Risk Assessment Strategy – Reviewed 13.05.16
	Key risk facing the council
	Potential consequences should risk occur
	Measures taken

	Assets: Communication 
	
	

	i) Damage to public notice boards
	The need to make good the damage with accompanying cost to the council
	Insure the Bus Shelter boards against all risks
Annual review of insurance cover

Internal Audit assurance

	ii) Deterioration of public notice boards
	The need to make good the deterioration with accompanying cost to the council
	Annual inspection of the notice board with repairs undertaken if necessary

	Assets: Decorative flower tubs in Main Street
	
	

	Deterioration of the tubs
	The need to make good the deterioration with accompanying cost to the council
	Annual inspection of tubs with repairs undertaken if necessary


	Assets: Vicar’s Walk
	
	

	i) Deterioration of war memorial – potential harm to members of the public 
	Potential claim against the council
	Insure council against public liability

Annual inspection by qualified mason/builder to check for deterioration and repair undertaken if necessary 

	ii) Deterioration of fencing and gates
	The need to repair or replace the fencing and gates with accompanying cost to the council
	Monthly inspection  of fencing and gates and repairs or replacement undertaken  if necessary

	iii) Member of the public injures himself because of an obstacle concealed in the grass
	Potential claim against the council
	Ensure sufficient and evenly spaced number of cuts through the growing season and instruct contractor to remove any obstacles found in the cutting area.

Insure council against public liability

	iv) Member of the public injures himself through falling on the path


	Potential claim against the council 
	Check paths every six months to ensure that members of the public can use it in safety.

Annual inspection of  lights for which the council is responsible by Street Lighting Contractor 

Insure council against public liability

	v) Damage to fencing and gates


	The need to repair or replace the damaged equipment with accompanying cost to the council
	Annual inspection  of fencing and gates and repairs or replacement undertaken  if necessary

Potential claim against third party

	vi) Accident to Grounds Maintenance Contractor 
	
	Ensure that the contractor fully understand the health and safety regulations that govern his activity in all areas in which he operates.

	Assets: Office equipment (See Assets Register for listing)
	
	

	i) Theft of any/all equipment
	The need to replace the stolen equipment with accompanying cost to the  council
	The equipment is kept in a secure building. 

Insurance of equipment against theft save for those items whose value is less than the insurance premium 

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance.

	ii) Damage to any/all equipment
	The need to repair or replace the damaged equipment with accompanying cost to the council
	Insurance cover  save for those items whose value is less than the insurance premium– all risks 

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance

	Assets: Office furniture (See Assets Register for listing)
	
	

	i) Theft of any/all office furniture
	The need to replace the stolen furniture with accompanying cost to the  council
	The furniture is kept in a secure building

Insurance of equipment against theft 

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance.

	ii) Damage to any/all furniture
	The need to repair or replace the damaged equipment with accompanying cost to the Town Council
	Insurance cover – all risks 

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance

	Assets: Public seats
	
	

	i) Theft of public seat.
	The need to replace the seat with accompanying cost to the council
	Ensure seats are anchored to make it more difficult to remove them. 

Insurance of seats against theft.

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance

	ii) Deterioration of public seats
	The need to repair or replace public seats with accompanying cost to the council
	Annual inspection of seats and repairs effected where necessary

	iii) Damage to public seats
	The need to repair or replace public seats with accompanying cost to the council
	Insurance cover  - theft and all other risks

Annual review of insurance cover to ensure its adequacy.

Potential claim against third party

Internal Audit assurance



	Assets: Council property kept in village hall (see asset register for details)

	
	

	Theft of any/all items
	The need to replace the stolen furniture with accompanying cost to the  council
	Property is kept in a locked cabinet. Village hall is locked when not in use.

Annual review of insurance cover to ensure its adequacy

	Safety in Vicar’s Walk
	
	

	
	
	

	i) Member of the public injures himself through unevenness of ground
	Potential claim against the council
	Check ground every six months to identify depressions in grounds and level up as soon as possible.

Annual inspection of lights for which the council is responsible by Street Lighting Contractor

Insure council against public liability 

	ii) Member of the public injures himself because of an obstacle concealed in the grass
	Potential claim against the council
	Ensure sufficient and evenly spaced number of cuts through the growing season and instruct contractor to remove any obstacles found in the cutting area.

Public liability cover



	
	
	

	iii) Accident to members of the public arising from the work of the council’s contractors.


	Potential claim against the council
	Ensure that contractors fully understand the health and safety regulations that govern their activities.

Ensure that contractors have sufficient liability cover.

Insure the council against public liability

	iv) Accident to members of the public caused by falling branches from trees
	Potential claim against the council
	Twice yearly inspection of trees by maintenance contractor/parish councillors

	v) Member of the public injures himself through falling on the footpath
	Potential claim against the council 
	Check path twice yearly to ensure that members of the public can use it in safety.

Annual inspection of lights for which the council is responsible by Street Lighting Contractor.

Insure council against public liability. 



	vi) Member of public is injured through fault in electrical supply to footpath lights and/or weatherproof power socket
	Potential claim against the council
	Testing of wiring in accordance with electrical safety regulations

	vii) Christmas tree becomes unstable and topples,  injuring member of public
	Potential claim against the council
	Tree secured in  steel tube concreted into position, and fixed with supporting  guy ropes

	viii) Christmas tree lighting fault causes injury to member of the public
	Potential claim against the council
	Lamps and wiring inspected visually before erection

	Safety in Lychgate area of churchyard
	
	

	i) Accident to members of the public caused by falling branches from trees
	Potential claim against the council
	Twice yearly inspection of trees by maintenance contractor/parish councillors

	Spinney at Dale End (“Six O”)
	
	

	i) Accident to members of the public caused by falling branches from trees
	Potential claim against the council
	Twice yearly inspection of trees by maintenance contractor/parish councillors

	Pinfold on Great Moor Road
	
	

	Accident to members of the public caused by  loose stonework or deterioration of gate and/or hinges
	Potential claim against the council
	Twice yearly inspection of condition by maintenance contractor/parish councillors

	Telephone Kiosk, Middle Lane
	
	

	Accident to members of the public caused by  deterioration to structure
	Potential claim against the council
	Twice yearly inspection of condition by maintenance contractor/parish councillors

	The Council’s finances
	Potential consequences should risk occur
	Risk management

	i) Financial prudence and probity (excluding points covered in Fraudulent activity and Money below) compromised
	Damage to the council’s reputation

Potential undermining of local democracy

Financial loss
	Ensuring the adequacy of annual precept within sound budgetary arrangements

Regular budgetary monitoring statements

Regular scrutiny of financial records by councillors Audit and proper arrangements for the approval of payments 

Recording in the minutes the precise powers under which payments are being approved

Regular and accurate returns to HMRC re income tax, NI and Vat

Internal Audit assurance

	ii) Fraudulent activity
	Financial loss 

Damage to the council’s reputation

Potential undermining of local democracy


	The two councillor signatories to each cheque to check the figures in the invoices against the figures and words on the cheques, and initial stubs

Council to ratify payments issued before ordinary meetings and authorise payments presented at ordinary meetings

Councillors Audit to check invoices against relevant cheque stubs and the entries in current account statement and cash book for accuracy re payments.

Councillors Audit to check invoices each month issued by the clerk for cemetery fees against the Schedule of Fees for accuracy

recorded in the current account statement 

Councillors Audit to check that Vat to be recovered from HMRC tallies with the sum of all Vat payments made since the last claim was made

Councillors Audit to check petty cash each month

Councillors Audit to check that salary payments agree with the scales approved by the council

Councillors Audit to check transfers between bank accounts and that they are justified

Councillors Audit to check that the interest earned on the council’s bank balances has been entered in receipts (Cash Book)

Keep proper records in accordance with statutory requirements and follow Financial Regulations

Regular and accurate returns to HMRC re income tax, NI and Vat

Insurance cover –  Fidelity Guarantee: “50% of the precept plus any other balances” YLCA White Rose Update 5/02

Internal Audit assurance

	iii) Inaccuracy of records
	Financial loss 

Damage to the council’s reputation

Potential undermining of local democracy

Disruption to administrative routine
	The two councillor signatories to each cheque to check the figures in the invoices against the figures and words on the cheques, and initial stubs

Councillors Audit to check invoices against relevant cheque stubs and the entries in current account statement and cash book for accuracy re payments.

Councillors Audit to check invoices each month issued by the clerk for cemetery fees against the Schedule of Fees for accuracy

Councillors Audit to check that Vat to be recovered from HMRC tallies with the sum of all Vat payments made since the last claim was made

Councillors Audit to check petty cash each month

Councillors Audit to check that salary payments agree with the scales approved by the council

Councillors Audit to check that the interest earned on the council’s bank balances has been entered in receipts (Cash Book)

	iv) Money missing/unaccounted for
	Losses excluded under fraudulent activity above

Damage to the council’s reputation

Potential undermining of local democracy


	Cash (Petty Cash) and cheques (if awaiting presentation)  kept securely in premises to which entry is covered by CCTV

Cheques and other non-negotiable money banked usually  on day of arrival and never more within two days of receipt

Keep proper records in accordance with statutory requirements and follow Financial Regulations

Insurance cover  

Annual review of insurance cover to ensure its adequacy

Internal Audit assurance

	Councillors and employees
	
	

	i) Probity of councillors
	Potential damage to council and councillors’ reputations
	Remind councillors at each meeting of the need to consider each agenda item and decide whether to declare an interest.

Remind councillors at each meeting that they need to review their entry in the Statutory Register of Members’ Financial and Other Interests and to provide the Monitoring Officer within 28 days of receiving any gift or hospitality over the value of £25.00 of the nature of that gift or hospitality.

	ii) Negligence, accidental error or omission
	Potential claim against the council
	Insurance cover – Employers liability  and  Officials Indemnity and public liability

Internal Audit assurance

	
	
	

	iii) Libel and slander (councillors and clerk only)
	Potential claim against the council/councillors/clerk
	Insurance cover and Internal Audit assurance

	iv) Accident to councillors, council staff and council volunteers 
	
	Personal accident insurance cover  reviewed annually

Internal Audit assurance
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Appendix

FINANCIAL CONTROLS

 

POLICIES

 

Council agreed Financial Regulations and Standing Orders based on the National Model.

 

All posts for employees approved by full Council.

 

All wage rates approved by Full Council.

 

Appointment of Responsible Financial Officer with job description.

 

Investment of monies controlled by Full Council.

 

Insurance Policies :       (a)  Aviva for Council property, liabilities, staff and Members

 

Minutes signed and paginated.

 

Cheque signatories –2 nominated Councillors. Councillors also to sign cheque counterfoil.

 

Quotes/Tenders sought in line with Financial Regulations.

 

Assets register regularly updated when necessary.

 

Adoption of NALC standards as working practices.

 

GENERAL CONTROLS

No petty cash system. Small cash sums spent by the clerk ( for example minor stationery items or postage) are to be reimbursed regularly, supported by documentation and approved by RFO and Council.

 

Any Debtor invoices raised by RFO

 

Banking of income to be carried out on a minimum of a weekly basis and banked intact.

 

Cash Book maintained on up to date basis

 

Separate listing for VAT to enable proper claims to H.M. Customs & Excise.

 

Regular backups of computer financial information.

 

Inclusion of Firewall and Anti Virus software on computer system.

 

 OTHER CONTROLS
Monthly meetings of Full Council (except August and December)

 

Half yearly Income & Expenditure schedule submitted to Full Council and minuted

 

Quarterly bank reconciliation by RFO.

 

Monthly payments listed.

Quarterly financial statements submitted to Council for discussion and minuted.

 

 

ANNUAL CONTROLS

 

Annual supporting financial statement of income & expenditure headings.

 

Annual checks by Internal Auditor and subsequent report submitted to Full Council

and minuted.

 

Annual budget prepared by RFO and approved by Full Council and minuted.

 

Annual report by Internal Auditor submitted to Full Council

 

Annual appraisals carried out for all employees.

 

Annual review of employee’s contracts and procedures.

 

Annual Insurance reviewed by Full Council and minuted.

 

Annual Asset Register reviewed by Full Council and minuted.

 

Annual review of banking arrangements by Full Council and minuted.
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