CHALFORD PARISH COUNCIL
RISK ASSESSMENT REGISTER
	MANAGEMENT AND FINANCIAL – Low, Medium, High risks

	Subject
	Risk Description
	Status
	Management/Control of Risk
	Review/Assess/Revise

	Business Continuity
	Council unable to continue its business due to unexpected circumstances.
Clerk not available.
	L
M
	Insufficient Councillors - District Council to appoint persons to fill vacancies where there are so many vacancies that the council cannot act. 
Either Clerk to man the office in the other’s absence. 
	Review when necessary.
Ensure procedures below are undertaken.

	Meeting Location
	Adequacy.
Health and Safety
	L
	Monthly meetings are held at the Parish Centre.  The Clerks hold keys and in the event of one of them being indisposed the other would stand in or the appropriate Councillor given the spare key. The premises and facilities are considered to be adequate for monthly meetings from a health and safety and comfort aspect.  Where increased numbers of people are expected an alternative meeting room is used.
	Existing procedure adequate.

	Council Records - Paper
	Loss through theft, fire, damage
	L
	Fire prevention devices are installed. 
	Damage or theft is unlikely so provision adequate.  Fire apparatus to be checked on an annual basis.

	Council Records – Electronic
	Loss through theft, fire, damage, corruption of computer
	M
	Back-ups of files are automatically carried out on a daily basis.  There are 2 back up boxes, one kept on the ground floor and one in the Cemetery workshop.  Anti-virus software installed on computers.  See above for fire.
	Existing procedure adequate.
See above.

	Precept
	Adequacy of precept
	M
	Sound budgeting to underlie annual precept.  Councillors receive regular budget update information and detailed budgets quarterly.  The precept is an agenda item September to December.  
	Existing procedure adequate.

	Insurance
	Adequacy 

Cost

Compliance 

Fidelity Guarantee.
	L
L

L

M
	An annual review is taken of all insurance arrangements in place.  Internal/External auditors view and flag up any concerns.  Employers, Public Liability and Fidelity Guarantee are a statutory requirement.  Internal Internal Auditor checks bank statements, salary transactions and petty cash schedules on a regular basis. 
	Existing procedure adequate.  Review provision and compliance annually.

	Banking
	Inadequate checks
Bank mistakes

Charges
	L
	The Clerk inputs financial information on Scribe and reconciles statements on a regular basis.  The Council has Financial Instructions which set out the requirements for banking, cheques and reconciliation of accounts.  The Clerk ensures no charges are incurred due to overdrawn current account by maintaining a low but adequate balance.
	Existing procedures adequate.  Review Financial Regulations as necessary.

	Cash
	Loss through theft or dishonesty
	L
	Alll petty cash transactions are fully receipted and according to the Financial Instructions.  Internal Internal Auditor checks petty cash schedules on a regular basis.
	Existing procedure adequate. Review Financial Instructions as necessary.

	Financial Controls and Records
	Inadequate checks.
Financial irregularities
	L
	Regular reconciliation prepared by RFO and checked by Internal Internal Auditor.  Two signatories on bank transfers/cheques.  Internal and External Audit.
	Existing procedure adequate.

	Salaries and Associated Costs
	Salaries incorrectly calculated.
Incorrect hours/rate paid.

Incorrect deduction NI/Tax.

Unpaid Tax and NI contributions to Inland Revenue.

Monthly returns submitted late.

Salaries paid by bank transfer.
Annual return submitted late.
	M
	All salaries are paid according to NJC recommendations and authorised by the Finance Committee.  Tax is calculated using an Inland Revenue computer tool. All 4 employees have set weekly hours.  Asst Clerk receives extra payment when extra hours are required.  Inland Revenue payments are made quarterly.  Copies of bank transfers are taken and attached to pay slips.  Internal Internal Auditor checks bank transfers against pay slips. The Employers’ Annual Return is completed and submitted online within the prescribed time frame by the Clerk. It is submitted to the Internal Auditor for checking.
	Existing procedure adequate.

	Expenses
	Incorrect invoicing.
Incorrect bank transfer/cheque for payment
	L
	Financial Instructions setting out requirements are in place.

A list of invoices awaiting payment is shown to members at each council meeting.  Bank transfers/cheques are checked and signed by two signatories.  Cheque stubs are also initialled by one councillor.  Council approves the list of requests for payment.
	Existing prodedure adequate.  Review Financial Instructions as necessary.

	Grants 
	Power to pay 
Authorisation of Council to pay
	L
	All such expenditure follows the required Council process of approval, minuted and listed accordingly stating all payments made using the S137 power of expenditure
	Existing procedure adequate.

	VAT
	Reclaiming
	L
	VAT is claimed on a quarterly basis according to the Financial Instructions
	Existing procedure adequate.

	Annual Return
	Not submitted within time limits
	L
	Annual return is completed and signed by the Council, submitted to the Internal Auditor for completion and signing, checked and sent to the External Auditor within time limit.
	Existing procedure adequate.

	Best Value
	Overspending

Work Awarded Incorrectly
	M

M
	Financial Instructions lay out specific rules according to proposed spend. All projects with a potential £3000+ must be supported by three quotations.  Expenditure to be closely monitored by RFO/Project Leader.
	Existing procedure adequate. Review Financial Instructions as necessary.

	Freedom of Information Act
	Policy 
Provision 
	L
M
	The Council has a model publication scheme for Local Councils in place.  If a substantial request for information/ copying of documents is received the Council charges time and copying costs. 
	Monitor and report any impacts made under the Freedom of Information Act.

	Employees
	Loss of key personnel
Fraud

Actions undertaken by staff

Health and Safety
	M
L

L

L
	Contingency fund for recruitment/training.
Ensure Fidelity Guarantee Insurance is adequate.

Clerks should be provided with relevant training, reference books, access to assistance and legal advice.

The Groundsman should be provided with adequate direction and safety equipment.
	Include in budget.
Recalculate every year.

Membership of SLCC.

Purchase of relevant books.

Provide training.

Monitor working conditions, safety requirements and insurance regularly.
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