



Kinnerley Parish Council Risk Assessment
“The greatest risk facing a local authority is not being able to deliver the activity or services expected of the Council”

Purpose of the Document

This document has been produced to enable the Parish Council to assess the risks that it faces and satisfy itself that it has taken adequate steps to minimise them. In conducting this exercise, the following plan was followed:

· Identify the areas to be reviewed.

· Identify what the risk may be.

· Evaluate the management and control of the risk and record all findings.

· Review, assess and revise if required.

	FINANCIAL AND MANAGEMENT

	
	
	
	
	

	Topic
	Risk
	H/M/L
	Controls
	Review/Assess/Revise

	Business Continuity
	Risk of Council not being able to continue its business due to an unexpected events
	L
	Business continuity plan approved February 2014.  Reviewed and updated November 2018.
	Review November 2023.

	Precept
	Adequacy of precept

Requirements not submitted to Shropshire Council 
	L

L
	To determine the precept amount required, the Parish Council regularly receives budget update information and the precept is an agenda item at full Council.  At the precept meeting the Parish Council receives a budget update report, including actual position and projected position to end of year and indicative figures or costings obtained by the Clerk.  With this information the Parish Council maps out the required monies for standing costs and projects for the following year and applies specific figures for budget headings, the total of which is resolved to be the precept amount to be requested from Shropshire Council.  This figure is submitted by the Clerk in writing to the Unitary Authority on the form provided by Shropshire Council for this purpose. The Clerk reports to Council when the monies are received (approx April/May) 
	Existing procedures adequate

	Financial Records
	Inadequate records

Financial irregularities
	L

L
	The Parish Council has Financial Regulations which set out the requirements.
	Existing procedure adequate. Review the FRs periodically as required by any policy or legislative changes.


	Topic
	Risk
	H/M/L
	Controls
	Review/Assess/Revise

	Bank and Banking
	Inadequate checks

Bank mistakes

Loss

Charges
	L

L

L

L


	The Council has Financial Regulations which set out the requirements for banking, cheques and reconciliation of accounts.

The bank may make occasional errors in processing cheques which are discovered when the Clerk reconciles the bank accounts once a month when the statement arrives.  These would be dealt with immediately by informing the bank and awaiting their correction.
	Existing procedure adequate.

Review the Financial Regulations when necessary and bank signatory list when necessary, especially after AGM and an election.

Monitor the bank statements monthly.

	Cash
	Loss through theft or dishonesty
	L
	The Council has Financial Regulations which set out the requirements. Cash not currently received. There is no use of petty cash by the Clerk.
	Existing procedure adequate. Review the Financial regulations when necessary.

	Financial Controls and records
	Compliance
	L
	Monthly reconciliation prepared by Clerk and utilised in preparation of quarterly accounts for presentation to full Committee.
Two Councillor signatories on cheques.  Internal and external audits
	Existing procedures adequate

	Grants payable
	Power to pay

Authorisation of Council to pay
	L
	Clerk clarifies the legal position on any new proposals.  Legal advice to be sought if necessary.

All such expenditure goes through the required Council process of approval and is minuted.
Councillors declare any potential conflicts of interest where these arise.
	Existing procedure adequate

	Grants receivable
	Receipts of Grants
	L
	The Parish Council does not presently receive any regular grants.  One off grants would come with terms and conditions to be satisfied
	Procedures would need to be agreed if required

	Best value accountability
	Work awarded correctly
	L
	The Council has Financial Regulations which set out the requirements for procurement exercise and contracts.
	Existing procedure adequate

	Salaries and associated costs
	Salary paid incorrectly

Wrong hours paid

Wrong rate paid

Wrong deduction of NI or Tax

Unpaid Tax & NI
	L

L
L

L

L
	The Parish Council authorises the appointment of the Clerk.  Salary rates are reviewed annually by the Council. Salary analysis and payslip are produced by the Clerk monthly together with payments to HMRC (where appropriate) quarterly.  These are inspected at the Council meeting and signed off.  The Tax and NI is worked out using the HMRC software.  Tax and NI reported monthly in accordance with HMRC Real Time reporting requirements.

The Clerk has a contract of employments and job description
	Existing procedure adequate


	Risk of Supplier Fraud
	Failure to deliver products and services due to fraudulent activity and inability to recover payments made
	L
	The Parish Council will:

· expect staff to be alert to the potential risks of providing sensitive company information, by phone or other means, especially contract and account information

· establish a rigorous ‘change of supplier details’ procedure

· periodic review of supplier accounts should also be undertaken to remove any dormant accounts

· checking address and financial health details with Companies House 

· checking samples of online payments to supplier invoices to ensure the payment has been made to the supplier bank account

· adequacy of insurance cover 
	


	Topic
	Risk
	H/M/L
	Controls
	Review/Assess/Revise

	Employees
	Loss of Clerk

Fraud by staff

Actions undertaken by staff

Comply with Health and Safety Law
	L

L

L

L
	A business continuity plan is place – see above
All payments approved at full Parish Council meeting.  Two signatories/authorisers
The Clerk has been provided with relevant training, reference books, access to assistance and legal advice required to undertake the role

No legal requirement to undertake H&S check of Clerk’s home office (under 5 employees)
	Monitor working conditions/safety requirements and insurance cover annually.


	Election costs
	Risk of an election cost
	L/M
	Risk is higher in an election year. Current information about election costs held. No measures available to minimise the risk of having a contested election as this is a democratic process
	Council to keep a reserve for future election costs.

	VAT
	Re-claiming
	L
	HMRC guidelines on what can be reclaimed are referred to. Advice from HMRC obtained for new projects.
	Existing procedure adequate

	Legal Powers
	Illegal activity or payments
	L
	All activity and payments within the powers of the Parish Council to be resolved and minuted at Parish Council meetings. Legal power checked for new activities by Parish Clerk as part of their role.
	Existing procedure adequate

	Minutes/Agendas/Notices
	Accuracy and legality


	L

L
	Minutes and agenda are produced in accordance with legal requirements.  Minutes are approved and signed at the next Council meeting.  Minutes and agenda are displayed in accordance with legal requirements.  Draft minutes placed on website as soon as possible after meeting.

	Existing procedure adequate

	Members Interests
	Register of members interests 
	M
	Members’ interest forms held by Clerk and Shropshire Council’s monitoring officer.

Form should be reviewed regularly by Councillors
	Members are responsible for ensuring their form are kept up to date. 

	Insurance
	Adequacy

Cost

Fidelity Guarantee
	L

L

L
	Annual review undertaken.

Employers liability insurance is a legal requirement and must be paid for

Adequate levels reviewed annually
	Existing procedure adequate. 

	Freedom of Information Act
	Policy

Provision
	L

M
	The Council uses the model publication scheme

No requests for information to date but there may be a requirement for extra work if a substantial request is received. Routine documents like the minutes are available to view on website which avoids the need for a FOI request.
	Legal requirement to respond to FOI request. Continue to make information available via the website.


	PHYSICAL EQUIPMENT OR AREAS

	
	
	
	
	

	Topic
	Risk
	H/M/L
	Controls
	Review/Assess/Revise

	Assets
	Loss or damage

Risk/damage to third party(ies)/property
	M
	An annual review of assets is undertaken

Actual assets are not insured as individual items, due to cost, including street lights and play area equipment

All public amenity land is inspected regularly and public liability insurance held covers all usual Parish Council activities

Trees investigated when damage reported and Tree Safety Survey undertaken every 2 years. 
Rospa safety assessment of play areas and BMX track undertaken annually.
	Full list of assets now insured for accidental damage/third part liability
Tree Survey to be undertaken in 2022/3


	Maintenance
	Poor performance of assets or amenities

Loss of use

Risk to third parties
	L

L

L
	All assets owned by the Parish Council are maintained as required.  All repairs and relevant expenditure for these repairs are actioned/authorised in accordance with the current procedures of the Parish Council


	Review of Physical Assets to be undertaken annually 
repairs to be undertaken as needed

	Liability
	Legal liability as consequence of asset ownership (closed church yard, BMX Track and play areas)
	H
	Insurance in place.  Regular inspections of playground and BMX track and written records kept.  Annual inspection of BMX track and play area by RoSPA.
Councillors nominated for more frequent visual risk assessment of higher risk areas
	Prepare Action Plans in response to tree inspections/RoSPA inspections.

 

	Council records – paper
	Loss through

Theft

Fire

Damage
	L

L

L
	The Parish Council records are stored at the Clerks home address.  Parish Records from 1939 to 1998 are stored at Shropshire Council Archives (Ref 7705, 8595).  Records include historical correspondence, minutes, leases and title documents for land and financial records.  Recent records and title documents are held in a locked metal filing cabinet (not fire proof) in village hall store room.
	Damage (apart from fire) and theft is unlikely and so provision adequate.

Deeds/leases to be copied and deposited off-site



	Council records – electronic
	Loss through:

Theft, fire, damage and fault/loss of computer
	L/M
	The Parish Councils electronic records are stored on the Parish Council laptop and also stored on the ‘cloud’ utilising DropBox.  
	Existing procedure adequate


UPDATED AND APPROVED AT PARISH COUNCIL MEETING ON 28/11/22

