CORE FUNDING FROM LOCAL AUTHORITIES

Resourcing Community Councils is an issue where Local Authorities undertake arrangements to suit local circumstances.  Some local authorities may provide Community Councils in their area with office space, administration budgets and administrative support, but this is not the case in every local authority area.  

Grants - Acceptable Areas of Expenditure

When a Community Council is established, it may be awarded a start-up grant to cover initial administrative expenditure. In addition to this a Community Council, once established, will receive an annual administrative grant. Further to this when the Community Council has been established the administration grant is paid annually, on submission of audited annual accounts covering all income and expenditure of the Community Council for the previous financial year, minutes and current bank statements.

The purpose of the administrative grant is to cover the costs in administering Community Council business. Examples of such costs are detailed below:

· Insurance
· Auditors' fees
· Production and circulation of minutes, agenda and annual reports
· Stationery
· Photocopying
· Postage
· Travel costs
· Telephone costs
· Accommodation lets
· Affiliation fees
· Subscriptions
· Bank charges
· Advertising
· General Publicity and promotional activities.
· Consultation with the community.

Community Councils may generate income from sources other than the local authority. This income may also be applied towards expenditure not contemplated by the grants awarded by the local authority. The accounts of the Community Council will however disclose all income from whatever source it is obtained and will show all expenditure even where it is not simply the expenditure of the local authority grants. Where an application is made to the local authority for grant assistance the whole financial circumstances of the Community Council will be considered to establish free and committed funds before the application for grant assistance is dealt with by the local authority.

Accounting Procedures – Cash

· Each Community Council should have a physical or electronic record all income and expenditure. The date, description, amount and receipt number should also be recorded.

· The Community Council should nominate three unrelated office bearers to act as signatories to the Community Council bank accounts. All cheques and withdrawals should require two from three signatures. Any changes to authorised signatories should be approved by the Community Council. Where a Community Council uses online banking, it may not always be possible for two or three people to authorise payments, so permission should be noted alongside the record of the payment itself or in the minutes of the meeting where it was discussed and agreed. 

· The level of cash held should not be excessive and should be in proportion to the monthly expenditure.

· All income received should be banked and should not be used to directly meet expenditure. If funds are required for incurred expenditure, they should either be paid by cheque, bank transfer or alternatively cash should be withdrawn from the bank.

· Once a banking has been made the stamped bank pay-in slip should be retained and checked against the bank statement or bank book to ensure that the income has been credited correctly. If using online banking, a screenshot of the payment or an electronic copy of the statement should be generated to act as a check and record. 

Accounting Procedures – Expenditure

· All expenditure must be approved and minuted in advance by the Community Council.

· All expenditure must be accompanied by proof of purchase, either an expenditure voucher or receipted invoice.

· Receipts should be given a sequential number and filed accordingly.

· Details of the expenditure should be recorded in the cash book as soon as the expenditure is incurred. Where a receipt is not available, the person making the purchase should complete a form stating the nature of the expenditure. The form should be authorised by a member of the Community Council committee.

· A current account will normally be used for day to day transactions with a further deposit and/or saving account, as required, so that interest may be attracted on accumulated funds.

· The treasurer should await the bank statements and once received should carry out a bank reconciliation to ensure that the bank balance agrees with the balance recorded in the cash book. All bank statements should be retained.

· Where petty cash is issued all petty cash vouchers should be signed by the person requesting the money and countersigned by the treasurer or other authorised signatory - this must not be the person who is requesting the expenditure. All receipts for items of expenditure should be retained and attached to the appropriate petty cash voucher.

· Reimbursement of travel expenses should only be available to persons on official Community Council business. Claimants should submit a detailed record of dates, times, destination, reason for travel and mode of transport. Reimbursement of travel expenses (for example bus, taxi, train, parking fees etc) should only be awarded if accompanied by an appropriate receipt.

· If the Community Council requires telephone calls to be made, reimbursement of expenses can be made at the discretion of the Community Council. The person making the claim should submit the itemised telephone statement highlighting the calls claimed. Reimbursement will be authorised by the Community Council.

Accounting Procedures - Annual Accounts

The following paragraphs merely reinforce income and expenditure matters dealt with earlier in this guideline.

· An annual income and expenditure statement of all accounts including all income and expenditure must be prepared at the end of the Community Councils' financial year and must be examined by a person unconnected with the fund.
· The independently examined accounts must be presented to the Community Council and in course a copy passed to the local authority officer.
· An example of an annual income and expenditure statement is detailed in the attached appendix. All of the information within the account is fictitious and used only as a guide on how to prepare accounts.

Accounting Procedures – Inventory

The Community Council must maintain an inventory detailing all the assets of the Community Council. The inventory should be updated on an ongoing basis for additions and deletions
NON-FINANCIAL SUPPORT FROM LOCAL AUTHORITIES 

The amount of financial grant required by a Community Council will, to some extent, depend on what potential costs are met by the local authority directly.

Some of the following support resources may be supplied free to Community Councils by some local authorities. Where practicable Local Authorities are encouraged to provide adequate support to their Community Councils, but this may be done through the administration grant funding for the Community Council. This is not an exhaustive list, nor will all these services be provided by every local authority, but it gives some examples of the kind of support which may be available: 

· Meeting space (in authority buildings, or if elsewhere paid by LA directly).
· Dedicated space on LA website
· Data protection costs 
· Access to local project funding
· Community development staff employed by the local authority


TRAINING AND DEVELOPMENT OF COMMUNITY COUNCILS 

Training may be provided in-person or online by the local authority. There is also a training portal available on the Scottish Community Councils website, which gives Community Councilors free access to Open University courses on range of useful subjects. 

The aim of training and development is to enable Community Councilors to develop their individual skills, build their capacity to engage with public agencies and acquire new skills. This will enable each member to participate as fully as possible in the work of the Community Council to benefit their communities.

Basic training needs can include Roles and responsibilities, Policy and procedure, Licensing, Planning and other relevant topics.  Specific training needs can include Chairing meetings, keeping financial records and writing minutes.  Training must be delivered and targeted at the needs of the individual or the Community Council as a whole.  Training could be delivered by:

· Community Council Liaison Officers.
· Individual local authority departments such as Planning.
· Outside agencies such as third sector interfaces (TSI), Scottish Community Development Centre (SCDC), Planning Aid Scotland and the Scottish Community Councils project 
· Community Councils themselves for example through peer support

