ALDERTON   PARISH   COUNCIL

Risk Assessment Schedule 2019
	TOPIC

	RISK IDENTIFIED
	H/M/L
	MANAGEMENT OF RISK
	ACTION

	Financial
	
	
	
	

	
	
	
	
	

	Precept:
	Adequacy
	L
	Sound budgeting in place and item considered at January by all councillors
	Council

	
	Not submitted
	L
	Fully minuted – RFO to follow up
	Diary

	
	Not paid by Borough Council
	L
	Report to APC – unspecified reserve will provide initial financial cover
	Diary

	Grants:
	Claims procedure
	M
	RFO to check as appropriate
	Diary

	
	Receipt of grant when due
	M
	Check and report to APC
	Diary

	
	
	
	
	

	Allotment Rents:
	Non-payment by tenant
	M/H
	RFO to send arrears letter to tenant and advise Allotments Supervisor
	Allotment Register

	
	
	
	
	

	VAT:
	Claims procedure
	L
	RFO to submit claim in April
	Diary

	
	Not paid by H M Customs
	L
	RFO to contact H M Customs and report to APC
	Diary

	
	Compliance with HMRC VAT regs
	L
	Claim submitted annually & checked by audit
	Diary

	
	
	
	
	

	Direct costs/expenses:
	Goods not supplied
	M
	RFO to check before raising cheque
	RFO verify

	
	Invoice incorrectly calculated
	L
	Check arithmetic and initial
	RFO verify

	
	Cheque payable is excessive
	M
	2 signatories initial stub and invoice
	Councillor verify

	
	Cheque payable to wrong party
	M
	2 signatories initial stub and invoice 
	Councillor verify

	
	
	
	
	

	Banking:
	Banking procedure
	L
	Council’s Financial Regulations set out the requirements for banking
	RFO

	
	Loss of cash through theft or dishonesty
	L
	Council has no petty cash.   Any cash transactions are received as allotment rent payments and are backed up by receipts and the bank Paying In Book.
	RFO

	
	
	
	
	

	Financial Controls:
	Inadequate checks
	L
	Monthly reconciliation of bank statements.  Two signatories on each cheque and cheque stub.   All financial commitments agreed by councillors before payment.   Internal and external audits.
	RFO/Councillors

	
	
	
	
	

	Election costs:
	Risk of election
	M
	Unspecified reserve available to cover election costs.
	RFO/Council

	
	
	
	
	

	Insurance:
	Adequacy and cost
	L
	Annual review of policy undertaken prior to renewal and alternative quotes compared. 
	RFO/Council

	
	
	
	
	

	Employer Liability
	
	
	
	

	
	
	
	
	

	Salary:
	Wrong rate/hours paid
	M
	Check to contract, minutes and NALC guidelines
	Councillor verify

	
	Compliance with HMRC (Inland Revenue) requirements
	L
	APC employs PATA to administer Clerk’s payroll
	Clerk/APC verify

	
	Comply with employment law
	M
	Membership of GAPTC for advice and training
	Council

	
	
	
	
	

	Legal Liability
	
	
	
	

	
	
	
	
	

	Public Liability:
	Risks to third party, property or individuals
	M
	Insurance is in place.   Councillors and parishioners report issues to the Clerk for action.
	Clerk/Council

	
	
	
	
	

	Activities:
	Illegal activity or payments
	L
	Clerk clarifies legal position on any new proposal.   Legal advice sought where necessary
	Clerk/Council

	
	
	
	
	

	Documentation:
	Accuracy and legality of minutes, agendas and standing orders
	L
	Documents are produced by the prescribed method and adhere to legal requirements.   Council meets monthly and minutes are published within 10 days and approved at following meeting.   All documents displayed according to legal requirements.
	Clerk/Council

	
	Document control
	L
	Legal documents stored in fire proof cabinet in Clerk’s home.   Computer files backed up regularly.   Archived documentation lodged with Gloucestershire Archives.
	Clerk

	
	
	
	
	

	Councillor propriety:
	Conflict of interest
	M
	Councillors have a duty to declare any interest at the beginning of a meeting under the relevant agenda item.   Registers of Members Interests forms are completed and available for public inspection
	Councillors

	
	
	
	
	

	Assets
	
	
	
	

	
	
	
	
	

	Loss or damage:
	Protection of physical assets
	L
	Insurance cover in place and reviewed annually
	Diary

	
	
	
	
	

	
	Maintenance of assets
	L
	Councillors and parishioners report issues to the Clerk for action.  Unspecified reserve available to cover repairs costs.
	Clerk/Council

	Business Continuity
	
	
	
	

	
	Clerk’s absence for meetings
	L
	Files and records kept at Clerk’s house and can be taken by Chairman to the meeting.   Councillor nominated to take minutes in Clerk’s absence.
	Councillors

	
	Long term absence of Clerk
	L
	Additional costs of sick or other paid leave, advertising for replacement, employing temporary staff.  Unspecified reserve available to cover associated costs.
	Clerk/Council


Policy Adopted: 17.5.16








              
Reviewed Annually. 
Last review: 14.5.19
Next review: May 2020
