) <&
o w
~ z
3 =
m &
¢ &
O @é‘
‘Mg cO
® =
T
8@ ©
@ O
ng o Goods
o
o
L=
)
&
3
8% 2
PResourc Planning Regulations &
g% B  § Sinternaltg Cards ki
oCc SEFramework o £ HE= c
OO ©okrs - » Overview 3
= Ly SS Pocessev 8¢ a o
Breaches 20 Money o 2 4
l.aunderin ",EO D h — = 1 § 7
'f,%.sggm = o‘&e I
EECE 2o 4 O O
O= mar SBudd - =
HEBQ P '-18 9
g0 8 3 & ea PAYE PR 8p, mentGuidance & 2 & ,’“Contmuny
o ° o 28 £0g Limits OCFOS§ Sc  Sgunices
< 5 Gl @ c3 flsa € @ = 5
o O b VB Loa 2 Gi t58 @ > 8
L = ~ Sponsorship
7]

The Police and Crime Commissioner for Cumbria
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Introduction

Contents
The Financial Rules are divided into a number of sections, each with detailed requirements relating to

the section heading. References are made throughout the individual sections to delegated limits of

authority. These are also summarised in Section G.
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Section C Management of Risk and Resources 46-92
Section D Systems and Processes 93-118
Section E Joint Working Arrangements 119-126
Section F Guidance Notes on breaches of Financial Regulations, Rules and 127-128
Procurement Regulations
Section G Summary of Delegated Limits 129-132
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Introduction

Introduction

Overview

1.

Public sector accounting is covered by a range of government legislation and accounting
standards that are designed to ensure proper accountability for public funds. The Police and
Crime Commissioner for Cumbria and Chief Constable for Cumbria Constabulary were
established as separate statutory entities under the Police Reform and Social Responsibility
Act 2011 (PRSRA 2011). The legislation provides for the Secretary of State to issue a financial
code of practice in relation to the proper administration of financial affairs. The Home Office
under the legislation issues a Financial Management Code of Practice for the Police Forces of
England and Wales. The Code supports the statutory framework by setting out the financial

relationships and requirements of the Commissioner and Chief Constable.

To conduct their business effectively, the Police and Crime Commissioner for Cumbria and the
Chief Constable for Cumbria Constabulary need to ensure that sound financial management
policies exist and that they are strictly adhered to. Part of this process is to adopt and
implement Financial Regulations and Rules. This document containing the Financial Rules is
consistent with and is in a broadly similar format to the Financial Regulations approved by the
Commissioner and Chief Constable. The Financial Rules, in conjunction with the Financial
Regulations, form a key part of the organisation’s system of corporate governance by

providing a control framework to help ensure that:

Robust, effective and well documented financial management systems are in place
all staff are aware of their responsibilities in relation to financial matters

that the organisation’s assets are safeguarded

YV V V VY

the organisation complies with all statutory and legislative requirements relating to

finance.
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Introduction

3. The Financial Regulations are designed to establish overarching financial responsibilities and
explain their statutory foundation. They focus, at a high level, on the respective duties, rights
and powers of the Commissioner, the Chief Constable and senior officers of both parties in
relation to financial management. The Financial Rules provide a greater level of detail, dealing
primarily with financial matters delegated by the Commissioner to the Chief Constable to

manage.

4, Both the financial regulations and rules apply to every member, employee and officer of the

service and anyone acting on its behalf.

5. A modern organisation should also be committed to innovation. These financial rules aim to
strike a balance between ensuring that such innovation is not stifled and need to ensure that
adequate risk assessment and approval safeguards are in place to protect the Commissioner

and the Chief Constable.

Status

6. The Financial Rules should not be seen in isolation, but rather as part of the overall regulatory
framework of the organisation that includes the Financial Regulations, codes of conduct for
members, employees and officers, the scheme of delegation, the standing orders in relation
to contracts, the scheme of Devolved Resource Management (DRM) and the role of

committees.

7. These Financial Rules are intended to:

(a) ensure that the financial dealings of the Commissioner and the Chief Constable are
conducted properly and in a way which meets the requirements of best practice;

(b) include sufficient safeguards for the Chief Finance Officers (PCC CFO and CC CFO), who
have statutory responsibility for ensuring that the financial affairs of the Commissioner
and Chief Constable are properly administered, to discharge properly his/her statutory
obligations;

(c) encourage the delegation of responsibility to the lowest level consistent with 7(a) and
(b); this applies to the delegation of financial responsibility between the Commissioner

and the Chief Constable, and within the Constabulary itself.
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10.

11.

In relation to 7c, a hierarchy of accountability exists within the Office of the Police and Crime
Commissioner (OPCC) and the Constabulary for the effective management and operation of
financial processes, ranging from the Commissioner, the Chief Constable and the Chief Finance
Officers, who have ultimate responsibility for financial management within the organisation,
to those actually administering processes. As these Financial Rules are intended to act as a
practical document, wherever possible, those post-holders who exercise day to day
responsibility for specific tasks and processes are named. This does not, however, abdicate
more senior employees and officers with financial responsibilities from their ultimate
responsibility for the effective operation and control of financial processes.

The rules are also equally applicable to authorised persons acting on behalf of the named post

holder.

As part of the overall internal control framework for finance within the OPCC and
Constabulary, the financial rules are supported by a number of more detailed policies and
procedures for example the scheme of devolved resource management, budget protocols and
detailed procedures for key processes. These supporting policies and procedures are
referenced within specific sections of the financial rules to which they are applicable and
wherever possible a link providing easy access to these subsidiary documents is embedded

within the rules.

All employees and officers have a general responsibility for taking reasonable action to
provide for the security of assets under their control and for ensuring that the use of these
resources is legal, properly authorised and provides value for money. Employees and officers
also have a general duty to seek value for money in their activities through economic, efficient

and effective use of resources.

The Police and Crime Commissioner and the Chief Constable are responsible for approving or
amending Financial Rules. However, in all cases, the Chief Finance Officers must be consulted
prior to any change in the rules. The Financial Rules will be subject to the organisations policy
consultation process prior to agreement by the Police and Crime Commissioner and Chief

Constable.

4|Page
Financial Rules (Updated January 2017)



Introduction

12.

13.

14.

15.

The Financial Rules will be subject to continuous review. Any changes to their content or
prescribed limits shall be agreed by the Chief Finance Officers and communicated to key

stakeholders.

The Chief Finance Officers and staff within the Financial Services team have a general duty to
promote the existence and content of the Financial Rules within the organisation and ensure
that they are complied with. However, Commanders, Directors and Heads of Department are
responsible for making all staff under their management aware of the existence and content
of the Financial Rules and any associated procedure notes. They are also responsible for

ensuring that their staff comply with the rules.

Breaches of Financial Rules of a serious nature may result in disciplinary proceedings. Such
cases shall be reported in the first instance to the Chief Finance Officer(s) who shall determine,
after consulting with the Chief Executive (Monitoring Officer), the Commissioner and the Chief

Constable how the matter should be dealt with.

All employees and officers have a duty to abide by the highest standards of probity in dealing

with financial issues.

Definitions within the Rules

16.

17.

18.

19.

The ‘Police and Crime Commissioner for Cumbria’ shall refer to the Commissioner or members

of the Office of the Police and crime Commissioner (OPCC).

The ‘Constabulary’ shall refer to the Chief Constable for Cumbria, police officers, police staff,
police community support officers (PCSO), special constabulary, volunteers and other

members of the wider police family under his /her direction.

‘Employees’ when referred to as a generic term shall refer to police officers, police staff, OPCC

staff and other members of the wider police family.

The expression ‘authorised officer’ refers to employees authorised by another officer

specifically described in these rules.
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20. The expression ‘contract’ refers to any commitment (including purchase orders, memoranda
of understanding, leases and service level agreements) to acquire, purchase or sell goods,
services or building works made on behalf of the Authority, the Constabulary or their affiliated

bodies.

21. The expression ‘value for money’ shall mean the most cost effective means of meeting the

need and takes account of whole life costs.

22. The expression ‘he’ shall refer to both male and female.
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Key Stakeholders

Throughout this document, individuals or teams of individuals are allocated specific responsibility for
tasks, these individuals/teams are known as key stakeholders. The key stakeholers identified within the
document are:

The Police and Crime Commissioner

The Chief Constable

The Deputy Chief Constable

The Assistant Chief Constable

The Chief Constable’s Chief Finance Officer (CC CFO)

The PCC Chief Finance Officer/Deputy Chief Executive (PCC CFO)

The Chief Executive

The Governance and Business Services Manager

The Deputy Chief Finance Officer

The Head of Central Services

The Head of ICT

The Head of Estates and Fleet

YV V. V V VYV V V V V VYV V V V

The Head of Professional Standards

The Head of Human Resources

The Head of Procurement

The Director of Corporate Improvement
The Director of Legal Services

The Chief Officer Group

Commanders

YV V V VYV VYV V V

Directors
Senior Managers

Budget Holders

Y V V

Heads of Service
All Officers and Staff
The Joint Audit and Standards Committee

Group Audit Manager (Head of Internal Audit)

YV V V V

Financial Services Team
Central Services Department
OPCC Management Team
Asset Managers

Managers/Supervisors

YV V. V VY VY

Credit, Debit & Fuel Card Holders
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Section A The Financial Management Framework

(A1) Roles and
Responsibilities

(Pages 9 -15)

(A4) The Annual Financial (A2) Financial
Statement of Management
Accounts .  Management Standards

Framework

(Pages 22-24)

(Pages 16 -17)

(A3) Accounting
Systems,

Records &
Returns

(Pages 18-21)

Financial Management Framework

Introduction

This section of the financial rules sets out the responsibilities for financial management including
financial management standards, accounting systems, records and returns. The financial regulations
set out in detail overall responsibilities for financial management including security of assets, that are
vested in the Commissioner, Chief Constable, their respective CFOs and the Chief Executive under
statute, regulations, codes of practice and financial and accounting standards. This section also makes
reference to the role of external bodies in providing independent assurances with regard to
arrangements for financial management. The financial rules are intended to complement the financial
regulations and to provide a practical day to day guide to ensure that all officers and staff are clear
with regard to their duties in relation to financial management. Accordingly, wherever possible the
financial rules refer to the roles who have practical responsibility for specific elements of financial
management, whilst recognising the overarching responsibilities of statutory officers in relation to

financial management.
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Section A The Financial Management Framework

A1l Roles and Responsibilities

To deliver high quality financial management it is essential that all officers and staff are clear and
aware of their roles and responsibilities in relation to finance. Theses financial rules are designed to
complement the Schemes of Delegation of the Commissioner and Chief Constable and the financial
regulations by setting out at a practical level, responsibilities of all officers and staff. Where possible

responsibilities have been categorised to facilitate accessibility.

Key Controls

That all officers and staff are aware and clear of their responsibilities with regard to financial

management.

That roles and responsibilities are formally documented in Schemes of Delegation, Financial

Regulations, Financial Rules and other procedures.

Responsibilities of the Police and Crime Commissioner

The Financial Regulations set out in detail the responsibilities and statutory basis for the
Commissioner’s role in relation to financial management. In summary, the Commissioner has a
statutory duty and is ultimately responsible for management of the Police Fund. The Commissioner
is the recipient of all funding including government grants and council tax. The Commissioner is
responsible for determining the budget and the annual precept in consultation with the Police and

Crime Panel.

The Commissioner is responsible for allocating funding in consultation with the Chief Constable,
wider partners, the views of the community and in accordance with any grant conditions with the
aim of achieving the objectives set out in the Police and Crime Plan. All funding for the Constabulary

must come via the Commissioner.

The Commissioner is responsible for approving financial strategy and policy, the annual and medium
term budget and for approving the overall framework of accountability and control, and monitoring

compliance. In relation to these financial rules this includes:
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The Police and Crime Plan

The Medium Term Financial Forecast (MTFF)

Annual Revenue Budget

Capital Programme

Treasury Management Strategy (including the annual investment strategy and minimum
revenue provision (MRP) policy

Estates Strategy and other Asset Management Plans

Risk Management Strategy

Funding and other agreements

Overall arrangements for governance.

The Commissioner will hold the Chief Constable to account for proper administration of resources

made available to the Constabulary.

The Chief Constable is accountable to the Commissioner for the delivery of efficient and effective
policing, management of resources and expenditure by the Constabulary. To help ensure the
effective delivery of policing services the Chief Constable has day to day responsibility for financial
management of the Constabulary within the framework of the agreed budget allocation, conditions
of funding as set out in the funding arrangement, and levels of authorisation issued by the

Commissioner.

The Chief Constable must ensure that the financial management of the budget remains consistent
with objectives and conditions set by the Commissioner in the Police and Crime Plan. When the Chief
Constable wishes to make a significant change in policy or seeks to move sums of their budget outside
the agreed budget framework approval of the Commissioner must be sought. The Chief Constable
and the CCCFO are responsible for ensuring that the terms and conditions of the Commissioner’s

funding arrangement are met.

The Chief Constable is responsible for approving the Constabulary’s framework of accountability and

control. For the purposes of these rules this includes:
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The Constabulary’s annual budget proposal and medium term financial forecast.
The Constabulary’s capital expenditure proposals.

The Constabulary Scheme of Delegation

The Constabulary’s Scheme of Devolved Resource Management

The Constabulary’s annual Statement of Accounts

The Constabulary’s Code of Corporate Governance and Annual Governance Statement.

In practice all of the above documents are presented to the Constabulary Chief Officer Group for
consultation and collective assurance prior to the formal authorisation by the Chief Constable.
Accordingly, in these rules the responsibilities of the Chief Officer Group are most frequently

referenced and can be read as being synonymous with those of the Chief Constable.

Under the terms of Police and Social Responsibility Act 2011 both the Commissioner and Chief
Constable must appoint an appropriately qualified Chief Finance Officer for their respective

organisations, who will be responsible for the proper administration of their financial affairs.

The duties of the Chief Finance Officers are set out in legislation, regulations, the Financial
Management Code of Practice, CIPFA guidance and various codes of practice. The legal basis and
duties are covered in detail within the Financial Regulations, but in summary both CFOs are required

to support the Commissioner and Chief Constable respectively in relation to their organisations by:

Ensuring that the financial affairs are properly administered.

Ensuring that all expenditure is lawful and report any unlawful or potentially unlawful
expenditure.

Providing advice on Value for Money.

Ensuring that the financial position is communicated to senior management on a timely basis
and to advise if the overall budget is likely to be exceeded.

Advising on the soundness of the budget.

Ensuring that an effective internal audit service is in place.

Advising on safeguarding assets including arrangements for risk management and insurance.
Securing preparation of the annual statement of accounts including the single entity and

group accounts.
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Leading on the promotion of good financial management to ensure that public money is
safeguarded and used appropriately, economically and efficiently.

Ensuring that appropriate arrangements are in place for the appointment of external
auditors and that there is effective liaison with the external auditors.

To support and ensure the effective operation of the Joint Audit and Standards Committee.

In addition to the above responsibilities the PCCCFO has specific responsibilities for:
Advising on the robustness of estimates for both organisations and the adequacy of financial
reserves.
Ensuring that funding is available to support agreed expenditure.
Securing an effective treasury management function.
Reporting to the Police and Crime Panel on financial matters.
Arranging for the determination and issue of the precept.
Supporting the Commissioner in holding the Chief Constable to account for efficient and

effective financial management.

To ensure that the Chief Finance Officers are able to fulfil these duties they must be part of the
respective senior management teams, be consulted and have influence on all strategic business

decisions and have an adequately resourced and fit for purpose finance function.

The Deputy Chief Finance Officer reports jointly to both CFOs and manages the Financial Services
Team, which provides a full spectrum of financial support services to both the OPCC and
Constabulary. The detailed responsibilities of the Deputy Chief Finance Officer are set out within the

various sections of these rules, but, in summary include:

Day to day management of the Financial Services Team

Co-ordination of the annual revenue budget and medium term financial forecast.
Co-ordination and review of the monthly management accounts.

Preparation of the Capital Strategy and annual Capital Programme and revenue effects of
capital projects.

Provision of financial information and advice to capital budget holders, monitoring and

reporting of expenditure against the capital programme.
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Ensuring that budget holders receive appropriate financial advice.

Oversight of the central debtors system and debt collection procedures.

Ensuring that the Commissioner and Constabulary comply with VAT legislation including VAT
returns.

Production of the annual statutory Statement of Accounts.

Monitoring compliance with the Financial Regulations and Rules within the Constabulary.
Management of the Treasury Management function, including production of the Treasury
Management Strategy Statement.

Co-ordination of information for the annual insurance renewal and provision of insurance
advice.

Provision of strategic VAT advice and monitoring new VAT developments.

Implementation and communicating emerging technical accounting changes.

Ensuring the integrity and internal controls in relation to the accounting system.

To co-ordinate arrangements for and act as the key liaison point with the Joint Audit and

Standards Committee.

The Head of Central Services has responsibility for the management of transactional support services
processes within the Constabulary and OPCC including those with a direct link to financial
management such as payment of salaries and suppliers. The detailed responsibilities of the Head of

Central Services are set out within the various sections of these rules, but, in summary include:

Ensuring the accurate and timely payment of employees and pensioners in accordance with
relevant legislation and staff terms and conditions of service.

Management of the payment of expenses to employees.

Ensuring that all payments to employees comply with taxation legislation and that payments
to HM Revenues and Customs are made by statutory deadlines.

Administration of the ordering and supplier payment processes.

Management of the income collection and debtors process.

Provision of strategic PAYE and Taxation advice and monitoring new PAYE and Taxation
developments.

Manage payroll service contract.
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Provision of strategic advice on Police Pensions Regulation changes ensuring regulations are
correctly implemented and officers informed.

Manage the contracts for the provision of pensions administration services.

Many senior managers within the OPCC and Constabulary have responsibilities which link either
directly or indirectly to financial management and are referenced in these rules. These
responsibilities may be specific to their role such as the Head of HR in relation to staff matters. In
addition, there are more generic financial responsibilities which apply to a wider number of managers

including:

Responsibilities for managing specific budgets relating to their areas of business.
Responsibilities to safeguard assets which they manage on behalf of the Commissioner and
Chief Constable.

Development of business strategies and ensuring that the financial implications are outlined
and planned.

Ensuring that all staff under their supervision are aware of and comply with their

responsibilities as set out within the financial regulations and financial rules.

All officers and staff have general duties to ensure that they comply with financial regulations and

financial rules including securing value for money. These responsibilities include:

Ensuring that assets owned by the Commissioner and Constabulary are safeguarded and
used appropriately for business purposes through compliance with budget protocols.

Ensuring that all expenditure is incurred for legitimate business purposes.

Ensuring that appropriate systems administered by the Central Services Department are used

for ordering goods and services, business travel and claiming expenses etc.
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Section A The Financial Management Framework

Responsibilities of Internal Audit

Provides an independent assurance function with regard to the Commissioner’s and Chief

Constable’s arrangements for governance, internal control and management.

Responsibilities of the Joint Audit and Standards Committee

In compliance with the Home Office Financial Management Code of Practice the Commissioner and
Chief Constable have established an independent audit committee. The Joint Audit and Standards
Committee supports both the Commissioner and Chief Constable and its role includes considering

and advising on:

» The Internal Audit Plan.

» Internal and external audit reports.
» The internal control environment.

» Governance arrangements.

> Arrangements for risk management.
» The Statement of Accounts.

» Value for Money.

» The Treasury Management Strategy.

Responsibilities of External Audit

External audit carry out a statutory responsibility to provide an independent external audit of the
Commissioner’s and Chief Constable’s annual statement of accounts and also provide an opinion on

the arrangements to secure value for money.
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Section A The Financial Management Framework

A2 Financial Management Standards

Overview

All employees and police officers have a duty to abide by the highest standards of probity (honesty,
integrity and transparency) in dealing with financial issues. This is facilitated by ensuring that
everyone is clear about the standards to which they are working and the controls that are in place to

ensure that these standards are met.

Key Controls

The key controls and control objectives for financial management standards are:

A culture of abiding by the highest standards of integrity and best practice in relation to all financial

matters is actively promoted throughout the OPCC and Constabulary.
That officers and staff are clear with regard to their responsibilities in relation to financial
management, which is facilitated by the existence of and communication of a scheme of delegation,

the financial regulations and rules.

That a monitoring system is in place to review compliance with financial standards

Responsibilities of the Chief Finance Officers (PCC CFO and CC CFO),
the Deputy Chief Finance Officer, Head of Central Services and the

Financial Services Team

These officers have primary responsibility to:

» Ensure the proper administration of financial affairs and that correct financial practices are
adhered to.

» Advise on the key strategic controls necessary to secure sound financial management.

» Ensure that financial information is available to enable accurate and timely monitoring,

reporting and decision making.
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Section A The Financial Management Framework

» Ensure that all members, staff and police officers are aware of, and comply with, proper
financial management standards, including the Financial Regulations and these Financial
Rules.

» Ensure that financial staffing resources are sufficiently available to support all areas of
business activity.

» Ensure that staff within the Financial Services team are properly managed, and that all staff
within the organisation are developed, trained and have adequate support to carry out their

financial duties effectively.

Responsibilities of Commanders, Directors, Senior Managers and

Budget Holders

Commanders, directors, senior managers and budget-holders also have a key responsibility in

relation to the areas of business and staff they control to:

» Promote a culture of integrity and high standards of financial management including the
financial regulations and rules.

» Ensure that officers and staff are aware of their responsibilities in relation to financial
management, financial regulations, financial rules and are adequately developed, trained

and supported in carrying out these duties.
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Section A The Financial Management Framework

A3 Accounting Systems, Records and Returns

Overview

Maintaining proper accounting records is one of the ways in which the Commissioner and Chief
Constable will discharge their responsibility for stewardship of public resources. There is a statutory
responsibility to prepare annual accounts to present a true and fair view of the financial position of
the OPCC and Constabulary and of operations during the year. These are subject to external audit on
an annual basis. This audit provides assurance that the accounts are prepared properly, that proper
accounting practices have been followed and that adequate arrangements have been made for

securing economy, efficiency and effectiveness in the use of resources.

Key Controls

The key controls for accounting records and returns are:

> Relevant accounting standards and timetables are understood and observed.

> Appropriate accounting policies and procedures are adopted to ensure compliance with
relevant accounting standards and codes of practice.

» All transactions, material commitments and contracts and other essential accounting
information are recorded completely, accurately and on a timely basis.

» Reconciliation procedures are carried out on a timely basis to ensure transactions are
correctly recorded.

» Procedures are in place to enable accounting records to be reconstituted in the event of
systems failure.

» Documents are retained in accordance with legislative and other requirements e.g.
retention and disposal policies.

» Procedures are in place to ensure that the Statement of Accounts and all statutory returns
are completed within the statutory timescale.

> Effective internal controls are in place to ensure the integrity of financial records.
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To ensure that financial data held within the accounting system and financial spreadsheets
are maintained accurately and reliably, updated in accordance with agreed timescales and
deadlines and in a structure which facilitates compliance with relevant accounting standards
and reporting requirements.

To ensure that all financial transactions are recorded electronically on the financial system.
To ensure that a clear audit trail from a prime document confirming the source of income
and expenditure through to the accounting statements for all transactions is maintained.

To ensure that all financial transactions entered onto the financial system are supported by
appropriate input documentation, authorisation and validation checks. The input of feeder
data to the financial system shall be controlled by the Deputy Chief Finance Officer and for
the payroll system by the Head of Central Services.

To ensure that all financial records are uniquely and individually numbered, which is recorded
in financial systems.

To ensure that all financial systems, processes and records are subject to regular checks,
balances and reconciliation to provide management assurance as to their accuracy and
integrity.

To ensure that financial data is only disclosed to third parties with a legitimate interest.
Where there is any doubt as to whether information should be disclosed, particularly where
there is a danger that misuse could subject the OPCC, Constabulary or its staff to the
possibility of fraud, the approval of the Chief Executive and the Data Protection Officer
should be sought.

To ensure that access to the financial system and financial records will be restricted to staff
with a legitimate interest as part their role. Access to the financial system will be controlled
by the Deputy CFO and to the payroll and expenses systems by the Head of Central Services.
To ensure that periodic checks regarding access to financial systems are undertaken.

To ensure that users of the financial system should be appropriately trained. Under normal
circumstances access to financial systems should not be granted until users have received
training.

To ensure that all data is held and transmitted securely. The content and accessibility of data
shall be regularly monitored and must conform to the requirements of the Data Protection
Act 1998.
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To ensure that prime financial records are retained in accordance with legislative, regulatory
and internal requirements. The format of such documents shall satisfy the requirements of
internal audit, external audit and regulatory bodies such as HM Revenues and Customs
(HMRC).

To ensure that the prior approval of the PCCCFO is obtained before making any fundamental
changes to accounting records, procedures and or systems.

To ensure that all relevant returns are appropriately certified in accordance with stipulated

conditions.

To ensure that where financial systems and processes are out-sourced to third party
contractors, appropriate internal controls are in place to ensure the integrity and accuracy

of data and that there are adequate disaster recovery procedures.

To co-ordinate the monthly closedown of the financial ledger to facilitate production of
budget monitoring information. The closedown position must reflect the principal areas of
cash expenditure up to that point, most notably the monthly payroll and all creditor payment
runs.

To produce a timetable for the monthly closure of the ledger and subsequent production of
the monthly management accounts before the start of the financial year, which is agreed by
the CFOs.

To be responsible for the maintenance of accounting codes (known as the Chart of Accounts).

The accounting code structure should:

Conform to CIPFA’S Standard Service Specification for Home Office Services.

Facilitate production of the Statement of Accounts in accordance with the Statement of
Recommended Practice and the Best Value Accounting Code of Practice.

Clearly distinguish between revenue, capital and balance sheet items.

Support the production of the Police Objective Analysis

To approve the creation, amendment or deletion of codes.
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Section A The Financial Management Framework

» To ensure the completion of all financial returns within stipulated deadlines, where required this
may include gaining audit certification prior to submission.

» To maintain a register of all returns, a named officer responsible for completion and their
ultimate dispatch dates.

» To ensure that returns are subject to quality assurance ensuring that all returns are consistent
with the data held in the financial system and shall supported by prime documentation for the
inspection of internal and external auditors.

» To ensure that all completed returns, together with supporting information, are retained either
in the designated returns and statistics electronic folder within the finance directory or as a hard

copy file within the Financial Services department.

Responsibilities of the Head of ICT

» To ensure that a back-up of all data held on the financial system is undertaken on a daily basis

and disaster recovery processes are in place to allow financial records to be re-constituted.
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Section A The Financial Management Framework

A4 The Annual Statement of Accounts

Overview

The Commissioner has a statutory responsibility to ensure the preparation of accounts which present
a true and fair view of the financial position of the OPCC and the Constabulary and of operations
during the year. They must be prepared in accordance with proper practices as set in the Code of

Practice on Local Authority Accounting in the United Kingdom (the Code)

The accounts will comprise separate statements for the Commissioner and Chief Constable as well
as group accounts covering both entities. The accounts are subject to detailed independent review
by the external auditor. This audit provides assurance that the accounts are prepared correctly, that
proper accounting practices have been followed and that arrangements made for securing economy,

efficiency and effectiveness in the use of resources are adequate.

Key Controls

The preparation of the statement of accounts is a complex process and therefore requires a

comprehensive plan if the deadline is to be achieved.

The accounts must be prepared in accordance with proper practices as set out in the
CIPFA/LASAAC Code of Practice on Local Authority Accounting in the United Kingdom: (The
Code).

Responsibilities of the Chief Finance Officers (PCC CFO & CC CFO)

The financial regulations set out in detail the responsibilities of the CFOs in relation to production of
the statements of accounts for their respective organisations. They also set out the PCCCFO

responsibilities in relation to the group accounts and the CCCFO responsibility to support this task.

The responsibilities include:

» Ensuring that a timetable for final accounts preparation is produced.
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Preparing, signing and dating the statement of accounts and certifying that they represent a true
and fair view of the financial position of each entity.
To publish approved and audited accounts following completion of the audit in accordance with

the Accounts and Audit (England) Regulations 2015.

In addition, the Financial Regulations set out the CFOs’ responsibilities in relation to the content of

the accounts.

To select suitable accounting policies and apply them consistently.
To make judgements and estimates that are reasonable and prudent.

To comply with the Code

The CFOs will also ensure the production of an Annual Governance Statement in liaison with other
senior managers for their respective organisations. This is a statutory document which outlines the
governance arrangements in place to demonstrate compliance with each entity’s Code of Corporate

Governance. It is subject to audit, scrutiny by the JASC and sits alongside the statement of accounts.

The Deputy CFO has primary day to day responsibility for production of the statement of accounts

supported by the Financial Services team. In order to achieve this, the Deputy CFO shall:

Prepare and distribute to all staff involved in the accounts closure process, a detailed
timetable for the production of the Statement of Accounts in advance of the year end, which
must accord with the statutory reporting period and deadline for approval. The timetable
must be agreed with the CFOs
Put in place procedures to ensure that the statement of accounts is delivered in accordance
with the agreed timetable.
Prepare the annual statements of accounts for the single entities and group for approval by
CFOs. The statements must:

Reflect all financial transactions attributable to the reporting period.

Report expenditure and income on a full accruals basis.

Ensure the application of consistent and appropriate accounting policies.

Ensure that judgements and estimates that are reasonable and prudent.
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Section A The Financial Management Framework

° Ensure compliance with the CIPFA Code.

° Ensure that the accounting statements are prepared in sufficient time to allow
scrutiny by the CFOs and approval by the Police and Crime Commissioner and the
Chief Constable respectively by the statutor