
SHEBBEAR PARISH COUNCIL – RISK ASSESSMENT/MANAGEMENT DOCUMENT
Reviewed July 2024
· Risk assessment is a systematic general examination of the activities of the Parish Council to enable potential risks to be identified.

· The Parish Council, based on the recorded assessment, will take all practical and necessary steps to reduce or eliminate the risks identified.
· This document has been produced to enable Shebbear Parish Council to assess the risks inherent to its activities and satisfy itself that it has taken all reasonable steps to minimise them.

	AREA    
	IDENTIFIED RISK 
	LEVEL OF 

RISK

H/M/L
	CONTROLS 
	ACTION REQUIRED
	RESPONSIBILITY

	FINANCIAL
	

	Precept
	Adequacy of precept in order for the council to carry out statutory duties.
	L
	· The Council receives a monthly update on the Councils finances, and a more in depth report each quarter.  
· Monthly information and budget monitoring allow council to estimate standing costs and costs of projects for the subsequent years.
· An annual budget is produced based on last year’s spend, anticipated increases and projects planned. This is used to determine the precept required.
	· No action required. 

· Existing procedure adequate
	· Clerk
· Full Council

	
	Precept Delayed

	L
	· The Council has reserves of one year of precept to ensure operating costs available.
	· No action required. 

· Existing procedure adequate
	· Clerk
· Full Council

	Bank and banking
	Inadequate checks/ bank mistakes
	L
	· Financial Regulations are in place setting out regulations relating to controls to be followed for banking, cheques, internet banking and direct debits. 

· Monthly bank reconciliation takes place directly after month end is reported at the next months meeting. 
	· No action required.

· Existing procedure adequate
	· Clerk
· Full Council

	Financial Records/Management Information
	Inadequate records leading to financial irregularities
Council not being aware of issues relating to finances.


	L
	· Financial Regulations sets out requirement for production of records at meetings.
· Financial matters are a regular item on the agenda of the Council’s monthly meeting and a summary report recorded in the minutes.
· Quarterly reports and print outs to all Councillors.

· External audit completed annually. 

	· No action required. 

· Existing procedure adequate

	· Clerk
· Full Council

	Best Value Accountability
	Work awarded incorrectly.

Overspend on services
	L
	· Financial regulations in place, which include contract regulations.

· Parish Council procedure (as per Financial Regulations) to seek 3 quotes for all work estimated to cost over £3000.

· For major projects, competitive tendering process would be initiated (as per Financial Regulations)
	· No action required. 

· Existing procedure adequate
	· Clerk

	Cash Handling
	Loss through theft or inaccurate recording
	L
	· There is no petty cash. No cash is handled.
· Cash is taken by the clerk in the presents of a councillor – all payments are receipted.
· Cash taken is balanced to receipts given and this total entered in the cashbook.

· Cash is banked as soon as possible.
	· No action required.

· Existing procedure adequate

	· Clerk



	Fraud
	Fraud by employees or Councillors
	L
	· All payments are authorised by two signatories including internet banking payments.

· Payments are made by cheque or IB, following full council meeting at which the payment list is agreed.
· All authorised signatories have access to view internet banking and can see transactions.

· The clerk can do transfers up to 3k between Parish Bank accounts – over this agreement is required by full council. 
· Regular checks and internal controls on financial activity in line with financial Regulations including quarterly Councillor check of receipts and payments.
· Internal and external audit undertaken
	· No action required.
· Financial Regulations and signatories reviewed at least annually.
· Existing procedure adequate
	· Clerk
· Authorised signatories.

	VAT
	Unclaimed VAT refunds
	L
	· VAT incurred is displayed in separate column on payment sheet.
· Refunds from HMRC are reclaimed by the Clerk annually. 
· VAT claims are checked to total VAT on payment sheet to ensure that all claims have been made.

· Income from VAT refunds displayed as a separate item on receipts sheet and noted in minutes.
	· No action required.

· Existing procedure adequate

	· Clerk



	Payroll/Employment Costs
	Salaries paid incorrectly.
Incorrect HMRC NI and PAYE payments
	L
	· Payroll is outsourced to Torridge District Council. 
· TDC Salary payments are listed in the payment reports. 
· Clerk keeps a record of hours worked.
	· No action required.

· Existing procedure adequate

	· Clerk
· Full Council

· Payroll Provider

	Annual Return - PAYE (HMRC)
	Not submitted within time limits leading to financial penalties
	L
	· Payroll Provider. 

	· No action required.

· Existing procedure adequate
	· Clerk

· Payroll Provider

	Annual Governance and Accountability 
Return

(AGAR) 
	Not submitted within time limits leading to financial penalties
	L
	· AGAR is completed and submitted to internal auditor for checking. It is approved by Council before being submitted to the external auditor. Approval is at either April or May’s meeting to ensure submitted within time limits set. 
	· No action required.

· Existing procedure adequate
	· Clerk

	EMPLOYMENT ISSUES


	Council currently only employs a Clerk 

	Working hours
See also

Finance ‘Payroll’
	Over payment of wages for hours worked
	L
	· Clerk keeps a recorded of hours worked
· Calculated and pay slips produced by Payroll provider.
	· No action required.

· Existing procedure adequate
	· Clerk
· Payroll provider

	Working conditions
	Council non-compliant with contractual obligations; leading to discontented workforce.
	M
	· Regular reviews of staff performance and working relationship with the Council.
· Employment contracts in place for all staff.

· Discipline and Grievance policy in place.

· Access to training required for each staff member.
	· No action required.

· Annual reviews to be carried out annually for all staff.

	· Clerk
· Full Council


	Health and Safety
	Injury to staff in the working environment
	L
	· Provision of regular reviews of staff working procedures, risks involved and adequate direction on the safe use of any equipment required to undertake roles.
	· Relevant health and safety guidance to all staff on a regular basis in conjunction with regular reviews of working practices and risk assessments.
	· Clerk



	Staff Sickness
	Risk to delivery of service/compliance with regulatory issues
	L
	· Council has contingency fund to pay dual salaries in the event of sickness 
	· Check Clerk contract for sickness policy. 
	· Full Council

	INSURANCE PROVISION

	

	Adequacy
	Insurance provision inadequate for the risk identified
	L
	· Annual review is undertaken of all insurance arrangements against asset register.
· Parish Council insurance Policy in place which includes insurance cover for Public and Product Liability, Employers Liability, Personal Accident. 
	· No action required.

·  Existing procedure adequate
	· Clerk
· Full Council

	Cost


	Best value practice not undertaken
	L 
	· Cost of insurance provision is reviewed annually, limited number of companies offering insurance for Parish Councils.
	· No action required.

· Existing procedure adequate
	· Clerk

· Full Council

	REPUTATIONAL RISK


	

	Councillors/Staff
	Bringing Council into disrepute

Damage to reputation
	L
	· Model Standing Orders in place to guide council on appropriate procedures – these have been adopted in full, where appropriate.

· Council has adopted Code of Conduct from NALC in line with Civility & Respect Standards which is reviewed annually.

· Register of interests are in place for each council. There is a standard agenda item to remind members to declare interests.
· Staff sent on appropriate training to ensure that matters are dealt with professionally.
	· Members to keep register of interest up to date.
· Code of conduct to be kept up to date – review every Two years.
	· Clerk

· All members

	OTHER STATUTORY OBLIGATIONS
	

	Legal Powers
	Illegal activity and/or payments
	L
	· Clerk to clarify that payments are within a parish council power for any proposed spend.

· Spend to be authorised and paid in accordance with financial regulations and noted in minutes.
· Clear terms of reference in place for any committees.
· Quarterly check by councillors of income and expenditure.

	· Standing Orders, Financial Regulations and terms of reference to be reviewed annually
· Existing procedure adequate
	· Clerk
· Full Council

	Statutory Obligations regarding documentation.
	Accuracy and legality of Notices, Agendas and Minutes
	L
	· Minutes are produced in the prescribed manner by the Clerk and adhere to legal requirements.

· Draft minutes are circulated as soon as possible after the meeting.

· Minutes are approved, signed and dated at the next meeting of the Council/Committee.

· Agendas and notices are produced and displayed in the prescribed manner by the Clerk and adhere to legal requirements.

· The Chairman presides at all meetings he/she is present and ensures that meetings are conducted properly.
	· No action required.

· Existing procedure adequate
	· Clerk

	Meeting Location
	Premises inadequate for needs of Council and inaccessible for members of the public
	L
	· All meetings of Shebbear Parish Council are held in the Church Room or Village Hall, both have adequate facilities for the hosting of meetings.
· Parking is available near to the Church room and in the car park next to the hall.
	· No action required
· Existing procedure adequate


	· Clerk

	Data Protection/

General Data Protection Regulations
	Non-compliance with Data Protection Act statutory requirements for registration
	M
	· Clerk attended GDPR training
· GDPR Toolkit is being implemented/amendments made as updates are issued.
· Historical information is destroyed or filed every 12 months to comply with Retention policy.
· Retention of Document Policy in place.

· Privacy Policy in place.
	· Action ongoing. All minutes bound and paper files sorted.
· Achieve documents sent to the Devon Record Office to be stored.
	· Clerk

	Freedom of Information Provision


	Non-compliance with Freedom of Information Act statutory requirements
	L
	· Council has details on the website.
· Freedom of Information Request Policy is in place.


	· No action required.

· Existing procedure adequate
	· Clerk

	ASSETS MAINTENANCE

	

	Notice boards, Street Furniture, Office Equipment


	Damage to equipment.

Risk to third parties
	M
	· Annual checks undertaken by Clerk and Chairperson
· Clerk possesses emergency powers to deal with urgent repairs.

· Public Liability insurance in place.
	· No action required
· Existing procedure adequate
	· Clerk

· Full Council

	General Assets
	Damage or loss of equipment
	L
	· All assets owned by Parish Council are annually reviewed.

· All repairs and relevant expenditure authorised in accordance with correct procedures of the Parish Council.

· All assets insured and insurance checked to asset register annually.
· Insurance provision reviewed annually.
	· No action required.

· Existing procedure adequate
	· Clerk

· Full Council

	COUNCIL RECORDS


	

	Paper Records
	Loss of essential records through theft and/or fire damage.


	L

	· All archive minutes, leases and historical correspondence are stored at the North Devon Record office. 
· Recent Parish Council Minutes, financial records and documents are stored at home of clerk in lockable cabinet.

· Electronic copies of accounts and minutes are kept, and back-up held.
	· No action requird
	· Clerk



	Electronic Records
	Loss through; theft, fire damage or corruption of computer
	L
	· Parish Council electronic records are stored on the Council laptop.
·    Back-ups of electronic data are made annually and kept by clerk in lockable cabinet.

	· No action required 
· Existing procedure adequate

	· Clerk
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