensuring ongoing 
financial viability and affordability for the Council.

Contract Management in place to ensure Ubico deliver 
the service in-line with agreed specification and 

standards.
Performance reports presented to Council.

M
aj

or

po
ss

ib
le

12

M
aj

or

po
ss

ib
le

12 0 Ongoing Risk Reduction Open 

PR2
Failure of Leisure provider and partership 

deliverables (GLL)

If the current leisure provider continues to face national financial 
difficulties, there is a risk to the council in the delivery of leisure services, 
resulting in increased costs, and reputational damage. Whilst mitigations 

can be put in place to increase leisure provision locally, WODC cannot 
influence the overall GLL financial difficulties / pressures.

Working Together for 
West Oxfordshire

15/6/2923
AD Communities 

(AB) M
aj

or

Pr
ob

ab
le

16
Work continues with GLL to make the service 

sustainable and affordable in the medium term. M
aj

or

po
ss

ib
le

12

M
aj

or

po
ss

ib
le

12 0 Ongoing Risk Reduction Open 

PR3 Partnership Deliverables (Publica)

If Publica do not deliver the Future Publica Savings, this will add additional 
financial pressure on the Council, also if delivered as a cutting exercise, it 

could impact on service delivery.

If Publica are unable to recruit/retain suitably qualified staff - impact on 
quality of services delivered, financial impact

Services are not able to adequately discharge their (legal) obligations 
leading to failure - this may not be reported through the quarterly 

performance reports

Working Together for 
West Oxfordshire

15/6/2023 CEO (GH)

M
aj

or

Po
ss

ib
le

12

Financial incentives (market force supplement scheme)
Review of pay and benefits package.

Introduction of career grade structures in Planning and 
Project Management

Recruitment improvement plan in place
Investors in People

HR programme in place
Shareholder Forum in place to hold Publica to account.

M
od

er
at

e

Pr
ob

ab
le

12

M
od

er
at

e

Pr
ob

ab
le

12 0

The recommendation to in-source the 
majority of services from Publica back into 
the Council has been approved by Cabinet. 

All partner Councils have also had the 
recommendation improved.

Governance arrangements for the 
partnership will be reviewed as part of new 

model.

Uncertainty around the delivery of savings 
targets through Future Publica with change 

in delivery model.

Potential increase in risk around 
recruitment and retention during transition 

/ change, which may impact on 
performance.

 Interim MD appointed and new Board 
Chair.

See R5 for more detail.

March 2024 for first 
efficiency savings

Risk Reduction Open 

MR1
Failure to deliver WODC programme of 

major projects

If the Council does deliver on it's major projects, this could result in non 
delivery of Council priorities , cost increases, financial pressures and 

reputational damage

Working Together for 
West Oxfordshire

CEO (GH)

M
aj

or

Po
ss

ib
le

12

All projects require a detailed business case and sign off 
before proceeding.

Project Manager appointed to manage all major 
projects

Project reporting in place, including risk reporting on a 
monthly basis.

M
od

er
at

e

Po
ss

ib
le

9

M
od

er
at

e

Po
ss

ib
le

9 0

Due to inflation, project costs are 
increasing for major projects and the cost 

of borrowing is impacting, in some cases on 
the viability of businesses cases. This is 

being monitored on a case by case basis

Risk Reduction Open

Partnership Risks

Major Project Risks
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Likelihood   
Has not occurred before
Has not occurred at other similar organisations
Extremely unlikely to occur (less than 10% chance) but may do so in at least 10 years time
Remote risk but could happen within next 3 to 10 years

Has not occurred in this company group but isolated cases have occurred elsewhere in 
similar organisations

Could happen at least once every 1 to 3 years
New circumstances with little data to indicate likelihood of occurrence
50 / 50 chance of it happening
More likely to happen than not
Could occur within next 3 – 12 months
Has occurred in the last five years
Has occurred at some other similar organisations
Has occurred in the last two years
Has occurred at many other similar organisations
More than an  80% chance of it happening
Likely to happen within next three months or is occurring at present

Impact  
Negligible impact on achievement of service objectives/delivery 
Negligible impact on delivery of project – slight slippage or reduction in quality/scope with 
no overall impact
Negligible financial impact
Health and Safety of very small number of individuals affected
Limited impact on staff and culture – a few individuals only affected
Minor legal/regulatory impact – no sanction or legal action likely 
No damage to reputation or will not result un adverse media comment
Moderate impact on service objectives/delivery - only partially achievable without additional 
time / resourcesSome impact on project – slight slippage against published milestones/targets and some 
‘nice to have’ elements not possible 
Minor injuries possible to relatively small number of individuals
Likely to affect motivation of small groups of staff
Some legal/regulatory impact – could lead to warnings/threats of sanctions/ legal action
Some public embarrassment but no damage to reputation or standing in the community
Financial impact can be contained within service budget 
Service objectives/delivery not achievable without considerable additional time / resources
Moderate effect on project timetable and significant elements of scope or functionality may 
not be available
Moderate number of injuries possible – not life threatening 
Moderate impact on staff motivation within particular service(s) 
Significant legal/regulatory impact leading to reprimand, sanctions or legal action

Probable

Almost 
certain

3

4

5

1 Insignificant

2 Minor

Moderate

1 Improbable

2 Remote

3 Possible
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Some public embarrassment leading to limited reputational damage (adverse local press) – 
short term impact
Financial impact cannot be contained within budget and needs additional resourcing.  
Significant impact on achievement of service objectives/delivery even with additional 
resources (possibly leading to closure of facilities / service being withdrawn)Failure to meet key project deadlines or project fails to meet needs of proportion of 
stakeholders
Possibility of serious injury or fatality to individuals
Significant impact on employee motivation generally – possibly leading to poor quality 
service in particular service(s)Serious legal/regulatory impact leading to sanctions or legal action with significant 
consequencesLoss of credibility and public confidence in the service / company (of interest to the national 
press)
Significant financial impact (>£250,000)
Unable to achieve corporate objective or prolonged closure/withdrawal of service
Major project’s viability jeopardised through delay or level of quality makes it effectively 
unusable 
Possibility of multiple fatalities or serious injuries
Severe impact on staff motivation generally, leading to dissatisfaction and industrial unrest 
Major legal/regulatory impact leading to sanctions or legal action with substantial financial 
or other consequences 
Highly damaging to reputation with immediate impact on public confidence
Incident of interest to government agencies
Incident potentially leading to resignation or dismissal of a Director
Severe financial impact 

4

5

Major

Extreme
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject ANNUAL GOVERNANCE STATEMENT ACTION PLAN 2023/24 

Wards affected All 

Accountable member Councillor Andy Graham, Leader of the Council 

Email: andy.graham@westoxon.gov.uk  

Accountable officer 

 

Andrea McCaskie, Director of Governance, Monitoring Officer 

Email: andrea.mccaskie@westoxon.gov.uk  

Report author Cheryl Sloan, Business Manager for Governance, Risk and Business 

Continuity 

Email: democratic.services@westoxon.gov.uk 

Summary/Purpose This report provides the Audit Committee with an update on progress 

against the Annual Governance Statement action plan for 2023/24 

Annexes Annex A – Annual Governance Statement Action Plan 2023/24  

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the action plan and associated progress updates. 

Corporate priorities All  

Key Decision NO 

 

Exempt No 

Consultees/ 

Consultation  

N/A 

 

  

 

 

 

 

Page 171

Agenda Item 11

mailto:andy.graham@westoxon.gov.uk


 
 
 
 

1. BACKGROUND 

1.1 The Audit and Governance Committee is the Committee of the Council charged with 

overseeing governance. 

1.2 Regulation 4 of The Accounts and Audit Regulations 2011 require the Council to produce an 

Annual Governance Statement (AGS), setting out the Council’s governance arrangements. 

1.3 The AGS for 2023/24 was last presented to the Audit and Governance Committee on 10 

August 2023 and is included within the approved Annual Statement of Accounts.   

2. AGS ACTION PLAN 2022/23 

2.1 There are 14 key actions within the 2023/24 Annual Governance action plan, these include:  

 MTFS refresh  

 Treasury management  

 Service transformation  

 Invoice approval hierarchy  

 Aged debt and credit control  

 Project and programme reporting  

 Roles and responsibilities  

 Raising awareness of contract procedure rules  

 Financial management  

 Risk management  

 Emergency planning  

 Portal content management  

 Business continuity  

 New HR policies 

 

2.2 The plan identifies the specific tasks that will be undertaken in the respective areas of focus 

and sets timescales for their completion, along with any progress up to March 24. The Action 

Plan also includes a RAG rating to show whether the actions are on target, off target but action 

being taken to ensure delivery or off target and no action has yet been agreed to resolve the situation. 
 

2.3 All actions are either complete or on target except for Financial Management which will carry 

over into next financial year due to the Publica review and Business Continuity Plans, where 

significant progress has been made, but some of the proposed changes, will carry over. 

 

2.4 Any actions which remain open or in progress will transfer into the new Action Plan for 24/25 

which will be developed shortly and brought to Audit Committee for sign-off. 

 

3. FINANCIAL IMPLICATIONS 

3.1 There are no direct financial implications arising from this report. 
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4. LEGAL IMPLICATIONS 

4.1 There are no direct legal implications arising from this report. 

5. RISK ASSESSMENT 

5.1 If the Council’s governance arrangements are weak then Council is at risk of failing to 

safeguard the use of public funds.  In turn this would lead to poor external assessments, 

damaging the reputation of the Council.  The areas of focus for the 2023/24 financial year 

identified in the AGS provide a clear set of priorities for the continual improvement of 

governance and mitigation of risk.  

6. EQUALITIES IMPACT 

6.1 An equalities impact assessment is not required for this report. 

7. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

7.1 There are no climate or ecological emergency implications arising directly from this report. 

8. BACKGROUND PAPERS 

8.1 None. 

 

(END) 
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ANNUAL GOVERNANCE ACTION PLAN 2023/24 

 

Notes and key 

Each action in the plan is marked with a ‘traffic light’ as follows: 

 

Green  On target 

Amber  Off target but action being taken to ensure delivery (where this results in a reviewed target date, this is made clear in the table) 

Red Off target and no action has yet been agreed to resolve the situation  

Complete Action has been completed 

 

Completed actions are marked as such in the ‘Date’ column and are shaded grey 

 

This action plan contains actions from the Annual Governance Statement 2023/24 which are coordinated and monitored by the WODC Management Team. 

 

Key to officers: 
 

Accountable officer (AO) Publica Responsible officer (RO) 

CEO - Chief Executive: Giles Hughes BM Gov - Business Manager - Business Continuity, Risk and Governance: Cheryl Sloan 

CFO - Chief Finance (S.151) Officer:  Madhu Richards BM Fin - Business Manager - Finance: Georgina Dyer 

MO - Monitoring Officer: Andrea McCaskie BM Comm - Business Manager - Communications and Marketing Mark Pritchard 

 BM HR - Business Manager - People: John Llewellyn 

 BP Proc - Senior Procurement Business Partner:  Ciaran O’Kane 
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 Key Area of Focus Planned Actions Responsible 

Officer 

Completion 

due by 

Progress 

1 Medium Term 

Financial Strategy 

(MTFS) refresh 

●  Continue to regularly update the MTFS 

to reflect the current financial forecast.  

The current iteration shows a significant 

budget gap and while some mitigations 

have been identified, they are insufficient 

to resolve the budget shortfall.  The 

emerging Action Plan which links to the 

revised Council priorities will inevitably 

increase pressure on the budget so even 

more savings / additional income will 

need to be found in order to close the 

gap and balance the budget.   

Director of 

Finance & 151 

Officer 

31/03/24 The Council has put in place a 

Transformation Group to manage the 

budget gap identified in the MTFS. This 

includes asset management planning and a 

review of key contracts (Ubico and GLL) 

on its’ Work Plan. The MTFS is reviewed 

as part of the annual budget setting 

process.  

2 Treasury 

Management 

● As the Council’s cashflow becomes 

tighter, an increased focus on Treasury 

Management is required with more 

frequent and timely updates allowing for 

management of a reduced level of 

working capital and maximum foresight of 

any borrowing requirements. 

Director of 

Finance & 151 

Officer 

 

 

31/12/23 We monitor and update daily cashflows for 

all 3 Councils alongside monthly actuals and 

monthly variance analysis.  2023/24 has not 

seen a significant decrease in working 

capital but levels are expected to drop in 

2024-25.  

Regular meetings with Chief Accountants, 

S151’s and advisors occur at a minimum of 

quarterly and ad hoc meetings and 

communication occur between the 

Treasury team and accountants to make 

sure the cashflow forecast is as accurate as 

possible. 

P
age 176



3 Service 

Transformation 

●  Conduct a robust review of future 

service delivery options to make sure 

the solutions needed for the Council to 

achieve financial stability can be achieved, 

given the MTFS shortfall over the years 

ahead.  This review will examine the 

priorities for service delivery, options for 

reduction or transformation and how 

both the Publica and Ubico models fit 

into this.  The review should determine 

which service provision is statutory and 

non-statutory, fits with current priorities 

or is legacy, and where there are 

opportunities to reduce even the level of 

statutory provision. 

Chief Executive 

Officer 
31/03/24 A review was completed by Human Engine 

with the report and recommendation taken 

to Executive and Overview and Scrutiny.  

Interim Programme Director has been 

appointed and started w/c 22 January 2024 

Local Partnerships were commissioned to 

deliver a transition framework which has 

reported back to the Executive and 

Overview and Scrutiny during February and 

March 2024. 

Officer Transition Board established along 

with 5 key workstreams covering Finance, 

Legal, HR, ICT and Communications. 

4 Invoice approval 

hierarchies 

● To continue the review of invoice 

approval hierarchies ensuring that these 

are appropriately reflected on Business 

World (BW). 

● To investigate whether Business World 

would support the workflow of approvals 

thus removing the need to gather 

information on whether invoices should 

be paid or not via email or other means 

external to BW which does not allow for 

an appropriate audit trail to be preserved 

on the Finance system. 

AD, Business 

Services 

 

31/03/24 Ongoing regular reviews of invoice 

hierarchies are already in place and are 

aligned in the BW system.  

 

Our investigation of BW capabilities are 

ongoing and we are always looking at ways 

to improve the efficiency of the system and 

avoid having to run parallel processes.  

 

5 Aged debt and 
credit control 

● To retrain all service areas in the handling 

of aged debt.  A review of the process 

AD, Business 

Services 
31/12/23 Business Managers have received training, 

and this will now be completed for staff 
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has identified that processes are not 

being followed.  These need to have a 

stronger focus and to be re-embedded in-

service areas, supported centrally by a 

stronger emphasis on credit control.  

Much work has been done in 22/23 to 

assess and write off uncollectable debt 

but work is required on current debt 

processes to ensure that timely 

interventions are made. 

who have responsibilities for revenue 

generating services and debt recovery. 

A new booklet has been produced to detail 

how this should be managed, along with any 

additional guidance and forms. 

6 Project and 

Programme 

reporting 

● This area has improved but more work 

still needs to be done to ensure that 

there is transparency of information and 

that mitigations are owned and time 

bounded and that the implications of 

delays or overruns is clearly documented 

and communicated. 

● Guidance on governance frameworks has 

been written but more work is required 

to ensure this is embedded. 

Business 

Manager, 

Governance 

31/03/24 All Project and Programmes for WoDC are 

reported on a bi-monthly basis to the 

Senior Management Team. This ensures 

transparency and ownership. This is also 

presented quarterly to informal Executive. 

 

Project and programme governance is in 

place and is continually being reviewed and 

updated.  

7 Roles and 

responsibilities 

● The External Auditors have 

recommended that as part of the 

upcoming external review of Publica, 

there is a clarification of roles and 

responsibilities, where decisions should 

appropriately sit (in Publica / Ubico or the 

Council) and more clarity around not just 

the services being delivered but the level 

of those services. 

Chief Executive 31/03/24 This will form part of the detailed transition 

plans as part of the Transition of Services 

from Publica into the Council. 

Carry over to 24/25 as part of transition 

work. 
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8 Raising awareness 

of the contract 

procedure rules 

● A new Contract & Procurement Strategy 

has been developed and is currently 

awaiting approval by Executive (Cabinet). 
A priority this year will be to rollout 

Management and Officer Training to 

ensure this new strategy is understood 

and embedded. 

AD Business 

Services 
31/03/24 The new Contract and Procurement 

Strategy has been approved and briefing 

notes have been issued and a presentation 

provided to all Business Managers on their 

responsibilities under the new Strategy. 

9 Financial 

Management 

● To review the financial procedure rules 

and financial processes to be completed in 

2023/24 against the CIPFA Financial 

Management Code. 

Director of 

Finance & 

Section 151 

31/12/24 The Publica review and transition process 

will influence the timing and nature of any 

review of financial procedures and 

processes. 

 

This action will therefore carry over into 

next financial year and will need a more 

incremental approach when structures and 

timings are agreed.   

 

Carry over into 24/25. 

 

10 Risk Management ● To rollout the Risk Management Training 

to all relevant Officers (Launched in May 

2023) 

● To build risk management into the new 

Leadership and Development Training 

● To ensure the existing Risk Policy and 

process enables effective reporting, 

escalation and mitigation.  

AD 

Organisational 

Effectiveness 

31/03/24 Risk management training was launched in 

May 2023. New portal pages are now live 

for Risk Management. 

A new risk training presentation will be 

produced and added to IHasco mandatory 

training. 
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● To continue to improve the Risk Registers 

and the processes by which risks are 

escalated to the Strategic Risk Register to 
ensure that all risks are escalated allowing 

Local Management Team and Members 

sight of them for monitoring and inclusion 

in decision making information.  

A lot of work has been undertaken to 

ensure that Risks are identified, escalated, 

and mitigated. Risk is now taken to the 

Management Team meeting, and it is 

presented to informal Executive on a 

quarterly basis. 

The revised WODC Risk Register has been 

presented to Audit and Governance 

Committee and work is now being 

completed on the Risk Policy which will be 

presented early in the new Financial Year. 

11 Emergency Planning  ● To further increase community resilience 

in line with the new Resilience 

Framework, published in December 2022. 

● To further develop our Emergency 

Response Framework by putting in place a 

Locality Response Team for WODC who 

are trained and able to respond in the 

event of a significant local incident. 

● To ensure Statutory Officers are trained 

and competent in their role as Gold 

(Strategic) Commander in the event of a 

significant local incident, and relevant 

Officers are trained in Silver (tactical) and 

Bronze (operational response). 

● To ensure the Safety Advisory Group 

considers any implications from Martyn’s 

Law when considering planned events. 

AD 

Organisational 

Effectiveness 

31/03/24 Advice and support is provided to 

interested communities as and when 

requested. A stronger Local Resilience 

Forum (LRF) bid is currently at its final 

stages which will include a Business and 

Community role. 

New Locality based response teams are 

now in place for coordination and rest 

centre management. Regular meetings are 

in place with the volunteers. JESIP training 

has been completed and further training is 

scheduled for the Coordination Team, Rest 

Centre Team and Duty Manager / Officer. 

An overview of Emergency Planning 

responsibilities was delivered to Statutory 
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Officers. Duty Officer and Manager 

refresher training scheduled. 

This is ongoing. Work is being undertaken 

with the LRF to ensure we are sighted on 

changes.  

12 Portal Content 

Management 

● To review the Publica Portal content to 

ensure it is up to date, and includes the 

latest versions of all policies and 

procedures 

AD Commercial 

Services 
31/03/24 Portal pages are now complete and live. 

This is now ‘business as usual’ with updates 

being made as and when requested by 

services who own each of their portal 

pages.  

 

Staff portals will need to be reviewed in 

light of the Publica Review and will be likely 

that each council will need their own portal 

as staff are taken back in-house and 

therefore each council will need its own 

internal comms. 

 

13 Business Continuity ●  To further develop the Business 

Continuity Processes (BCP) to ensure 

they are robust and fit for purpose 

●  To test the business critical Business 

Continuity Plans in 2023/24  

       

AD 

Organisational 

Effectiveness 

31/03/24 The Emergency Planning Officer has now 

completed BCP training, and a plan is being 

developed to review the Business 

Continuity policy to identify any additional 

areas for improvement. A rolling 

programme of BCP updates has been 

agreed for next financial year to enable a 

more detailed review of service area 

Business Impact Assessments and Business 
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Continuity Plans. This action will be carried 

over into next financial year. 

 

The IT BCP was recently tested through an 

internal audit which assumed a successful 

cyber-attack and the off-premise rebuild of 

a business critical IT system.   

 

14 New HR Policies ●  Rollout a new and revised suite of HR 

policies in 2023/24 

●  Ensure Managers are trained in the use 

of the new HR Policies 

AD 

Organisational 

Effectiveness 

31/03/24 A suite of HR Policies has been reviewed 

and Executive recommended approval by 

Council, with a further suite due later in the 

year. 

As HR policies are approved across the 

three partner Councils training will be 

completed. 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject AUDIT AND GOVERNANCE COMMITTEE EFFECTIVENESS REVIEW 

Wards affected None 

Accountable member Councillor Carl Rylett, Chair of Audit and Governance Committee  

Email: Carl.Rylett@westoxon.gov.uk 

Accountable officer 

 
Madhu Richards, Chief Finance Officer 

Email: Madhu.Richards@westoxon.gov.uk 

 

Andrea McCaskie, Monitoring Officer 

Email : Andrea.McCaskie@westoxon.gov.uk 

Report author Lucy Cater, Head of Internal Audit. Assistant Director, SWAP Internal 

Audit Services 

Email: Lucy.Cater@swapaudit.co.uk     

Summary/Purpose To present a summary of the findings / conclusions resulting from the AC 

Effectiveness Survey responses  

Annexes Annex A – Knowledge & Understanding, Skills and Abilities Responses 

Annex B – Supplementary Question Responses 

Recommendation(s) That the Audit and Governance Committee recommends to Council: 

1. A reduced Audit and Governance Committee to 11 Councillors. 

2. A recruitment exercise for up to 2 Independent Persons. 

3. No Members of the Executive to sit on Audit and Governance 

Committee. 

4. A programme of training is developed to ensure Members of the 

Audit and Governance Committee are able to discharge their 

responsibilities confidently. 

Corporate priorities Internal Audit supports all Council Corporate Priorities 
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 Putting Residents First 

 A Good Quality of Life for All 

 A Better Environment for People and Wildlife 

 Responding to the Climate and Ecological Emergency 

 Working Together for West Oxfordshire  

Key Decision NO 

 

Exempt NO  

Consultees/ 

Consultation  

Not Applicable  
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1. BACKGROUND 

At its meeting of 23rd November 2023, the Audit and Governance Committee received a 

paper from the Monitoring Officer and Head of Internal Audit, in respect of Effective Audit 

Committees and received a copy of CIPFA’s Position Statement on Audit Committees in 

Local Authorities (2022). 

 

The Committee agreed to undertake a self-assessment based on the CIPFA Toolkit(s) to 

identify knowledge gaps, training needs etc. Three additional questions were added based on 

CIPFA recommendations, about size and structure of the Audit and Governance 

Committee. 

 

2. MAIN POINTS  

Eleven Members, of the Audit and Governance Committee, completed the survey, along 

with three non Audit and Governance Members.  

The key areas included in the survey were: 

 Organisational knowledge 

 Audit committee role and functions 

 Governance 

 Internal audit 

 Financial management and reporting 

 External audit 
 Risk management 

 Counter fraud 

 Values of good governance 

 Treasury management 

Furthermore, Members were asked about their skills e.g professional qualifications, previous 

committee experience and whether they feel able to challenge, evaluate data etc 

The three additional questions added to the survey were: 

- CIPFA's suggested size of an Audit Committee is between 6 and 8 Members. Audit 

and Governance Committee currently has 17 Members. What is your opinion on the 

size of the Audit and Governance Committee and does it hinder your ability to 

contribute to discussions? 

 

- CIPFA recommends that Independent Members (not Councillors) who have 

knowledge and experience of Audit are introduced to the Audit and Governance 

Committee? What is your view on this? 
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- CIPFA discourages Executive Members sitting on the Audit Committee. What is 

your view on this? 

Summary of Findings 

Key Areas 

Overall the majority of Members on the Audit and Governance Committee, that responded 

to the survey, have some or a good familiarity and knowledge of the role / functions of the 

Audit and Governance Committee and how it fits into the Governance of the Council. 

Although there are some specific areas e.g. Seven Principles, role of External Audit, Fraud 

Risk Management and Treasury Management where training would be beneficial to the 

whole Committee.   

Skills 

The responses to this section have highlighted potential gaps in the knowledge base of the 

Current Committee as no Member currently on the Audit and Governance Committee has 

a Professional Internal Audit Qualification or Risk Management Qualification. 

Ability  

The responses to this section show that Members, in the main, feel able to confidently 

contribute to Audit and Governance Meetings and challenge where necessary.  

Additional Questions 

Size of the Audit Committee 

Of the 13 responses we received to this question, 9 of the respondents commented that 

the current size of the Audit and Governance Committee was too big, difficult for everyone 

to contribute and agreed a reduced number would be good. 

Independent Members (Not Councillors) 

Of the 14 responses to this question, 13 of the respondents supported the introduction of 

Independent Members to the Committee. The introduction of Independent Members 

should ensure any gaps in skills / knowledge are filled. 

Executive Members 

Of the 14 responses to this question, 9 of the respondents agreed that Members of the 

Executive should not be on the Audit and Governance Committee.  

3. RECOMMENDATIONS 
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1. The size of the Committee is reduced to 11 Councillors. 

2. Up to 2 Independent Members (not Councillors) are recruited to the Audit and 

Governance Committee.  

3. Members of the Executive are excluded from sitting on the Committee. 

4. A programme of training is developed to ensure Members of the Audit and Governance 

Committee are able to discharge their responsibilities confidently. 

4. ALTERNATIVE OPTIONS 

Not Applicable 

5. FINANCIAL IMPLICATIONS 

None 

6. LEGAL IMPLICATIONS 

None 

7. RISK ASSESSMENT 

If the recommendations are not supported there is a risk that Audit and Governance 

Committee will be non-compliant with CIPFA’s Position Statement on Audit Committees in 

Local Authorities (2022). 

8. EQUALITIES IMPACT 

Not Applicable 

9. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

9.1 Not Applicable  

10. BACKGROUND PAPERS 

10.1 The following documents have been identified by the author of the report in accordance with 

section 100D.5(a) of the Local Government Act 1972 and are listed in accordance with 

section 100 D.1(a) for inspection by members of the public: 

 Internal Audit Reports 

10.2 These documents will be available for inspection online at www.westoxon.gov.uk or by 

contacting democratic services democratic.services@westoxon.gov.uk for a period of up to 

4 years from the date of the meeting.  

 

(END) 
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        ANNEX A 

 
 
 
 
 

ID

Please rate your 

knowledge of the role 

and functions of the 

external auditor and 

who currently 

undertakes this role.

Please rate your 

knowledge of the key 

reports and assurances 

that external audit will 

provide.

Please rate your 

understanding of the 

auditor's most recent 

plan and opinion 

reports.

Please rate your 

knowledge about the 

arrangements for the 

appointment of 

auditors and quality 

monitoring 

undertaken.

Please rate your 

understanding of the 

principles of risk 

management, including 

how it supports good 

governance and 

decision-making.

Please rate your 

knowledge of the risk 

management policy 

and strategy of the 

organisation. 

Please rate your 

understanding of risk 

governance 

arrangements, 

including the role of 

members and of the 

audit committee.

1 Some knowledge Some knowledge Some understanding Some knowledge Some understanding Some knowledge Some understanding

2 Good knowledge Good knowledge Good understanding Good knowledge Good understanding Good knowledge Good understanding

3 Some knowledge Some knowledge Some understanding Some knowledge Some understanding Some knowledge Some understanding

4 Some knowledge Some knowledge Some understanding Some knowledge Good understanding Some knowledge Some understanding

5 Good knowledge Good knowledge Good understanding Good knowledge Some understanding Some knowledge Some understanding

6 Some knowledge No knowledge No understanding No knowledge No understanding No knowledge No understanding

7 Some knowledge Some knowledge Some understanding Some knowledge Some understanding Some knowledge Some understanding

8 Some knowledge Some knowledge Some understanding Some knowledge Some understanding Some knowledge Some understanding

9 Good knowledge Good knowledge Good understanding Good knowledge Good understanding Good knowledge Good understanding

10 Some knowledge Good knowledge Some understanding Some knowledge Good understanding Good knowledge Good understanding

11 Good knowledge Good knowledge Good understanding Good knowledge Good understanding Good knowledge Good understanding

ID

Please rate your 

understanding of the 

main areas of fraud and 

corruption risk that the 

organisation is exposed 

to.

Please rate your 

knowledge of the 

principles of good fraud 

risk management 

practice in accordance 

with the Code of 

Practice on Managing 

the Risk of Fraud and 

Corruption (CIPFA 

2014).

Please rate your 

knowledge of the 

organisation's 

arrangements for 

tackling fraud.

Please rate your 

knowledge of the 

Seven Principles of 

Public Life.

Please rate your 

knowledge of the 

authority's key 

arrangements to 

uphold ethical 

standards for both 

members and staff (e.g. 

code of conduct). 

Please rate your 

knowledge of the 

whistleblowing 

arrangements in the 

authority. Regulatory 

requirements Treasury risks

The authority's 

treasury management 

strategy

The authority's policies 

and procedures in 

relation to treasury 

management

1 Some understanding Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge

2 Good understanding Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge

3 Some understanding Some knowledge Some knowledge Some knowledge Good knowledge Good knowledge Some knowledge Some knowledge Some knowledge Some knowledge

4 Good understanding Some knowledge Good knowledge Good knowledge Good knowledge Some knowledge Good knowledge Some knowledge Some knowledge Some knowledge

5 Some understanding Some knowledge Some knowledge Good knowledge Good knowledge Good knowledge Some knowledge Some knowledge Some knowledge Some knowledge

6 No understanding No knowledge No knowledge No knowledge No knowledge No knowledge No knowledge No knowledge No knowledge No knowledge

7 Some understanding Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge

8 Some understanding Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge Some knowledge

9 Good understanding Some knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge Good knowledge

10 Good understanding Some knowledge Good knowledge Good knowledge Good knowledge Good knowledge Some knowledge Some knowledge Some knowledge Some knowledge

11 Good understanding Some knowledge Good knowledge Good knowledge Good knowledge Some knowledge Some knowledge Good knowledge Good knowledge Good knowledge

External Audit Risk Management

Counter Fraud Values of Good Governance Treasury Management
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ID

Professional 

accountancy 

qualification

Professional internal 

audit qualification

Risk management 

qualification

Practical experience of 

applying risk 

management

Knowledge of risks and 

opportunities 

associated with major 

activity areas

Legal qualification or 

knowledge of specific 

areas of interest to the 

committee, i.e. data 

protection, contract 

law etc.

Direct experience of 

managing or working in 

a service area similar to 

that operated by the 

authority

Previous scrutiny 

committee experience

Project management 

qualifications or 

knowledge of project 

management principles

Knowledge gained 

from management or 

development work in 

IT

1 Yes No No No Yes No No No No Yes

2 No No No Yes No Yes No Yes Yes No

3 No No No No No No No Yes No Yes

4 No No No No No No No No No No

5 No No No No No No Yes Yes Yes No

6 No No No No No No No No No No

7 No No No No No No No Yes No Yes

8 No No No No No No No No No No

9 Yes No No No No No No Yes No No

10 No No No Yes Yes No No Yes No No

11 No No No Yes Yes No Yes Yes No No

ID

Focus on material 

issues/overall position, 

rather than being side 

tracked by detail

Frame questions that 

draw out relevant facts 

and explanations

Challenge performance 

and seek explanations 

while avoiding hostility

Ensure there is a clear 

plan of action and 

allocation of 

responsibility

Understand the 

practical implications of 

recommendations to 

understand how they 

might work in practice

Support the use of 

plain English in 

communications, 

avoiding acronyms, 

jargon, etc.

To confidently evaluate 

information on the 

basis of evidence 

presented, avoiding 

bias or subjectivity

Chair meetings 

effectively if required: 

summarising issues, 

promoting active 

participation by all and 

focusing on the 

outcomes /actions 

from the meeting

1 Always Always Always Always Sometimes Always Always Sometimes

2 Always Always Always Always Always Always Always Always

3 Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes

4 Always Sometimes Always Always Always Always Always Sometimes

5 Always Always Always Always Always Always Always Always

6 Sometimes Sometimes Sometimes Sometimes Sometimes Always Always Sometimes

7 Always Always Always Always Sometimes Sometimes Sometimes Always

8 Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes Sometimes

9 Always Always Always Always Always Always Always Sometimes

10 Sometimes Sometimes Sometimes Sometimes Sometimes Always Always Always

11 Always Always Always Always Always Always Sometimes Always

Skills

Ability
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        ANNEX B 
 CIPFA's suggested size of an Audit Committee is 

between 6 and 8 Members. Audit and Governance 
Committee currently has 17 Members. What is 
your opinion on the size of the Audit and 
Governance Committee and does it hinder your 
ability to contribute to discussions? 

CIPFA recommends that Independent Members 
(not Councillors) who have knowledge and 
experience of Audit are introduced to the Audit 
and Governance Committee? What is your view on 
this? 
 

CIPFA discourages Executive Members sitting on 
the Audit Committee. What is your view on this? 
 

Audit and Governance Committee Responses 

1 Too big to provide suitable training and updating Good idea but need to ensure political neutrality No cttee needs to be independent of exec 

2 No It could be helpful to have expertise in place beyond 
those involved in party political process. However, 
the selection of independent members may be 
tricky. 

Good to separate out some of the potential bias in 
scrutiny of executive actions. 

3 I don't have a problem with 17 - I can ask questions 
and clarification when needed. 

No problem with this, but they may be hard to find. Agree - marking your own homework. 

4 Happy with 17 but could split down to working 
parties for particular issues. 

I think this would be good. Yes, I agree. Some councillors may feel intimidated 
by executive and some executives may feel got at. 

5 Too large, difficult for everyone to contribute NO Fully agree 

6 I would think that 8 members would be a good 
number. 

In principle , yes . Obviously "lay" members should 
not out-number elected ones 

Probably a sensible policy 

7 I don't think it is a hindrance I am open to the suggestion I don't see the necessity of a ban on executive 
members, they may be able to give important 
contributions 

8 Happy to reduce the size of this committee in line 
with recommendation 

This recommendation would give the committee 
greater transparency 

I agree 

9 The current size is large with some seats being filled 
just for numbers, a smaller more effective audit 
seems suitable 

I am happy for independent individuals to attend 
and contribute 

Completely agree 

10 It seems quite large.....we have interesting 
discussions but I think several of us members are a 
bit lacking in the confidence/have read the very 
lengthy papers but had difficulty deciding the issues 
to take up 

Sounds a sensible idea and worth trying to see how 
well it works out 

Not sure that I have views either way 
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11 I contribute. But it's common for a number of 

members to be silent all meeting. 
 

It's right to follow CIPFA recommendations I agree. The executive makes most of the decisions 
under this council structure. The consequences of 
their decisions are what gets audited, alongside 
general operations.  
 

 CIPFA's suggested size of an Audit Committee is 
between 6 and 8 Members. Audit and Governance 
Committee currently has 17 Members. What is 
your opinion on the size of the Audit and 
Governance Committee and does it hinder your 
ability to contribute to discussions? 

CIPFA recommends that Independent Members 
(not Councillors) who have knowledge and 
experience of Audit are introduced to the Audit 
and Governance Committee? What is your view on 
this? 
 

CIPFA discourages Executive Members sitting on 
the Audit Committee. What is your view on this? 
 

Non Audit and Governance Committee Responses 

1 I have not yet sat on Audit committee, but 17 
sounds a lot 

Yes, good idea for at least 1 or 2 members to be 
independent 

I was on the Audit Committee as an Executive 

Member. I didn't see that there was a particular 

problem in terms of independence, particularly 

as the proceedings are live-streamed, and I 

declared an interest if the proceedings related to 

my portfolio in particular. I think it is good to 

have the perspective of at least one of the 

Executive Members on the committee, though if 

the workings of the committee are taken outside 

of livestreamed meetings then there could 

potentially be conflicts of interest in the future. 
2 Needs to be reduced Sounds sensible Since they cannot sit on scrutiny, I would have 

thought executive members on audit was OK. 
3  Yes if they have the Bandwidth of time to volunteer No opinion either way 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and Date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject EMPLOYEE CODE OF CONDUCT 

Wards Affected None. 

Accountable Member Councillor Mathew Parkinson – Chair of the Constitution Working Group. 

Email: mathew.parkinson@westoxon.gov.uk  

Accountable Officer 

 
Andrea McCaskie – Director of Governance. 

Email: andrea.mccaskie@westoxon.gov.uk 

Report Author Andrea McCaskie – Director of Governance. 

Email: andrea.mccaskie@westoxon.gov.uk 

Purpose To present a recommendation of the Constitution Working Group relating 

to the adoption of the Employee Code of Conduct and the Corporate and 

Individual Gifts, Hospitality and Sponsorship Process for the West 

Oxfordshire District Council workforce. 

Annexes Annex A –    Employee Code of Conduct 

Annex B – Individual Corporate and Individual Gifts, Hospitality and 

Sponsorship Process 

Recommendations That the Committee Resolves to: 

1. Approve the adoption of the Employee Code of Conduct (Annex 

A) as part of the Constitution (Part 6N); 

2.  Approve the Corporate and Individual Gifts, Hospitality and 

Sponsorship Process (Annex B) as part of the Council’s 

Constitution (Part 6O). 

Corporate Priorities  Working Together for West Oxfordshire  

Key Decision NO 

Exempt NO 

Consultees/ WODC Retained Employees – (including Chief Executive, Director of 
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Consultation  Finance, and Director of Governance). 
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1. SUMMARY AND MAIN POINTS 

1.1 As part of the review of the Council Constitution, it has been identified that there was a 

requirement to adopt an Employee Code of Conduct which was up to date with current 

legislation, policy, and guidance.  

1.2 At its meeting on 9 January 2024, the Constitution Working Group agreed that the Council 

adopt the Employee Code of Conduct and the Corporate and Individual Gifts, Hospitality and 

Sponsorship Process as part of the Council’s Constitution. 

1.3 Publica has recently rewritten their Business Code of Conduct which has been consulted on 

by all relevant officers including Monitoring Officer, Head of Legal, Head of Counter-Fraud, 

Communications, IT and HR and adopted a Corporate & Individual Gifts, Hospitality and 

Sponsorship Process. 

1.4 The Business Code of Conduct has also been approved by all recognised Trade Unions across 

the partner Councils and Publica. 

1.5 It was therefore recommended that the Publica Code of Conduct and Corporate and 

Individual Gifts, Hospitality and Sponsorship Process were used as a basis for the West 

Oxfordshire District Council Employee Code of Conduct and Corporate and Individual Gifts, 

Hospitality and Sponsorship Process and the other partner Councils.  

1.6 Decisions relating to the Officer Employee Code are part of the delegation to the Audit and 

Governance Committee, so they have responsibility for approval of the Code and Gifts & 

Hospitality Process. 

1.7 Attached in Annex A is the Employee Code of Conduct and in Annex B the Corporate and 

Individual Gifts, Hospitality and Sponsorship Process for the West Oxfordshire District 

Council workforce. To ensure it covers what is required, other Council Code of Conducts 

have also been reviewed and all retained staff of the Council have been individually consulted 

on both documents. 

2. RECOMMENDATION 

2.1 It is recommended that the Council adopts the Employee Code of Conduct and the 

Corporate and Individual Gifts, Hospitality and Sponsorship Process.  

3. FINANCIAL IMPLICATIONS 

3.1 There are no direct financial implications arising from the recommendations.   

4. LEGAL IMPLICATIONS 

4.1 Adopting up to date policies ensures that they comply with relevant legislation and best 

practice guidance helping the Council manage employees more effectively in setting out the 

behaviours expected of employees. In addition, the Employee Code of Conduct supports the 

maintenance of the public confidence in Local Government demonstrating the highest levels 

of integrity and professionalism at all times.    

5. RISK ASSESSMENT 
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5.1 By not updating and implementing new policies the Council may fail to comply with laws and 

regulations and leave itself exposed to costly employment law cases. 

 

6. EQUALITIES IMPACT 

6.1 The policies have been considered to ensure compliance with the Equality Act 2010 and the 

Public Sector Equality Duty. The policies apply equally across the West Oxfordshire District 

Council workforce. 

 

7. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

7.1 There are no climate and ecological impacts.   

 

8. BACKGROUND PAPERS 

The West Oxfordshire District Council Constitution can be found on the Council’s website.  

 

(END) 
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Appendix A - Code of Conduct Policy  

 

 

Revision date Version Description Owner 

30/11/2023 Version 1.0 Initial Policy Monitoring Officer 

1. Introduction 

 

1.1 Why you must read our Code of Conduct 
West Oxfordshire District Council expects every employee to behave in a highly professional 

manner. That’s why you need to read and understand the Code of Conduct as it sets out the 

standards, we expect from you while you are at work. 

1.2 What is the Code of Conduct? 
The Code of Conduct is designed to provide guidance about what is expected from you in your daily 

work and in your dealings with elected members, colleagues, and the public.  

As an employee of the Council you must be familiar with the Code of Conduct. This document 

forms part of your contract of employment and you are required to comply with its contents. Failure 

to do so may result in disciplinary action, up to and including dismissal.  

For this reason, it is important that you read the whole of this document and ask your manager or 

Human Resources (HR) for clarification if there is anything in it that you don’t understand and needs 

explaining.  

Once you have signed and returned the acceptance section, it will be assumed that you understand 

its contents, agree to comply with your contract of employment, and all the rules and policies, etc 

that it refers to. 

1.3 Who does it apply to? 
The Code applies to all employees and anyone acting as an employee of the Council (to clarify - the 

use of the word ‘employee’ within this code includes permanent and temporary employees, casual 

workers, and agency staff). 

Inevitably, some of the issues covered will affect some employees more than others. Although the 

Code does not directly apply to contractors, consultants or volunteers, the Council’s continued 

association with these individuals and/or their organisations requires them to observe and comply 

with the Code. However, in some instances, compliance may be a condition of the contract between 

a third party and the Council, in which case their compliance with the Code would be binding. 

 

1.4 Other Policies and Procedures 

The various sections of the Code of Conduct summarise key Council policies and procedures in 

respect of behaviour and the ways in which you are required to work. If you are in any doubt about 

how they apply to you, you should always refer to the full policies and procedures. These can be 

accessed via the Council Portal, requested from your line manager or through the Council’s HR team 

at HR@publicagroup.uk. 
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Acceptance Form 

Once you have read and understood this Code of Conduct, please complete the form below 

and return this to HR@publicagroup.uk. 

Please remember it is important that you read the whole of this document and ask your 

manager or HR for clarification if there is anything in it that you don’t understand and needs 

explaining. Once you have signed and returned the acceptance section, it will be assumed 

that you understand its contents and agree to comply with your contract of employment and 

all the rules and policies, etc that it refers to. 

 

I have read and understood the West Oxfordshire District Council Code of Conduct. 

Name 

………………………………………………………………………………………………… 

Signature 

………………………………………………………………………………………………… 

Job Title 

………………………………………………………………………………………………… 

 

Date     Your Manager: 

…………………………………………  ………………………………………… 
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2. Standards of Behaviour 

The sections below, together with the seven principles which are set out in Section 28 of the 

Localism Act 2011, and which were originally set out by the Nolan Committee on Standards in Public 

Life contained in Annex A, set out the framework within which all employees must operate. Failure 

to do so may result in disciplinary action, including and up to dismissal. 

2.1 Workplace behaviour and personal conduct 

 
In summary, you are required to: 

 

 Act with dignity and treat all others, including colleagues, elected members and members of the 

public with dignity and respect.  

 Ensure your behaviour and performance meets workplace standards at any time that you are 

representing the Council or are likely to be identified or associated with your role as a public 

official (whether or not you are ‘on duty’ at the time).  

 Ensure you are familiar with and follow the Council’s rules, policies and procedures 

 Be committed to delivering quality services to service users 

 Work in accordance with the terms and conditions of your contract of employment and job 

description 

 

2.2 Grievances 

 

The Council encourages a culture in which you can raise any workplace problems, complaints, or 

concerns in a supportive framework. If you have a concern or grievance, you can use the Grievance 

Policy. 

 

Most issues can be resolved informally, however, if an informal approach does not resolve matters, 

or is not appropriate, you may choose to raise a formal grievance. 

 

Any employee who submits a grievance in good faith will not suffer any adverse consequences as a 

result of submitting the grievance. Should your allegation be found to be vexatious or a complaint 

which is falsely made, that is, it is not made in good faith or based on evidence, this may result in 

disciplinary action. 

 

2.3 Reporting Absence 

 

If you are unable to attend work for any reason, you must notify your manager by telephone as soon 

as reasonably practicable, but preferably before you are due to start work, providing your reason for 

absence to enable your manager to make alternative arrangements for your work to be covered if 

required.  

 

If your manager is unavailable, you should contact the next most appropriate manager. 

 

Notification of sickness absence must be via telephone, rather than text message, email, or social 

media. In exceptional circumstances, where the employee is unable to telephone (for example, 

because of hospitalisation), another person such as a relative or friend can contact the Council on 

their behalf. 

Please refer to the Sickness Absence Policy for more information. 
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2.4 Misconduct 

 

The Code of Conduct guides and assists employees acting in good faith. If, in your decisions, actions 

or conduct, you wilfully fail to comply with the standards outlined in the Code of Conduct, you will 

be guilty of misconduct and are likely to fall subject to disciplinary action, up to and including 

dismissal. 

 

2.5 Learning and Development 
 

As part of your employment with the Council you are obliged to participate in and complete a range 

of mandatory learning and development courses, including, but not limited to those found on your 

IHasco homepage.  

 

You may also be required to participate in learning and development to develop your skills and 

knowledge to perform your job and improve the service we deliver as a Council and the 

communities we serve. 

 

You are required to participate in an annual appraisal and performance review and reasonably engage 

in any plans for improving your work performance. If you are a manager, you are required to 

complete an annual appraisal for your direct reports. 

 
2.6 Alcohol and Drugs 

 
As an employee of the Council, you must not consume alcohol, use illicit drugs/legal highs or other 

illegal substances while at work and must not attend work under the influence of such substances.  

 

There are times when you may attend a work event, such as an awards night, where alcohol is 

available. At these times, alcohol may be consumed with permission, however, you must remember 

that you continue to represent the Council. 

 

The Council reserves the right to undertake a programme of random alcohol and drug testing.  

 

Similarly, if you are taking legally prescribed or over-the-counter drugs, you must ensure that their 

use does not adversely affect your work performance and the safety of yourself and others.  If you 

are concerned about prescription medicines, please speak to your GP and to your line manager to 

discuss any potential side effects. 

If you are a manager, you will need to consider the options available for assisting employees who are 

required to take legally prescribed drugs and whose level of performance has been impaired. In these 

circumstances, a risk assessment should be undertaken with the assistance of the Occupational 

Health service. 

 

2.7 Health & Safety 

 
All employees have a personal and legal responsibility under the Health and Safety at Work Act 1974 

for themselves, colleagues and visitors to Council buildings and premises.  

These responsibilities are outlined in the Health and Safety policy. In summary, your legal duties as an 

employee are: 
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 To take reasonable care for the health and safety of yourself and others who may be affected by 

your actions or omissions at work. 

 To co-operate with employers or other persons to enable you to perform your duties or 

requirements under the Act. 

 To work in accordance with the health and safety training that you have been provided. 

 To notify the Business Partner for health and safety in the workplace of any unsafe condition, 

hazard, or risk that you identify. 

 

2.8 Equal Employment Opportunity and Workplace Diversity 

 
We believe that a culture of equality, diversity and inclusion not only benefits our organisation but 

supports wellbeing and enables our people to work better because they can be themselves and feel 

that they belong. 

 

As an employee of the Council, we expect you, and every one of our people, to take personal 

responsibility for observing, upholding, promoting, and applying Equality, Diversity, and Inclusion. Our 

culture is made in the day-to-day working interactions between us, so creating the right environment 

is a responsibility that we all share. 

Any dealings that you have with colleagues, or third parties must be free from any form of 

discrimination, harassment, victimisation, or bullying.  

If any of our people are found to have committed, authorised, or condoned an act of discrimination, 

harassment, victimisation or bullying, we will take action against them including (for those to whom it 

applies) under our Disciplinary Procedure. 

2.9 Employee Appearance 

 
Your dress style must reflect appropriate workplace health, safety, and security considerations 

applicable to your job and work environment. If you are attending a meeting with external parties or 

presenting a report at an Executive or Council meeting that is open to the public or broadcast on 

the internet, you should wear smart workplace clothing and avoid wearing attire that might be 

considered by an average member of the public to be too casual or too informal for the role you are 

fulfilling.    

If you are required to wear Personal Protective Equipment (PPE) as part of your job role, you must 

ensure that this is worn and in compliance with the relevant Risk Assessment / Safe System of Work. 

 

If you are required to wear a uniform as part of your role, you must ensure that this is worn during 

working hours. If you are wearing this uniform outside of the workplace, you should remember that 

during this time, you remain recognisable as an employee of the Council and therefore, you must 

ensure you comply with this Code of Conduct. 

 

2.10 Driving on behalf of the Council 

 
While driving Council or your own vehicle for work purposes, employees must comply with traffic 

legislation, be conscious of road safety and demonstrate safe driving and other good road safety 

habits. 

 

You must hold a current driver’s licence for the category of the vehicle you are driving and must 

upload this into business world on an annual basis. You must also have business cover on your 

insurance. 
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You must notify your line manager or HR if your driving licence has been suspended or cancelled, or 

has limitations placed upon it, including any penalty points. 

 

The following actions while driving on Council business will be viewed as serious breaches of 

conduct and may lead to disciplinary action up to and including dismissal: 

 

 Drinking or being under the influence of drugs while driving.  

 Driving while disqualified or not correctly licensed.  

 Reckless or dangerous driving causing death or injury.  

 Failing to stop after a collision. 

 Acquiring penalty points leading to suspension of licence.  

 Any actions that warrant the suspension of a licence. 

 Bringing the Council into disrepute. 

 

Please note that this is not an exhaustive list and will depend on whether you are required to drive 

for business purposes. 

 

2.11 Social and Environmental Protection 
 

The Council has declared a climate emergency and is committed to doing our bit to address and help 

tackle the challenge of our generation: not only around climate but also the less well publicised 

biodiversity crises affecting our planet.  

 

We must consider the environmental impact of the services we deliver and consider ways in which 

we can minimise these impacts such as through reducing consumption, waste minimisation, energy 

efficiency, technology and through procurement which takes into account the environmental impact 

of products and services and supports the purchase of sustainable products. 

 

3. Protecting the Council and our Employees 

 

3.1 Conflicts of Interest 

 

A conflict of interest is any activity that is inconsistent with, or opposed to, our Council best 

interests or that gives the appearance of impropriety or divided loyalty.  You must not place yourself 

in a situation within which you could derive or be perceived to derive personal benefit from actions 

of decisions made in your official capacity as an employee. This also applies to any perceived or actual 

benefit. 

 

Some examples of conflicts (or perceived conflicts) between personal interests and our public duties 

as a Council which should be declared and, in some cases, avoided include:  

 

 Employees who have access to computer databases of customers/updating their own personal 

records, or those of close relatives.  

 Liaising with a supplier who employs one of your close relatives.  

 Being contracted to provide services to the Council outside of your paid employment.  

 Generating work which involves travel to provide an opportunity to visit friends.  

 Involvement with an interview panel when a relationship exists with one of the applicants. 

 Involvement in a procurement process where a relationship exists with one of the suppliers. 

 If you or a close family member or business partner submit an application for Planning 

Permission, Listed Building Consent or similar. 
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If you are unsure about a personal conflict, talk to your manager or a member of the HR team in the 

first instance. 

 

Additionally, you must not use your position to obtain favourable treatment for any individual with 

whom you have a significant relationship, this applies to both friends and family as well as any 

individual you may have a contractual relationship with – such as a landlord or employee.  If any 

member of employee finds themselves in a position where they are dealing with a business matter 

which involves or is likely to involve a family member or other persons with whom, they have a 

significant relationship, they must take immediate advice from HR, Procurement or their Line 

Manager.  For the avoidance of doubt nothing in the paragraph is intended to affect the refer a friend 

scheme. 

 

If you believe you have a potential conflict involving a family member, or other individual, you also 

have an obligation to declare it as part of the annual declaration process. Completion of the annual 

declaration is mandatory for all employees. 

 

3.2 Dealing with a Potential Conflict of Interest 

 

Line Manager(s) together with HR are required to review any conflicts of interest that are declared 

and to determine whether any actions are required to mitigate the conflict.  There may be occasions 

where the conflict is profound and acute.  In such cases it may be necessary to consider a range of 

possible actions which may include, but not limited to: 

 

 Deciding that no action is needed. 

 Restricting the employee(s) involvement in discussions and excluding them from decision 

making. 

 Removing the employee(s) from the whole decision-making process. 

 Removing the employee(s) responsibility for an area of work. 

 Removing the employee(s) from their role altogether if the conflict is so significant that they 

are unable to operate effectively in the role. 

 

3.3 Confidential Information 

 

As an employee of the Council, you may obtain, have access to or be responsible for Council 

information that has not been made public and is still confidential. You must never disclose 

information given in confidence by anyone, or information acquired which you believe is of a 

confidential nature, without the consent of a person authorised to give it or unless you are required 

to by law.  

 

You must not prevent another person from gaining access to information to which that person is 

entitled by law. You must not disclose confidential information for your own personal use or for use 

by anyone else known to you, or to the disadvantage or the discredit of the Council or anyone else.  

You must always observe the provisions of the Data Protection Act 2018, the Freedom of 

Information Act 2000, and the Council procedures for the release of personal information held about 

other employees or members of the public. Breach of confidentiality may be considered a disciplinary 

offence, which could result in dismissal.  

Page 205



Issue 1: 30/11/2023  West Oxfordshire District Council 

When you leave your employment with the Council, you must still respect the confidentiality of 

official information that may have been available to you in the course of your duties and not use this 

information for private, commercial or political gain. 
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3.4 Data Protection 

 

All employees, whether permanent or temporary, have a responsibility for the protection of data and 

are required to adhere to the Data Protection Policy, along with any associated procedures and to 

attend any associated training. 

 

All information and data must be handled sensitively and processed in accordance with the Council 

Data Protection Policy. In particular, no employee shall divulge personal information regarding any 

employee, person or contractor, having dealings with the Council and information relating to tenders 

or other such issues. 

 

All Employees must: 

 

• Understand the main concepts within the UK General Data Protection Regulation (‘GDPR‘) 

requirements, these include the 

six principles, ‘Lawful basis for processing’ and ‘Right of an Individual. 

• Identify and report any risks to the security of personal data processed by the 

Council to their line manager or the Information Asset Owner. 

• Assist their customers/service users to understand their rights and the Council responsibility 

regarding UK GDPR. 

• Identify and report any subject access requests to the Data Protection Officer 

(DPO) so that they can be processed in accordance with the UK GDPR 

requirements. 

 

Under the Data Protection Legislation, individuals have the right to see their own personal data held 

subject to the rights of confidentiality of any third parties involved in that information. If you receive 

a request to see personal data, please refer to the Council Data Protection Officer for further 

information and contact data.protection@publicagroup.uk. 

 

If you become aware of a data protection breach, this must be reported to the Data Protection 

Officer (DPO) via email at data.protection@publicagroup.uk or call 01993 861194. 

 

This should be done at the earliest possible stage as the Council has a duty to report any personal 

data breaches to the Information Commissioners Office (ICO) with 72 hours of the breach.  

 

If you are able to rectify the breach, this should be done immediately, however, the breach must still 

be reported. 

 

 

3.5 Outside Employment and Voluntary Work 

 

You must obtain permission from your manager before taking any other paid or unpaid employment 

or operate an outside business. Even with permission, you must not: 

 

 Participate in an outside employment activity that could have an adverse effect on your ability 

to perform your duties at the Council or conflict with our work. 

 Ensure that any additional employment does not conflict with the interests of the Council or 

affect your ability and credibility to do your job. 

 Use any of our assets, including your ICT equipment, for your other job/business, unless that 

job or business is via a contract of the Council. 
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 Use your position to solicit work for you outside employer/business or to obtain favoured 

treatment. 

 Use our confidential information to benefit your other employer, outside business or 

invention. 

Voluntary work must be declared and must not conflict with your role or your ability and capacity to 

fulfil your contractual obligations to the Council. 

 

3.6 Declaring Conflicts of Interest 

 
To ensure that the Council is aware of any potential conflicts of interests, it conducts an annual 

employee declaration process, which requires employees to update their information and disclose 

any related party transactions.  This is a mandatory requirement, and you are required to complete 

this form promptly when requested.  You also have the ongoing duty to keep this information up to 

date and any changes throughout the year must be notified to the Business Manager for Governance. 

 

 

 

3.7 Workplace Relationships and Management of Relatives 

 
Personal and family relationships in the workplace may present an actual or perceived conflict of 

interest, particularly when one individual in the relationship is in a position to make or influence 

employment decisions regarding the other Such as a relationship between a manager and a direct line 

report. 

 

If you are in a personal relationship with a Colleague, Line Manager, Councillor, Contractor, or any 

other person working for or with the Council, we ask that this is declared through your annual 

employee declaration. 

 

If you think the personal relationship in the workplace may create a conflict of interest or be 

perceived to create a conflict of interest, then you should raise this with your Line Manager initially 

with the aim of mitigating any potential conflict in a sensible and proportionate way. The Line 

Manager should seek guidance from HR where required. If you do not feel comfortable raising this 

with your Line Manager, this can be reported directly to HR or to an alternative Manager. 

 

Where a former relationship causes an adverse impact or a conflict occurs, this should also be 

considered and declared or managed in the same way. If the individuals involved in the relationship 

do not believe that there is any conflict of interest, then no further action is required. 

 

If there is any doubt, then advice should be sought from a Line Manager/HR. 

 

Conflicts can occur in the following cases: 

 

Line-management activity. 

Recruitment, promotion or selection processes, including tutoring, mentoring and coaching. 

Decisions relating to disciplinary, Unsatisfactory Performance Procedures (UPP) or grievance 

procedures. 

Decisions related to pay or remuneration, including overtime. 

Decisions regarding access to training or Continuing Professional Development (CPD). 

Decisions (e.g. Deployment), that may lead to perception of unfairness by those involved in the 

relationship or by others. 
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If you find yourself in a situation where you may be in a position to influence an outcome relating to 

someone you have a personal relationship with, it is your responsibility to highlight this, failure to do 

so may result in disciplinary action being taken against you. 

We expect you to act professionally when working with a relative or with someone with whom you 

are in a personal relationship with and not allow your relationship to disrupt the workplace or 

interfere with your work or judgement.  You should seek advice from your manager or HR if there 

are any problems. 

It is your responsibility to ensure you notify HR should your personal situation change, failure to do 

so may result in disciplinary action being taken against you. 

 

3.8 Gifts Hospitality & Sponsorship 
 

The Local Government Act 1972 states that an employee shall not “under colour of his office or 

employment accept any fee or reward other than their proper remuneration (i.e. salary/ pay)” 

Therefore, you must not accept any fee or reward for work done or undertaken for the Council 

other than your pay and allowances as set out in your contract of employment without seeking prior 

approval.   

If you have been invited by an outside organisation to attend a hospitality event, including but not 

limited to, breakfast, lunch, dinner, sporting event, seminar/conference, social or cultural event, and 

you wish to accept the offer, your acceptance must be authorised in advance by a manager.  

You must not accept hospitality from any organisation that is likely to result in a conflict of interest in 

respect of decisions made by the Council, and other officers.  This also applies where the invitation is 

considered to be personal but arises from a link with an organisation/contractor as a consequence of 

your role within the Council. 

Any employee that is authorised to accept hospitality must remember that they are representing the 

Council and that all terms and conditions of service still apply. 

It is an offence under the Bribery Act 2010 to accept gifts loans, fees, or rewards as an inducement 

to act in a certain way in your official capacity.   

You must not accept payment from a third party that is known to be or suspected to be, offered 

with the expectation that it will obtain a business advantage or where such a business advantage will 

be provided in return by the Council. 

You must be particularly sensitive to the timings of offers of gifts or hospitality in relation to 

decisions that the Council may have taken, or be about to take, which affect those providing the gift 

or hospitality. 

A one-off gift of a low nominal value (less than £25) will generally be authorised for acceptance 

provided it does not compromise your position, or that of the Council.  With regards to high value 

or regular gifts/offers of hospitality, it must be demonstrated there is a genuine business reason 

and/or need to accept any such offer. 

If an external organisation wished, or is sought to sponsor a Council activity, the rules concerning 

acceptance of gifts or hospitality apply. Particular care must be taken when dealing with contractors 

or potential contractors. Where the Council wishes to sponsor an event, or service, employees or 
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members of an employee’s family must not benefit until full disclosure of interest has been made and 

approved in advance by the CEO / Head of Paid Services.   

All sponsorship and offers of hospitality, regardless of whether it is accepted or not must be 

recorded using the Gifts, Hospitality and Sponsorship Approval Form. Failure to do this may lead to 

disciplinary action up to and including dismissal. 

 

Please refer to the Corporate and Individual Gifts, Hospitality and Sponsorship Process. 

 

 

 

 

3.9 Bribery, Corruption and Fraud 

 

The Council will not tolerate any instances of bribery, corruption, fraud, or theft.  This includes 

abuse of position and will result in disciplinary action and may also result in criminal proceedings 

against you. Employees must ensure they are familiar with the Counter Fraud and Anti-Corruption 

Policy. 

 

Contract and procurement fraud, both internal and external, is not acceptable under any 

circumstance.  You must act with integrity and honesty in all your business activities, and you must 

be particularly vigilant if your role involves any of the following: 

 

 Raising requisitions for goods and services; 

 Authorising the procurement of goods and services; 

 Writing of specifications or reviewing tenders for the supply of goods and services; 

 Contract management or monitoring; or 

 Amending or creating suppliers or customers in Business World. 

 

3.10 Working with Contractors 

 
If you have a relationship or a business, of a private nature with external contractors, or potential 

contractors, this must be disclosed to the appropriate manager and recorded on your annual 

declaration form. Refer to section 3.1 of this document. 

Orders and contracts must be awarded on merit and by fair competition against other tenders.  No 

special favours should be shown to business operated or controlled by, for example, friends, 

partners, or relatives in the tendering process.  You must comply with the Contract Procedure Rules 

of the Council at all times. 

3.11 Public Comment on Council Policy and Administration 

 

It is important that enquiries from the news media are properly handled in order to maintain 

effective public relations and to protect the Council’s reputation. As such, employees must not deal 

directly with the press or the media unless required to do so in the course of their work or they 

have been expressly authorised by the Communications and Marketing Team. Approaches from all 

press, radio, TV stations or specialist press for information or comment on issues affecting the work 

of the Council must be referred to the Communications and Marketing Team, who will discuss the 

nature of the story and then contact the appropriate officer or member asking them to respond. Any 

article, publication, or interview given on aspects of Council policy or activity must be properly 

authorised. 
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Any invitations to undertake lectures or presentations at conferences or seminars in the public 

domain, or any literature being produced for publication concerning any Council matter must be 

authorised by the Communications and Marketing Team. 

It is important that no financial information is released by any employee. Please refer any such 

requests to the Director of Finance and Section 151 Officer. 

 

Employees should not publicly express personal opinions on Council Policy, activity or 

administrations in a way that would bring the Council into disrepute. 
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3.12 Use of Social Media Accounts 

 

You should be aware that social networking websites are public forums, and you should not assume 

that your entries will remain private.  When communicating via social media you must not conduct 

yourself in a way that brings the Council or any employee or councillor into disrepute or disclose 

information that is confidential to the Council. If you do, even if your social media is a personal site, 

disciplinary action can still be taken, up to and including dismissal.  

 

It is advised that unless required, you remove any connection to the Council from your personal 

social media sites and not state who you work for. It is understood that some sites, such as LinkedIn 

require employment details as the site is about increasing business connections, however, sites such 

as Facebook, Instagram and other similar sites should ideally not include references to your 

employment. This is both for Employee protection and to prevent potential disciplinary action. 

You must not use your personal social media sites when conducting work for the Councils.   

When using any social media platform, you must follow the guidelines set out in Annex B. 

 

3.13 Personal Investments  

 
Council employees must consider any personal investments they have which give rise to a conflict of 

interest if the Company in which the investment is held is transacting business with the Council.  If a 

real or apparent conflict arises you must disclose the conflict to your manager.  Your manager will 

help determine whether a conflict exists and, if appropriate, the best approach to eliminate conflict. 

Your manager may advise you to update your Employee Declaration Form. 

 

3.14 Using the Council Money (Public Purse) 

 

As public servants, you must ensure that public funds are spent in a responsible and lawful manner.  

You must strive to ensure value for money is realised and avoid legal challenge to the Council. 

 

If you have responsibility for budgets and/or purchasing, you must ensure that you understand and 

comply with the relevant Standing Orders and Financial regulations. 

 

As an employee of the Council you must adhere to the Procurement Policy, procedures and 

controls.  

 

3.15 Side Deals or Side Letters 

 

All the terms and conditions of agreements entered into by the Council, must be formally 

documented.  Contract terms and conditions define the key attributes of the Council’s rights, 

obligations, and liabilities and can also dictate the accounting treatment given to a transaction.  

Making business commitments outside the formal contracting process, through side deals, side 

letters, or otherwise is unacceptable.  You must not make any oral or written commitments that 

create new agreements or modify existing agreements without obtaining approval through the formal 

contracting process. 
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3.16  Political Activities 

 

You must ensure that your right to engage in political or professional activities does not result in an 

actual or perceived conflict of interest with your work and you should ensure that you are able, and 

be seen to be able, to remain unbiased in the performance of those duties.  You must not allow your 

own personal or political opinions to interfere with your work and you must not use the Council 

assets (including work time, premises, equipment, or funds) to personally support candidates or 

campaigns. 

Some posts are politically restricted.  If you are employed in one of these posts, you must not 

undertake political activities either in or outside the workplace.  Politically restricted employees will 

automatically be disqualified from standing for, or holding, political office and these restrictions are 

incorporated as terms in an employee’s contract of employment under the legislation. 

Employees who are politically restricted are: 

 

 Barred from standing for office as any of the following: 

o Local Councillors (including Town/Parish Councillors). 

o Members of Parliament. 

o Members of the Welsh Assembly. 

o Members of the Scottish Parliament. 

 

 Restricted from canvassing on behalf of a political party or a person who is or seeks to be a 

candidate. 

 Not permitted to speak to the public at large or publish any written or artistic work that 

could give the impression that they are advocating support for a political party. 

 Particular care should be taken with social media posts. 

 

3.17 Working with Members 

 

You must treat all political groups and individual Councillors equally, fairly and remain politically 

neutral at all times. You must provide professional, impartial, and effective support, to enable 

Councillors to fulfil their role, in and on behalf of, the Council. 

You must not seek to influence or lobby a Councillor with regard to personal issues. 

It is important that there should be good working relationships between senior officers and 

Leaders/Members of the Executive and Chairs of Committees.  However, such relationships must 

not be allowed to become so close as to cast doubt either on an officer’s ability to deal impartially 

with other Councillors, or the Councillor’s ability to deal impartially with other employees. 

 

3.18 Trade Union Representatives 

 

If you are a workplace representative of a trade union or a professional association, you must ensure 

that when you make a public comment, it is clear that any such comment is made on behalf of the 

union or association you represent and not the Council.  Provisions relating to time to undertake 

official union roles are outlined in the facilities agreement. 

 

3.19 Closed Organisation 

 

If you are a member of any organisation that is not open to the public and in respect of which 

secrecy about rules or membership or conduct exists you must disclose this on the Annual Employee 

Declaration. 
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3.20 Community Activities and Public Positions 

 

The Council complies with all relevant laws and regulations and operates in ways that benefits the 

communities in which it serves.  We encourage you to uphold this commitment to the community 

and your activities.  If you hold an elected or appointed public office while employed at the Council 

you must disclose it as part of the Employee Declaration process.  It is important that you do not get 

involved in any decisions that might create or appear to create a conflict of interest. 

 

3.21 Criminal Charges, Convictions and Misconduct 

 

You must conduct yourself in a professional manner at all times at work.  Serious misconduct and/or 

criminal offences committed during or outside of working hours which bring you, or the Council into 

disrepute may be the subject of disciplinary action which could lead to dismissal. The Council 

requires all applicants for jobs to disclose all contraventions of, or failures to comply with, any 

provisions of law, whether committed in the UK or elsewhere, unless the Rehabilitation of Offenders 

Act 1974 applies, and the rehabilitation period has expired.  In some circumstances, Disclosure and 

Barring Service (DBS) checks are conducted on successful applicants for certain positions in the 

Council. 

Once you are an employee, you must notify the Council in writing if you are charged with any 

criminal offence, or if you are convicted of any offence.  If you are charged with an offence, the 

notice must be given immediately after you are charged (i.e. the next working day).  If you are 

convicted of an offence, the notification must be given immediately after you are convicted (i.e. the 

next working day).  It should be noted that the term “conviction” includes a finding of guilt regardless 

of whether a conviction is recorded.  Failure to notify the Council in either case will constitute 

grounds for disciplinary action. 

 

3.22 Respecting the Council 

 

We expect you to spend all of your contracted hours working for the Council.  Computers and 

software (e.g. email, internet) may only be used in line with our guidelines.  The use of Council 

property or facilities (stationery, photocopiers, etc.) for personal reasons is not acceptable.  If you 

want to publish any material which you have written in connection with your role you must first gain 

the consent of your manager.  If, in the course of your work, you create copyright work (for 

example a procedure manual or a software programme) a patented invention, or design capable of 

registration, this will become the property of the Council and you may be required to cooperate in 

the Registration Formalities. 

 

3.23 Security 
 
You must visibly display your Identification Badge at all times while you are on any Council premises. 

All employees are required to challenge anyone in an employee and/or secure area of the Council 

premises without either an Employee ID or Visitor’s Badge.  

 

You must not allow any individual not displaying an ID Badge to follow (“tailgate”) you into any 

secure area of the Council premises.  

 

If you come to work without your badge, you must report to the Council reception point to collect 

and use a temporary replacement. If you lose your ID Badge, you must report it immediately to your 

manager. You will be required to pay for a replacement.  
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If you have a visitor coming to see you at the Council premises, you must ensure that they sign in/out 

at reception and are issued with a visitor badge. You must ensure that they are escorted around the 

building whilst onsite. 

 

3.24 Use of Information Technology  

Employees must use any ICT equipment or facilities provided by the Council for use in the course of 

their employment in a proper and responsible manner. The Council is entitled to expect at least the 

same standard of care of its property as employees give to their own property. 

Employees must adhere to the Council ICT Acceptable Use Policy and associated guides at all times.  

This Policy outlines the obligations on the part of Council employees and other contractors 

regarding the acceptable use of Council owned ICT devices and the steps the Council may take to 

ensure security compliance. 

The content of the Council IT resources and communications systems are the property of the 

Council. Therefore, employees should have no expectation of privacy in any message, files, data, 

document, telephone conversation, social media post conversation or message, or any other kind of 

information or communications transmitted to, received, or printed from, stored, or recorded on 

the Council IT and communications systems. 

The Council reserves the right to monitor, intercept and review, without further notice, an 

employee’s use of the IT resources and communications systems, including but not limited to emails, 

social media postings and activities, to ensure that its rules are being complied with and for legitimate 

business purposes. 

Failure to follow the ICT Acceptable Use Policy may lead to disciplinary action under the Council 

Disciplinary Policy. 

3.25 Internal Audit, Counter Fraud and Risk and Opportunity Management 

 
The Council is subject to Internal Audit services and Counter Fraud Inspections and Investigations. 

All employees have a responsibility to contribute to this work, and where actions have been agreed, 

and you are responsible for progressing that action, it is your responsibility to ensure it is addressed 

within the agreed timescale. 

 

The Council has a risk and opportunity management framework. All employees have a role to play in 

the identification and assessment of risk and the implementation of controls, where applicable.  

 

3.26 Reporting Breaches of the Code and Whistleblowing 

 

If you are concerned about any practice you see in the Council which you think conflicts with the 

Code of Conduct, you should obtain advice from your Manager, Monitoring Officer or Trade Union 

representative, or any other appropriate person as identified in the Council policies referred to in 

the Code of Conduct.  

 

The Public Interest Disclosure Act 1998 and Council Whistleblowing Policy can provide safeguards 

for employees and public officials who disclose unlawful and improper conduct including breaches of 

this Code.  

Public Interest Disclosure / Whistleblowing concerns should be raised with a member of the HR 

Team, Internal Audit or the Counter Fraud and Enforcement Unit. Please refer to the 

Whistleblowing Policy for other ways to report concerns. 
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Any suspicion of money laundering must be reported in the first instance to the Director of Finance 

and Section 151 Officer. Please refer to the Council Proceeds of Crime and Money Laundering Policy 

for specific information. 

 

3.27 The role of a Manager at the Council 

 
As a manager, you have a responsibility to set a good example for employees through your own 

behaviour and attitudes, especially in relation to upholding the ethical principles, obligations, 

behaviours, and the standards as set in this Code of Conduct.  

 

You should ensure that you understand your responsibilities under relevant financial, legal 

procurement, technological, human resources, and other relevant policies and procedures, 

maintaining the principles of accountability, continuous improvement, fairness, flexibility, and equity in 

the workplace.  

 

You should ensure that employees understand performance standards expected from them and 

objectively assess their performance against these standards. This should be achieved through the 

Council appraisal process and regular one-to-ones. As a Manager, you must ensure that your 

employee received an annual appraisal, which is reviewed as part of your one-to-one meetings. If an 

employee is not meeting the expected performance standards, you should refer to the Performance 

Improvement Procedure. 

 

You must ensure that relevant legislation, delegations, and Council policies and procedures are 

accessible to all employees in your business area, and that both yourself, and they understand their 

obligations under this Code of Conduct. 

 

You should ensure that all employees who report to you are familiar with the requirements and 

objectives of their job, and have access to the information, training, supervision, feedback, and work 

conditions needed to achieve them.  

 

You are required to act promptly, thoroughly, and fairly when responding to, or investigating 

grievances and reports of breaches of the Code of Conduct. To avoid any accusation of bias, you 

must not be involved in the appointment of any applicant if you are a relative or friend to them.  

 

Similarly, you must not be involved in decisions relating to discipline, promotion or pay adjustments 

for any employee who is a relative, partner or friend. If you are in any doubt, you should discuss the 

matter with your manager. 
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Annex A 

Nolan Principles 

 

Selflessness 

Holders of public office should act solely in terms of the public interest. 

 

Integrity 

Holders of public office must avoid placing themselves under any obligation to people or 

organisations that might try inappropriately to influence them in their work.  They should not act or 

take decisions in order to gain financial or other material benefits for themselves, their family or their 

friends.  They must declare and resolve any interests and relationships. 

 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, using the best 

evidence and without discrimination or bias. 

 

Accountability 

Holders of public office are accountable to the public for their decisions and actions and must submit 

themselves to the scrutiny necessary to ensure this. 

 

Openness 

Holders of public office should act and take decisions in an open and transparent manner.  

Information should not be withheld from the public unless there are clear and lawful reasons for 

doing so. 

 

Honesty 

Holders of public office should be truthful. 

 

Leadership 

Holders of public office should exhibit these principles in their own behaviour. They should actively 

promote and robustly support the principles and be willing to challenge poor behaviour wherever it 

occurs. 
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Annex B 

Social Media Guidelines 

There is often a fine line between the use of social media as a work tool and your personal use as an 

individual outside of your work role. Sometimes your opinions may conflict so you must take care to 

separate the two when that happens. 

The Council recognises that many employees make use of social media in a personal capacity.  While 

you may not be acting on our behalf, you must be aware your actions can damage the Council if 

you’re recognised as being one of our employees. 

If you use social networks or blogs for personal use and have indicated that you work at the Council, 

you should consider using a disclaimer that states that opinions on this site are your own.  An 

example: ‘The views expressed are my own and don’t reflect the views of my employer.’ 

When posting on social media you should: 

1. Always be mindful of the impact your contribution might make to our reputation. 

2. Remember you are personally responsible for all content you publish. 

3. Not upload, post or forward any content that is abusive towards your colleagues, members 

of the public or the Council as an organisation. It could result in disciplinary action if you do. 

This includes any content that is abusive, obscene, discretionary, harassing, derogatory or 

defamatory. 

4. Never disclose commercially sensitive, anti-competitive, private, or confidential information.  

Also, do not breach copyright, for example by using someone else’s images or written 

content without permission. 

5. Be aware that what you publish will be around for a long time so consider the content 

carefully and also be sensible about disclosing sensitive details. 

6. Remember that social media networks, blogs and other types of online content sometimes 

generate press and media attention or legal questions. You must refer these enquires to the 

Communications team. 

7. Be conscious that our reputation is made by your behaviour. Everything you publish reflects 

how we are perceived.  Please ensure you’re aware of our values and reflect these. 

8. Ensure that if you identify that inaccuracies about the Council have been published in a public 

forum, you may politely and sensitively point out the factual inaccuracies but should refrain 

from entering into a debate. You should also advise the Communications team that you have 

identified information that is inaccurate or could damage our reputation. 

9. Ensure compliance with data protection legislation – for example moving the discussion to 

private message (Facebook) or direct message (Twitter) when personal details need to be 

discussed.  Alternatively, ask them to contact us another way e.g. telephone. 

10. Block, hide or ban abusive users. 

11. Pay particular attention during the pre-election periods, when special care needs to be taken 

to ensure that any content you post, share or like is not seen as promoting any political 

group or individual candidate. 

12. Consider the privacy settings on your social media accounts if you are in a public facing role 

where your name may be published as part of your job. Consider limiting access to your 

profiles so that people cannot look up your personal accounts and information. 
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You must not use your personal social media sites when conducting work for the Council.  Where 

the internet or social media is required for enforcement purposes, please refer to the Use of the 

Internet and social media for Investigations and Enforcement Policy. 
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APPENDIX B - Corporate and Individual Gifts, Hospitality and Sponsorship 

Process 

Introduction 

In accordance with West Oxfordshire District Council’s (‘the Council’s) Employees Code of 

Conduct and the Local Government Act 1972, employees shall not “under colour of his 

office or employment accept any fee or reward other than their proper remuneration (i.e. 

salary/ pay)”. As such, you must not accept any fee or reward for the work you do other 

than your pay and allowances as set out in your contract of employment without seeking 

prior approval.   

Information is collected to support compliance with The Bribery Act 2010, Data Protection 

Legislation and the Council Counter Fraud and Anti-Corruption Policies.  It is an offence 

under the Bribery Act 2010  to accept gifts, loans, fees or rewards as an inducement to act 

in a certain way in your official capacity. 

Information provided will be managed by the Business Manager, Governance in Publica and 

access will be restricted and may only be viewed by authorised officers (those who can 

authorise the acceptance of gifts, hospitality & sponsorship) and the attendees of the 

Council Governance Group which includes the Monitoring Officer, Audit, and Counter-

Fraud. The Governance Group will monitor compliance as a standard agenda item. The 

Council may choose to publish information and will have to comply with any requests for 

information under the Freedom of Information Act 2000 or Environmental Information 

Regulations 2004 and deal with requests from other bodies such as the police and 

regulatory agencies, in those circumstances.  

This process sets out what you as an employee are required to do if you are offered a gift, 

hospitality, or sponsorship in the capacity of your office or employment, whether you intend 

to accept or not. 

Scope 
This policy applies to all employees of the Council at West Oxfordshire District Council. 

This process should be read in conjunction with the Code of Conduct and Council 

constitution.  

Definitions 
Definitions of corporate hospitality, gifts, hospitality or sponsorship can include a wide range 

of benefits, below are some examples of what would be covered under this process.  

 

Please note that this is not an exhaustive list. 
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Gift 

Any item of cash or goods, or any service, which is provided for personal benefit, free of 

charge or at less than its commercial value. Examples could include flowers, alcohol, 

chocolates, vouchers, discounts, or cash. Employees are often given branded / promotional 

gifts from suppliers, such as notebooks, calendars and pens. As these have a nominal value, 

these can be accepted without declaration.  

 

Individual Hospitality 

Offers of meals, beverages, travel, accommodation, and other expenses in relation to 

attendance at meetings, events, conferences, award nights, education, and training etc. 

Typical examples could include business meals, client trips, free invites to conferences, 

seminars, cultural and sporting events. 

 

Corporate Hospitality  

Offers of gifts and / or hospitality to all employees of the Council. This is likely to be 

something that would be a one-off offer to all employees, and typical examples would 

include free tickets to sporting events, and local events taking place in our District. 

 

Sponsorship 

Support (financial or otherwise) of Council activities by an external body.  

What should you do if you are offered any of the above? 
 

Accepting a gift and / or hospitality 

● Individuals should not accept gifts and / or hospitality that may affect or be seen to affect 

their professional judgement. This overarching principle should apply in all 

circumstances.  

● As a Public Body, it is essential that members of the public have confidence in the 

integrity, impartiality, and honesty of employees. Any gifts, hospitality and sponsorship 

arrangements should ensure this position is not jeopardised. 

● Individuals should not accept payment, gift and / or hospitality from a third party that is 

known to be, or suspected to have been, offered with the expectation that it will obtain 

a business or any other advantage for them from the Council. Employees should be 

aware that it is a criminal offence under the Bribery Act 2010 to accept a bribe. 

● Gifts from organisations involved in an active tender process must never be accepted. 

● Under no circumstances are individuals allowed to accept personal gifts of cash or cash 

equivalents e.g., gift vouchers, or token offers of remuneration to attend meetings whilst 

in a capacity of working for or representing the Council, whatever their value and 

whatever their source.  

● Modest gifts and / or hospitality of a value of £25 or under, may be accepted, however 

they must be declared on the gifts, hospitality, and sponsorship register. A common-

sense approach should be applied to the valuing of gifts (using an actual amount, if 

known, or an estimate that a reasonable person would make as to its value).  
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● Individuals should not ask for any gifts or hospitality.  

● Employees are advised to consult with the Monitoring Officer or with the Business 

Manager for Governance, if they are unsure as to whether to accept any offers of gifts 

and / or hospitality. 

● If the gift and / or hospitality is also offered to a family member, such as an invite to you 

and your partner to attend an event, you must seek advice from the Monitoring Officer / 

Business Manager for Governance. 

● Gifts and / or hospitality at a value of over £25 should be treated with caution and only 

accepted on behalf of the Council and not in a personal capacity. Acceptance of a gift 

over £25 must be approved. Please see approval below. 

● Multiple gifts and / or hospitality from the same source over a 12-month period should 

be treated in the same way as single gifts over £25 where the cumulative value exceeds 

£25. 

● Whether a gift and / or hospitality is accepted or not, it must be declared on the gifts, 

hospitality, and sponsorship register. 

 

To complete the register in relation to gifts and /or hospitality with a value of £25 or under 

– click here 

 

Approval Process for Gifts and / or Hospitality 

For any gifts and / or hospitality over £25, approval must be obtained prior to acceptance. In 

the first instance, your request should be emailed to employee.gifts@publicagroup.uk 

detailing the following information: 

● Your name 

● Job Title 

● Place of work 

● Detail of the gift and / or hospitality offered, by whom, the reason why this has been 

offered / context of offer, estimated value and why you wish to accept the offer. 

 

The Business Manager, Governance will then seek the required authorisation from the 

Council. Authorisation can be provided by: 

 

Councils:  Chief Executive, Section 151 Officer or Monitoring Officer 

 

If one of the Management who is an authorising officer has been offered gifts and / 

hospitality, authorisation can be provided by another authorising officer.  For example, 

where the request is from the Chief Executive, authorisation can be given by the Monitoring 

Officer and / or Section 151 Officer of the Council. 

 

Once approval has been obtained, you will be notified and must complete the register in 

relation to gifts and /or hospitality – click here. 
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Corporate Hospitality 

If a company and / or individual offers Corporate Hospitality or gifts, before this is offered 

to employees, it must be approved by the Management Team.  

 

In the first instance, this should be sent to the Business Manager, Governance, who can 

coordinate the authorisation process and register this onto the gifts, hospitality, and 

sponsorship register. 

 

Once approved, this can then be communicated to employees and should an employee wish 

to take up the offer e.g., a free ticket to a sporting event, they must declare this on the gifts, 

hospitality, and sponsorship register.  

 

Sponsorship 

Where an outside organisation wishes to sponsor or is asked to sponsor a Council activity, 

whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning 

acceptance of gifts and / or hospitality apply. As a Public Body, it is essential that members of 

the public have confidence in the integrity, impartiality and honesty of employees. Any 

sponsorship arrangements should ensure this position is not jeopardised. 

Particular care must be taken when dealing with contractors or potential contractors (i.e. 

contractors who could bid for Council work). If you are unsure, please speak to the 

Procurement Team in relation to contractors. 

 

Where the Council wishes to sponsor an event or service neither you nor any person 

connected with you must benefit personally from such sponsorship in any way. Employees 

should seek guidance and inform the Council if they are involved with any event or service 

that the Council proposes to sponsor. 

 

Similarly, where the Council through sponsorship, grant aid, financial or other means, gives 

support in the community, you should ensure that impartial advice is given and that there is 

no conflict of interest involved with your work as an employee and any outside interests.  

 

In all cases of sponsorship, there must be full disclosure of the proposed arrangements and 

consultation with the Management Team at an early stage. In each arrangement for 

sponsorship, care shall be given to recording the arrangement and the decision-making 

process so that there is a clear audit trail for the purposes of transparency and 

accountability and as well as a declaring this on the gifts, hospitality, and sponsorship 

register. 

 

Remember 
All sponsorship and offers of gifts and / or hospitality, regardless of whether it is accepted 

or not, or authorised or not, must be recorded using the Gifts, Hospitality and Sponsorship 

Approval Form. Failure to do this may lead to disciplinary action up to and including 

dismissal.
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13 Oct. 23 

The acceptance of Gifts and / or Hospitality Flowchart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Link to gifts and hospitality register 

 

 

The acceptance of corporate gifts / hospitality 

Employee offered gift and / or hospitality.  

£25 or Under?  

Politely return the gift or 

decline hospitality. 

Complete the gifts, 

hospitality & sponsorship 

register, confirming that 

the gift was offered and 

declined. 

What is the value of the gift / hospitality?  

Over £25  

Do you want to accept the gift?  Any gift and / or hospitality over 

£25 MUST be approved by the 

Management Team. 

Email 

employee.gifts@publicagroup.uk  

with your name, job title, place of 

work, detail of the gift / hospitality 

offered, by whom, the reason why 

this has been offered / context of 

offer, estimated value and why 

you wish to accept the offer. 

The BM for Governance will 

coordinate the approval process. 

No Yes 

Consider why this gift is being 

offered? Consider the timing, 

is it bribery or inducement? 

Does it compromise your 

position or that of the Council? 

Have you accepted anything 

before? 

If no concerns, the gift maybe 

accepted. 

  

Complete the gift, hospitality 

& sponsorship register. 

Approval received?  

Yes No 

Politely return the gift or 

decline hospitality.  

Complete the gifts, 

hospitality & sponsorship 

register, confirming that 

the gift was offered and 

declined. 

If approved, the gift / 

hospitality can be accepted. 

  

Complete the gifts, 

hospitality & sponsorship 

register and retain a copy 

of the approval email. 
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Link to gifts, hospitality & sponsorship register 

 

Council offered corporate gifts / hospitality  

Management Team review and decide 

whether to accept or not 

Decision made to not accept.  Decision made to accept.  

Internal Communications Team 

advice employee of the offer and 

how to accept. 

If an employee takes up the offer, 

they must complete the gifts, 

hospitality & sponsorship register, 

however, no further approval 

would be required. 

 

 

Agree who will notify the 

individual / company who offered 

the corporate gifts / hospitality to 

politely decline.  

Complete the gifts, hospitality & 

sponsorship register, confirming 

that the corporate gift / 

hospitality was offered and 

declined. 
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1. BACKGROUND AND SUMMARY 

1.1 The overall performance of investments in the 9 months to 31st December 2023 was positive, 

returning interest of £1,243,599 or 5.31% against an annual revenue budget of £1,102,228 and 

also generating an unrealised capital gain of 3.26% or £403,652 in the year to date. 

1.2 The capital value of pooled funds continues to be affected by prevailing economic conditions 

in the world markets. Pooled funds are intended to be long term investments where short 

term fluctuations in the capital value are expected. These funds are being monitored closely 

by the Council’s Treasury Management adviser (Arlingclose) and they continue to forecast 

that the capital values will recover over the next 2-3 years as gilts and bond revenue rates 

start to decline again. 

1.3 The Council has continued to benefit from higher revenue returns due to regular increases 

in the Bank of England Bank Rate to combat high levels of inflation. The Bank base rate reached 

5.25% in August 2023 and has remained there to date. 

1.4 The Council complied with most of the Prudential Indicators for 2023/24 as set out in the 

budget approved by full Council in February 2023. Further details can be found in section 8 

of this report with the one exception to the Prudential Indicators being explained in 8.7. 

1.5 At the Audit and Governance meeting in November 2023, where the Treasury Management 

Mid Term Report was presented, the committee requested information with regards to how 

ethical the Council’s investment portfolio was. This information is included in Annex A.  

 

2. ECONOMIC & FINANCIAL MARKETS BACKGROUND 

2.1 UK inflation rates finally started to decline, mirroring the sharp but earlier drop seen in the 

Eurozone and US. Despite the fall, the Consumer Price Index (CPI) remained substantially in 

excess of the Bank of England’s (BoE) 2% target, at 3.9% for November 2023. Market 

expectations for further rises in Bank Rate fell from October through to year end, indicating 

that the 5.25% level reached in August 2023 was indeed the peak for the base rate. 

2.2 Economic growth in the UK remained weak over the period, edging into recessionary 

territory. In calendar Q3 2023, the economy contracted by 0.1%, following no change in Q2. 

Monthly GDP data showed a 0.3% contraction in October, following a 0.2% rise in September. 

While other indicators have suggested a pickup in activity in the subsequent months, Q4 GDP 

growth is likely to continue the weak trend. 

2.3 July data showed the unemployment rate increased to 4.2% (3mth/year) while the 

employment rate rose to 75.7%. Pay growth edged lower as the previous strong pay rates 

waned; total pay (including bonuses) growth was 7.2% over the three months to October 

2023, while regular pay growth was 7.3%. Adjusting for inflation, pay growth in real terms was 

positive at 1.3% and 1.4% for total pay and regular pay respectively. 

2.4 Inflation continued to fall from its peak as annual headline CPI declined to 3.9% (down from 

4.6%) in November 2023. The largest downward contribution came from energy and food 

prices. The core rate also surprised on the downside, falling to 5.1% from 5.7%. 
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2.5 The BoE’s Monetary Policy Committee held the Bank Rate at 5.25% throughout the period, 

although a substantial minority continued to vote for a 25 basis point rate rise. The Bank 

continues to tighten monetary policy through asset sales, as it reduces the size of its balance 

sheet. Financial market Bank Rate expectations moderated over the period as falling inflation 

and weakening data showed that higher interest rates were working in the UK, US, and 

Eurozone. 

2.6 Following the December Monetary Policy Committee (MPC) meeting, Arlingclose, the 

authority’s treasury adviser, maintained its central view that 5.25% is the peak in Bank Rate. 

Short term risks are broadly balanced, but over the remaining part of the time horizon the 

risks are to the downside from economic activity weakening more than expected. 

 

2.7 The US and Eurozone - The US Federal Reserve held its key interest rate at 5.25-5.50% over 

the period. While policymakers continued to talk up the risks to inflation and therefore 

interest rates, this stance ebbed over the quarter culminating in a conciliatory outcome from 

the December Federal Open Market Committee (FOMC) meeting. 

2.8 The European Central Bank continues to resist market policy loosening expectations, but the 

Eurozone CPI rate has fallen sharply as GDP growth as markedly slowed, hitting 2.4% in 

November (although rising to 2.9% on energy-related base effects). 

2.9 Financial markets - Financial market sentiment and bond yields remained volatile, but the latter 

rapidly trended downwards towards the end of 2023 on signs of sharply moderating inflation 

and economic growth. 

 

2.10 Credit review - Arlingclose maintained the advised maximum duration limit for all banks on 

its recommended counterparty list to 35 days over the period. 

2.11 In October, Moody’s revised the outlook on the UK’s Aa3 sovereign rating to stable from 

negative. This led to similar rating actions on entities that include an element of government 

support in their own credit ratings, including banks and housing associations. Local authorities 

were, however, downgraded on expectations of lower government funding. 

2.12 Heightened market volatility is expected to remain a feature, at least in the near term and, as 

ever, the institutions and durations on the Authority’s counterparty list recommended by 

Arlingclose remains under constant review. 

 

3. LOCAL CONTEXT  

3.1 On 31st March 2023, the Council had net investments of £37.374m arising from its revenue 

and capital income and expenditure. The underlying need to borrow for capital purposes is 

measured by the Capital Financing Requirement (CFR), while balance sheet resources are the 

underlying resources available for investment. These items are summarised in Table 1 below. 
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Table 1: Balance Sheet Summary 

  

31.3.23 31.3.24 

Actual Forecast 

£m £m 

General Fund CFR 28.38 31.30 

External borrowing (5.01) - 

Internal borrowing 23.37 31.30 

Less: Balance sheet resources (39.28) (38.27) 

Net investments (15.91) (6.97) 

 

 

3.2 The treasury management position at 31st December and the change over the nine months 

is shown in Table 2 below. 

Table 2: Treasury Management Summary 

  

31.3.23 Movement 31.12.23 31.12.23 

Balance £m Balance Rate 

£m   £m % 

Short-term borrowing  5.013 (5.013) 0 N/A 

Total borrowing 5.013 (5.013) 0   

Long-term investments 13.375 0.364 13.739 4.85 

Short-term investments 0.064 3.936 4.000 5.31 

Cash and cash 
equivalents 

8.159 6.841 15.000 5.31 

Total investments 21.598 11.141 32.739 5.12 

Net investments 16.585 16.154 32.739   

 

4. BORROWING STRATEGY AND ACTIVITY 

4.1 As outlined in the Treasury Management Strategy, the Council’s chief objective when 

borrowing has been to strike a low-risk balance between securing lower interest costs and 

achieving cost certainty over the period for which funds are required. Flexibility to renegotiate 

loans should the Council’s long-term plans change being a secondary objective. The Council’s 

borrowing strategy thus far has maintained borrowing and investments below their underlying 

levels, known as internal borrowing. 

4.2 CIPFA’s 2021 Prudential Code is clear that local authorities must not borrow to invest 

primarily for financial return and that it is not prudent for local authorities to make any 

investment or spending decisions that will increase the capital financing requirement and so 

may lead to new borrowing, unless directly and primarily related to the functions of the 

Council. Public Works Loan Board (PWLB) loans are no longer available to local authorities 

planning to buy investment assets primarily for yield unless these loans are for refinancing 

purposes. 
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4.3 At 31st December 2023, the Council had no loans outstanding, a decrease of £5m from 31st 

March 2023, The Council’s borrowing position at 30th September is summarised in Table 3 

below. 

 

Table 3: Borrowing Position 

  

31.3.23 Net Movement 31.12.23 

Balance £m Balance 

£m   £m 

Local authorities (short-term) 5.013 (5.013) 0 

Total borrowing 5.013 (5.013) 0 

5. TREASURY INVESTMENT ACTIVITY 

5.1 A counterparty list recommended and reviewed by the Council’s treasury management 

advisors, Arlingclose is received monthly and the treasury team use this to evaluate 

investment options. At the end of the period most counterparties remained on a 35 day limit 

maintaining precautions brought about by uncertainty in the market. The treasury team 

continues to hold most in-house balances in the liquid Money Market Funds and Call Accounts 

and making short term deposits with the UK Debt Management Office (DMO). This enables 

continued cash support for services the Council provides to the public and provides funding 

for the Council’s capital programme, without the need to borrow. 

5.2 The Council holds significant invested funds, representing income received in advance of 

expenditure plus balances and reserves held. The investment position is shown in table 4 

below. 

 

Table 4: Treasury Investment Position 

  

31.3.23 Net  31.12.23 31.12.23 

Balance Movement Balance 
Income 
Return 

£m £m £m % 

Banks & building societies 
(unsecured) 

3.843 (0.843) 3.000 5.38 

Bank of England DMADF   1.000 1.000 5.19 

Money Market Funds 4.316 10.684 15.000 5.35 

Other Pooled Funds          

-    Equity & Multi Asset 
income funds 

8.884 0.218 9.102 4.85 

- Bond income funds 3.555 0.122 3.677 4.85 

-    Real Estate Investment 
Trusts 

1.000 (0.030) 0.970 2.85 

Total investments 21.598 11.151 32.749 5.12 
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5.3 Both the CIPFA Code and government guidance require the Council to invest its funds 

prudently, and to have regard to the security and liquidity of its treasury investments before 

seeking the optimum rate of return, or yield. The Council’s objective when investing money 

is to strike an appropriate balance between risk and return, minimising the risk of incurring 

losses from defaults and the risk of receiving unsuitably low investment income. 

5.4 As demonstrated by the liability benchmark in this report, the Council expects to be a long-

term borrower and new treasury investments are therefore primarily made to manage day-

to-day cash flows using short-term low risk instruments. The existing portfolio of strategic 

pooled funds will be maintained to diversify risk into different asset classes and boost 

investment income. 

5.5 The progression of risk and return metrics are shown in the Arlingclose quarterly investment 

benchmarking report; the results of which are summarised in Table 5 below. 

 

Table 5: Investment Benchmarking – Treasury investments managed in-house. 

  
Credit 
Score 

Credit Rating 
Bail-in 

Exposure 

Weighted 
Average 
Maturity 
(days) 

Rate of 
Return 

% 

31.03.2023 3.92 AA- 61% 4 -1.07 

30.09.2023 4.32 AA- 60% 7 6.39 

30.12.2023 4.67 A+ 95% 2 6.73 

Similar LAs 4.81 A+ 57% 54 5.12 

All LAs 4.8 A+ 60% 11 4.95 

 

5.6 Externally Managed Pooled Funds: £14m of the Council’s investments are invested in 

externally managed strategic pooled bond, equity, and multi-asset funds where short-term 

security and liquidity are lesser considerations, and the objectives instead are regular revenue 

income and long-term price stability. These funds generated an income return of £484,706 

which is used to support services in year, and a £403,652 unrealised capital gain. The current 

Pooled Fund position can be seen in table 6 below. 
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Table 6: Current Pooled Funds 

Fund Manager 
Original 

Investment 

Value 31st 
March 
2023 

Value 31st 
December 

9 Month 
Dividend 
2023/24 

2023/24 
Capital 
Gain/ 
(Loss) 

Capital 
Gain/(Loss) 
vs Original 
Investment 

  £ £ £ £ £ £ 

UBS (B/E) 
    
2,000,000  

    
1,466,810  

    
1,471,524  

    
72,280  

      
4,714  -    528,476  

M&G Strategic (B) 
    
2,000,000  

    
1,752,651  

    
1,835,671  

    
62,391  

    
83,020  -    164,329  

Royal London (L) 
    
2,000,000  

    
1,784,670  

    
1,841,786  

    
55,730  

    
57,116  -    158,214  

Schroders € 
    
1,000,000  

       
886,450  

       
890,678  

    
51,939  

      
4,228  -    109,322  

Threadneedle UK € 
    
1,000,000  

    
1,053,841  

    
1,088,528  

    
28,163  

    
34,687         88,528  

CCLA Diversified Fund 
(B/E) 

    
3,000,000  

    
2,771,963  

    
2,891,185  

    
75,764  

  
119,222  -    108,815  

Aegon/Kames (L) 
    
3,000,000  

    
2,659,023  

    
2,759,688  

  
138,439  

  
100,665  -    240,312  

Total - Current funds 
  
14,000,000  

  
12,375,408  

  
12,779,060  

  
484,706  

  
403,652  -1,220,940  

(L = Liquidity; B= Bond; E= Equity)      

 

5.7 The combination of falling inflation and the expectation of interest rate cuts has had a positive 

effect on the combined value of the Authority’s strategic funds since March 2023. The capital 

values of the Authority’s equity, multi-asset and longer-dated bond funds improved and are 

now above their price on 31st March 2023, as shown in table 6. 

5.8 In April 2023, the Department for Levelling Up, Housing and Communities (DLUHC) 

published the full outcome of the consultation on the extension of the statutory override on 

accounting for gains and losses on pooled investment funds. The override is due to end on 

31st March 2025 and is identified as a key risk in the Medium Term Financial Strategy (MTFS). 

The Authority will discuss with Arlingclose the implications for the investment strategy and 

what action may need to be taken. 

 

6. TREASURY PERFORMANCE 

6.1 The Council measures the financial performance of its treasury management activities both in 

terms of its impact on the revenue budget and its relationship to benchmark interest rates, 

as shown in table 7. 
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Table 7: Performance 

 

  

Q3 2023_24 Over/ Actual LA’s Average Over/ 

Actual Budget under % Benchmark under 

£m £m     %   

Short-term 
investments 

0.138 0 0.138 5.31 5.08 0.23 

MMF & Call Accounts 0.451 0.162 0.289 5.31 5.08 0.23 

Strategic Funds 0.485 0.629 -0.144 4.85 4.86 -0.01 

Long Term Loans 0.149 0.28 -0.131 2.84 N/A N/A 

REIT 0.021 0.031 -0.010 2.85 N/A N/A 

Total treasury 
investments 

1.244 1.102 0.142 5.12 5.04 0.08 

 

 

7. COMPLIANCE 

7.1 The Director of Finance reports that all treasury management activities undertaken during 

the quarter complied with the principles in the Treasury Management Code and the Council’s 

approved Treasury Management Strategy. Compliance with specific investment limits is 

demonstrated in table 8 below. 

 

Table 8: Investment Limits 

  

2023/24 31.12.23 2023/24 Complied? 

Maximum Actual Limit Yes/No 

£m £m £m   

Any single organisation, 
except the UK Government 

3 0 5 YES 

Any group of organisations 
under the same ownership 

3 0 5 YES 

Any group of pooled funds 
under the same 
management 

0 0 5 YES 

Limit per non-UK country  0 0 1 YES 

Registered providers and 
registered social landlords 

9.8 9.72 10 YES 

Unsecured investments with 
banks 

3 3 10 YES 

Money Market Funds 15 15 25 YES 

Strategic pooled funds 14 14 25 YES 

Real Estate Investment 
Trusts 

1 1 5 YES 
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7.2 Compliance with the Authorised Limit and Operational Boundary for external debt is 

demonstrated in table 9 below. 

Table 9: Debt and the Authorised Limit and Operational Boundary 

  

Q3 
2023/24 
Maximum 

31.12.23 
Actual 

2023/24 
Operational 
Boundary 

2023/24 
Authorised 

Limit 

Complied? 
Yes/No 

£m £m £m £m   

Borrowing 0 0 50.06 55.06 YES 

Total debt 0 0 50.06 55.06   

 

7.3 Since the operational boundary is a management tool for in-year monitoring it is not significant 

if the operational boundary is breached on occasions due to variations in cash flow, and this 

is not counted as a compliance failure. 

 

8. TREASURY MANAGEMENT PRUDENTIAL INDICATORS 

8.1 As required by the 2021 CIPFA Treasury Management Code, the Council monitors and 

measures the following treasury management prudential indicators. 

8.2 Liability Benchmark – This indicator compares the Council’s existing borrowing against a 

liability benchmark that has been calculated to show the lowest risk level of borrowing. The 

liability benchmark is a valuable tool to help establish whether the Council is likely to be a 

long-term borrower or long-term investor in the future, and so shape its strategic focus and 

decision making. It represents an estimate of the cumulative amount of external borrowing 

the Council must hold to fund its current capital and revenue plans while keeping treasury 

investments at the minimum level of £4m required to manage day-to-day cash flow. 

 

  
31.3.23 31.3.24 31.3.25 31.3.26 

Actual Forecast Forecast Forecast 

Loans CFR  28.38 30.74 33.58 35.19 

Less: Balance sheet 
resources 

(39.28) (37.51) (35.71) (31.63) 

Net loans requirement (10.90) (6.77) (2.13) 3.56 

Plus: Liquidity allowance 14.00 14.00 14.00 14.00 

Liability benchmark 3.10 7.23 11.87 17.56 

Existing borrowing 5.01 0.00 3.50 6.85 

 

8.3 Long-term Treasury Management Investments: The purpose of this indicator is to control the 

Council’s exposure to the risk of incurring losses by seeking early repayment of its 

investments. The prudential limits on the long-term treasury management limits are: 
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  2023/24 2024/25 2025/26 
No fixed 

date 

Limit on principal invested 
beyond year end 

£20m £20m £20m £20m 

Actual principal invested 
beyond year end 

0 n/a n/a £15m 

Complied? YES YES YES YES 

 

8.4 Long-term investments with no fixed maturity date include strategic pooled funds, real estate 

investment trusts and directly held equity but exclude money market funds and bank accounts 

with no fixed maturity date as these are considered short-term. 

8.5 Security: The Council has adopted a voluntary measure of its exposure to credit risk by 

monitoring the value-weighted average credit rating of its investment portfolio. This is 

calculated by applying a score to each investment (AAA=1, AA+=2, etc.) and taking the 

arithmetic average, weighted by the size of each investment. Unrated investments are assigned 

a score based on their perceived risk. 

  
2023/24 
Target 

31.12.23 Complied? 

Portfolio average credit rating A- A+ YES 

 

8.6 Interest Rate Exposures: This indicator is set to control the Council’s exposure to interest 

rate risk. Bank Rate rose by 1.25% from 4.25% on 1st April to 5.25% in August, it remained 

at this level as at 31st December. 

 

 

Interest rate risk indicator 
2023/24 
Target 

31.12.23 Actual Complied? 

Upper limit on one-year revenue impact of 
a 1% rise in interest rates 

-135,000 -     460,548  No 

Upper limit on one-year revenue impact of 
a 1% fall in interest rates 

135,000       460,548  No 

 

8.7 Due to the lack of capital expenditure and £3m received in advance from the Ministry of 

Defence for their annual Business Rates liability, the weighted average on variable rate 

investments (MMFs) has been higher than originally forecast and we have generated more 

interest income. 
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9. NON TREASURY MANAGEMENT PRUDENTIAL INDICATORS 

9.1 The Authority measures and manages its capital expenditure, borrowing and service 

investments with references to the following indicators. 

9.2 It is now a requirement of the CIPFA Prudential Code that these are reported on a quarterly 

basis. 

9.3 Capital Expenditure: The Authority has undertaken and is planning capital expenditure as 

summarised below. 

  
2022/33 2023/24 2024/25 2025/26 

Actual Forecast budget budget 

General Fund services 15.29 9.44 7.20 4.77 

 

9.4 The Capital Strategy approved in February 2024 has reduced the level of capital investment 

over the life of the MTFS until interest rates have fallen sufficiently for the cost of capital for 

projects to be affordable. The capital, treasury management and investment strategies have all 

been updated as part of the 2024/25 budget setting process. 

9.5 Capital Financing Requirement: The Authority’s cumulative outstanding amount of debt 

finance is measured by the capital financing requirement (CFR). This increases with new debt-

financed capital expenditure and reduces with Minimum Revenue Provision (MRP) / loans fund 

repayments and capital receipts used to replace debt. 

 

  
31.03.2023 31.03.2024 31.03.2025 31.03.2026 

actual forecast budget budget 

General Fund services 17.78 20.14 22.98 24.59 

Capital Investments 10.60 10.60 10.60 10.60 

TOTAL CFR 28.38 30.74 33.58 35.19 

 

9.6 Gross Debt and the Capital Financing Requirement: Statutory guidance is that debt should 

remain below the capital financing requirement, except in the short term. The Authority has 

complied and expects to continue to comply with this requirement in the medium term as is 

shown below. 

  
31.03.2023 

actual 
31.03.2024 

forecast 
31.03.2025 

budget 
31.03.2026 

budget 

Debt at 
31.12.2023 

Debt (Incl.PFI & leases) 5.013 0.00 3.50 6.85 0 

Capital Financing 
Requirement 28.38 

30.74 33.58 35.19 
 

 

9.7 Debt and the Authorised Limit and Operational Boundary: The Authority is legally obliged to 

set an affordable borrowing limit (also termed the Authorised Limit for external debt) each 
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year. In line with statutory guidance, a lower “operational boundary” is also set as a warning 

level should debt approach the limit. 

  
Maximum 
debt H1 
2023/24 

Debt at 
31.12.23 

2023/24 
Authorised 

Limit 

2023/24 
Operational 
Boundary 

Complied? 
Yes/No 

Borrowing 5.013m 0 55.06m 50.06m Yes 

Total Debt 5.013m 0 0 0 Yes 

 

Since the operational boundary is a management tool for in-year monitoring it is not significant 

if the boundary is breached on occasions due to variations in cash flow, and this is not counted 

as a compliance failure. 

 

9.8 Net Income from Commercial and Service Investments to Net Revenue Stream: The 

Authority’s income from commercial and service investments as a proportion of its net 

revenue stream is indicated below. 

 

  
2022/33 
actual 

2023/24 
forecast 

2024/25 
budget 

2025/26 
budget 

Total net income from service and 
 commercial investments 

4.25m 3.53m 5.06m 5.06m 

Proportion of net revenue stream 30.56% 23.29% 33.21% 32.71% 

 

9.9 Proportion of Financing Costs to Net Revenue Stream: Although capital expenditure is not 

charged directly to the revenue budget, interest payable on loans and MRP / loans fund 

repayments are charged to revenue. 

 

9.10 The net annual charge is known as financing costs; this is compared to the net revenue stream 

i.e., the amount funded from Council Tax, business rates and general government grants. 

  
2022/33 
actual 

2023/24 
forecast 

2024/25 
budget 

2025/26 
budget 

Financing costs (£m) 0.420m 0.515m 0.648m 0.894m 

Proportion of net revenue stream 3.02% 3.40% 4.26% 5.% 

 

9.11 Conclusion 

Overall the Q3 position is positive, with above budget returns on investment income and the 

beginning of the recovery of pooled fund capital values. The risk to the Council’s revenue 

budget from the end of the Statutory Override has been mitigated with the Executive approval 

to set up an earmarked reserve to support the General Fund position from 1st April 2025. 

This will be reviewed annually with the reserve held at a prudent level dependant on the 

market conditions that effect the capital value of our pooled funds. 
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10.  FINANCIAL IMPLICATIONS 

There are no financial implications arising from this report. 

 

11. LEGAL IMPLICATIONS 

There are no legal implications arising from this report. 

 

12. RISK ASSESSMENT 

None required as a result of this report 

 

13. EQUALITIES IMPACT 

No direct equalities impact with regards to the content of this report 

 

14. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

None 

 

15. BACKGROUND PAPERS 

None 
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West Oxfordshire District Council Fund Summary March 2024 

 

Sustainability practices typically fall under the umbrella of ESG, or environment, social, and 

governance practices (essentially, the three pillars). Organisations implement ESG in order to 

reduce their environmental footprint or to accomplish other objectives that can benefit 

society, this relates to socially responsible investing. 

 

Chart 1 below shows the score out of 50 for each pillar against each fund that West 

Oxfordshire hold as at March 2024. (Source: Morningstar) 

 

 

The Environmental Pillar - often gets the most attention as many companies are focused on 

reducing their carbon footprint, packaging waste, water usage, and other damage to the 
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environment. Besides helping the planet, these practices have a positive financial impact. For 

example, reducing the use of packaging materials can reduce spending and improve fuel 

efficiency. 

The Social Pillar - these tie to the concept of social licence. A sustainable business should have 

the support and approval of its employees, stakeholders, and the community it operates in. 

How such support is secured and maintained varies, but it comes down to treating employees 

fairly and being a good neighbour and community member, both locally and globally. 

The Economic Pillar - this is where most businesses feel they are on firmer ground. To be 

sustainable, a business must be profitable. That said, profit cannot trump the other two pillars. 

In fact, profit at any cost is not what the economic pillar concerns. It is about compliance, 

proper governance, and risk management. 

To conclude Chart 1 clearly shows that all West Oxfordshire investments in Funds have 

negligible risk, Corporate ESG Pillars (lower scores = lower risk). 

 

Chart 2 shows the breakdown of the top 10 holdings for each of West Oxfordshire’s funds 

as at March 2024 

 

 

Chart 2 clearly show the majority of the funds invest highly in financial services (54.26%), 

technology (25.77%) and Healthcare (23.08%). Investment in energy providers is at 19.03%. 
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WEST OXFORDSHIRE DISTRICT COUNCIL 

Name and date of 

Committee 

AUDIT AND GOVERNANCE COMMITTEE – 19 MARCH 2024 

Subject MEMBER TRAINING 

Wards affected None 

Accountable member Councillor Andy Graham, Leader of the Council 

Email: Andy.Graham@westoxon.gov.uk  

Accountable officer 

 
Andrea McCaskie, Director of Governance 

Email: Andrea.McCaskie@westoxon.gov.uk 

Report author Andrew Brown, Democratic Services Business Manager 

Email: democratic.services@westoxon.gov.uk  

Summary/Purpose To update the Committee on the plans for member training post-

election. 

Annexes Annex A – Draft Member Induction and Training Programme 2024-25 

Recommendation(s) That the Audit and Governance Committee resolves to: 

1. Note the report; 

2. Provide feedback on how the Council may better engage 

members in member training and development. 

Corporate priorities  Putting Residents First 

 Working Together for West Oxfordshire  

Key Decision NO 

 

Exempt NO  

 

Consultees/ 

Consultation  

N/A 
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EXECUTIVE SUMMARY 

1.1 This report updates the Audit and Governance Committee on the plans for inducting new 

members post-election and wider plans for member training and development. It also seeks 

feedback from the Committee on how the Council may better engage members in member 

training and development so that sessions will be well attended going forwards. 

2. BACKGROUND 

2.1 The Audit and Governance Committee has a responsibility to promote, maintain and assist 

the achievement of high standards of conduct by councillors and co-opted members in 

accordance with the Council’s Code of Conduct for Members. This includes a responsibility 

to secure adequate and appropriate training of councillors and co-opted members on the 

Code of Conduct for Members. 

2.2 The Audit and Governance Committee on 30 March 2023 received a report on Member 

training and resolved to agree that training on equality and diversity awareness, the use of 

social media, and the Members’ Code of Conduct are strongly encouraged for all councillors 

and should be undertaken at least once in a councillor’s term of office, within six months of 

their election. The Committee was not in favour of making training mandatory, and in 

practice mandatory attendance is not something that can be enforced by officers. 

2.3 Member attendance at a number of training sessions over the last year has tended to be 

very low including at sessions that have been delivered by external trainers at a cost to the 

Council, e.g. equality and diversity and chairing skills training.. This has been reflected in the 

External Auditors Value for Money Recommendations for 2022/23 a report on which is 

presented elsewhere on this Committee agenda. The Committee is invited to provide 

feedback on how the Council may better engage members in member training and 

development. 

3. DRAFT MEMBER INDUCTION PROGRAMME 

3.1 At the local elections on 2 May 2024, 17 of the 49 seats on the Council will be up for 

election. In preparation for supporting new members post-election officers have drawn up a 

draft member training and induction programme, which is attached at Annex A. The draft 

programme is similar to that for the intake of new members in 2023. The programme 

includes some planned induction and training sessions which are specifically aimed at new 

members, as well as sessions that are aimed at all members, or members with certain 

responsibilities. 

3.2 It is proposed that new members will be invited to attend a choice of two welcome sessions 

to be held at different times of day on the Wednesday after the elections. Returning 

councillors will also be more than welcome to attend these sessions. It is proposed that the 

welcome sessions include, among other things, training on the Code of Conduct for 

Members.  
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4. FURTHER MEMBER TRAINING OPPORTUNITIES 

4.1 Democratic Services have been working with the Learning and Development team to 

deliver further training opportunities for members. As a result, a suite of online training 

courses will soon be made available to elected members through the Council’s iHASCO 

Learning Management System. This will be communicated to members in the coming weeks. 

The following online courses have been identified as being the most likely to be of interest 

to members: 

Health and Safety Essentials 

Lone Worker Safety 

Conflict resolution 

Equality, Diversity and Inclusion 

Gender Identity and Expression 

Managing Anxiety 

Menopause Awareness 

Mental Health Awareness 

Prevent Duty 

Sexual Harassment Awareness 

Unconscious Bias 

4.2 Carbon Literacy training has recently been delivered to senior officers. Climate Change 

officers are currently developing proposals for carbon and climate literacy training for 

members. 

4.3 In addition to member training, Democratic Services will continue to facilitate regular 

member briefing sessions on issues or services that are likely to be of interest to Members. 

These sessions are held remotely on Teams and are recorded for the benefit of members 

who are unable to attend at the given time. Recent briefings include Health and Wellbeing 

(14 March), the Local Government Boundary Commission Review (13 March), the GLL 

Annual Progress Review (5 March), Cyber Security and it’s Risks (20 February), and Ubico 

Update (8 February). 

5. FINANCIAL IMPLICATIONS 

5.1 The Council has allocated a budget of £4,000 per annum for member training. This is 

sufficient to fund two externally provided training sessions per year. Alternatively, the 

funding may be apportioned to groups to enable members to attend external training 

courses. 

6. LEGAL IMPLICATIONS 

6.1 There is no legal requirement for the Council to provide member training but doing so is 

considered to be good corporate governance and member support practice. Member 

training on regulatory functions (e.g. planning, licensing and standards) is important for 

ensuring that decisions taken will be sound and reduce the risk of decisions being 

successfully challenged. 
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7. RISK ASSESSMENT 

7.1 If members are not trained on the Code of Conduct, social media and equality and diversity 

there is a risk of an increase in the number of complaints against members. 

7.2 If members taking planning, licensing and standards decisions are not trained on those 

functions there is an increased risk of decisions being successfully challenged, which can be 

costly for the Council and result in negative publicity. 

8. EQUALITIES IMPACT 

8.1 All newly elected councillors will be invited to declare any special requirements relating to 

the provision of training and Democratic Services will work with the individual to ensure 

that any such needs are met.  

9. CLIMATE AND ECOLOGICAL EMERGENCIES IMPLICATIONS 

9.1 Where appropriate, training and briefing sessions are held online to minimise travel 

emissions. There are no other climate and ecological emergencies implications arising from 

this report. 

10. BACKGROUND PAPERS 

10.1 None. 

 

(END) 
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Annex A: DRAFT Member Induction Programme 2024 

Type of training Target 
audience 

Delivery When (indicative length) 

Introduction to the Council 

 Corporate welcome from the Chief Executive 

 Introduction to Publica  

 Overview of welcome pack and induction 

 Overview of Council Governance 

 Code of Conduct training 

 Modern.gov app set-up 

 Declaration of acceptance of office (if not done at count)  

 Official photograph 

 Tour of building 

 

New members Internal – Retained officers, 

Publica Directors Assistant 

Director locality leads, 

Democratic Services 

 

8 May 2024, choice of two 

sessions (10am and 5pm) 

 

2.5 hours 

Planning skills 

To ensure that all members are equipped with the essential planning 

knowledge and skills they need as committee members/substitutes and 

ward councillors. To include: 

● Introduction to the planning process 

● Planning at WODC 

● Being on the planning sub-committees 

 

All Planning Business Manager 

 

 

TBC (2 hours) 

Licensing 

An introductory course to ensure that the Licensing Committee 

members are equipped to determine applications. 

 

Licensing 

members 

Licensing Team Leader 

 

TBC (1.5 hours) 

Introduction to the Council’s Finances 

An overview of the Council’s finances including revenue and capital, 

funding streams, council expenditure, treasury investments and the 

national financial context. 

 

All  Director of Finance TBC (1.5 hours) 
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Audit & fraud awareness 

● An overview of the roles and responsibilities of the Audit and 

Governance Committee, the Chief Finance Officer (Section 151 Officer), 

Internal Audit and External Audit. 

● A brief introduction to the Counter Fraud Enforcement Unit 

Partnership, general fraud awareness, risk areas affecting Local 

Government and Member responsibilities. 

 

Audit and 

Governance 

Committee 

SWAP, Director of Finance & 

Head of Counter Fraud Unit 

TBC (2 hours)  

Communications and social media 

This session will provide an introduction to how the Council’s 

Communications Team works, how they can support Members, how the 

Council deals with the local media and the role in that of ward member. 

 

It will also cover in depth how Members can use social media, advice on 

how to manage social media as a local councillor and how to avoid some 

of the pitfalls users can fall into. 

 

All Communications team TBC (1.5 hours) 

Equality and Diversity 

A general overview of inclusion, including unconscious bias. 

 

All  External TBC TBC (2 hours) 

Standards hearings 

An overview of the procedure to be followed at Standards Sub-

Committee hearings, where members will determine allegations that the 

Code of Conduct has been breached by a district, town or parish 

councillor.  

Standards Sub-

Committee 

Director of Governance  TBC (1 hour) 
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