
Appendix 1 - Executive Summary: Council Tax Billing
Conclusion: Reasonable Assurance

The Council maintains an accurate database of taxable properties and liable persons; bills are accurate and issued in a timely manner and
income is correctly allocated to individual accounts. Refunds and write-offs have been correctly processed.  The performance rate for the
collection of Council Tax was down by 1.6% for 2025/26 which is partly due to delays issuing recovery letters (systems issue) and the large
backlog of cases waiting to be processed.  Improvements are required over the quality checking of cases; staff declarations need to be completed
on an annual basis to ensure appropriate access to records; previous audit recommendations in relation to discounts and exemptions are still
outstanding, write-offs have been processed by employees who are not on the Council’s authorised signatory list and write-off reports are not
being reconciled to the Open Revenues system. 

Background
The Council approves Council Tax rates in February each year which is in advance of the March deadline set by the Local Government Finance
Act 1992.  It was agreed by Council in February 2026 to amend the Council Tax levy charges for unoccupied dwellings and approve a revised
levy charge.  Revenues Services are responsible for maintaining Council Tax accounts in the Open Revenues system and Digital 360 (document
management system). Council Tax E-billing and a customer self-service portal are due to be implemented with a planned go live date for April /
May 26 (subject to Board approval).

Summary of key findings and recommendations
The following findings and recommendations are highlighted, which have all been agreed by Management:
 Quality checking of cases to the standard required has not been undertaken since 2024.  Management have agreed to resume this by 30 

June 2026. 
 The annual declaration form stating that employees will not view their own or family and friends’ accounts on any system has not been 

completed since October 2024. Management have agreed to complete the annual declaration and ensure new employees are locked out of 
their own accounts by 30 April 2026.

 Write-off reports for Council Tax have not been reconciled to the Open Revenues system. Management have agreed to implement this by 
30 September 2026.

 Council Tax write-offs have been processed by officers who are not on the Council’s authorised signatory list.  Management have agreed to 
update the authorised signatory list by 30 September 2026.

Recommendations 
Grade 

High Medium Low Total

Current Report 0 1 3  4
Prior Report – February 
2021

0 1 2 3

Materiality
As at 10 March 2026 there were 45,945 properties in Midlothian. The
annual charge billed for 2025/26 was £92,220m (£68,082m Council
Tax and £24,138m Water and Sewerage) and £81,857m (88.8%) had been
collected as at end of February 2026.
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Headlines
Objectives Conclusion Comments
1.The Council 
maintains an accurate 
database of taxable 
properties and liable 
persons

Reasonable
Assurance 

The Assessor maintains the Council Tax Valuation list and sends weekly interface reports detailing the
number of live properties in each band and this is reconciled to the Council’s Council Tax system on a weekly
basis. We reviewed a sample of 10 weekly property reconciliations undertaken in 2025/26 which was
satisfactory. 
Quality checking of cases to the standard required has not been undertaken since 2024 by the Revenues
Group Leaders which could result in errors being undetected and systematic problems not being identified. 

2.Bills and demand 
notices are calculated 
and issued correctly, in
a timely manner and 
apply legitimate 
discounts, exemptions 
and reductions

     Reasonable 
Assurance 

Annual bills are issued by an external provider and revised bills are issued internally if there is a change of
circumstance during the year.  It was noted that there was a backlog of 4232 cases which has resulted in
revised bills not being issued on a timely basis.  Management reported that all Revenues officers have been
working full time in the office since the start of January 2026 to improve processing times. 
Single Person discounts were checked annually but management reported that these will now be checked
biannually and periodic checks for all discounts and exemptions are not undertaken unless a change of
circumstance is notified to the service.   
3 previous audit recommendations in relation to the audit of Council Tax discounts and exemptions issued
in September 2023 have not yet been implemented.

3.Council tax income is
correctly allocated to 
council tax accounts

Reasonable 
Assurance 

76% of customers pay for Council Tax by Direct Debit.  Income is recorded in the ICON Cash Collection
system which interfaces daily with the Open Revenues system to update individual Council Tax accounts.
A revised bill is issued internally if a customer cancels their direct debit. 
The Council Tax collection rate (net Council Tax collected in year as a percentage of collectable Council Tax).
is regularly monitored by the Revenues Lead Officer.  Midlothian collected 94.3% in 2024/25 which was below
the average of 95.5% for Scotland.  Management reported that Council Tax recovery letters were not issued
from April to December 2025 due to a systems issue with the supplier. This has affected the Council Tax
collection performance which was down by 1.6% for 2025/26.  Recovery resumed in January 2026 and the
Council Tax collection rate improved by 0.4% compared to December 2025. 

4.Refunds and write-
offs are legitimate, 
correctly processed 
and authorised

Reasonable 
Assurance 

Write-off procedures are in place however write-off reports are not reconciled to the Open Revenues system.
Testing identified that write-offs were processed correctly as per the Financial Regulations however the
Arrears Officers who processed the write-offs on the system were not listed in the Council’s authorised
signatory list.  Debts are only written off after all investigation and appropriate recovery actions have been
exhausted.  A bulk write-off was undertaken in 2025 to write off Council Tax debts from 1993 to 2000 which
were under £10 - it was reported that this exercise will be undertaken on an annual basis.  From a sample
of 10 Council Tax write-off cases, all write-offs were due to death or sequestration.  As per the Financial
Regulations, these can be written off without Cabinet approval.   The standard legal time limit for councils to
take court action to recover Council Tax arrears is 20 years from the date of the final demand or the last time
the debt was acknowledged.  A report was submitted to Cabinet in March 2026 to approve a Council Tax
prescribed debt write off amounting to £7.7m. 
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 Areas where expected controls are met/good practice
No. Areas of Positive Assurance

1 Adequate arrangements are in place to ensure that property details held on the Council Tax system are accurate, complete and 
reconciled to the Assessor’s valuation report.

2. The Council approves Council Tax rates in February each year which is in advance of the March deadline.  As part of the annual bulk 
uplifting, segregation of duty is in place within the Business Application service to ensure two officers are involved in the year end 
process.  All Council Taxpayers are billed in a timely and accurate manner.  Appropriate arrangements are in place for distributing bills.

3. Adequate procedures are in place to ensure that income collected through the cash receipting system is correctly posted to the 
Council Tax system and general ledger.

4. Council Tax refund procedures are in place and although not enforced by the system, segregation of duty is in place for processing 
refunds. Only Group Leaders can process refunds over £200 (no limit).

5. Write off procedures are in place. A report was submitted to Cabinet on 10 March 2026 to approve a Council Tax prescribed
debt write off amounting to £7.7m. 
A bulk write-off exercise was undertaken to write off Council Tax debt from 1993 to 2000 for balances less than £10.

6. Various payment methods are available which include direct debit, telephone, online and a payment card which can be used at post 
offices or shops who have paypoint or payzone.  

7. The Council Tax collection rate is regularly monitored by the Revenues Lead Officer.

8. Open Revenues is part of the Council’s Transformation Blueprint to deliver efficiencies and provide a better customer experience.  This
involves the delivery of Openportal which is a customer self-service portal and E-billing (Phase 1) and a series of Revenue and Benefits
online forms to customers; improvement to reporting and back-office processes (Phase 2 to 4).

9. The Open Revenues system has a system control which restricts officers from accessing their own Council Tax account. 

Headlines
Objectives Conclusion Comments

Council Tax refund procedures are in place.  From testing of a sample of 15 Council Tax refunds, we found
that the refund was valid, checked, and paid to the correct payee through BACS.  Although the system does
not enforce a segregation of duty for refunds, 2 Revenues officers are involved in processing the refund
before payments are scheduled for the BACS run which is processed by the Business Applications team. 
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