CALVERT GREEN PARISH COUNCIL

Risk Assessment

Definition of Risk Management Risk is the threat that an event or action will adversely affect an organisations ability to achieve its objectives and successfully execute its strategies. Risk Management is the process by which risks are identified, evaluated and controlled. It is a key element of the framework of governance together with community focus, structures and processes, standards of conduct and service delivery arrangements.

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 risks maybe

· Evaluate the management and control of risk and record findings

· Review, assess and revise as necessary.
1. Democratic Process & Public Engagement
	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	1.1 Four-yearly election
	High
	High
	a. Support district in promotion

b. Allow for cost of election in budget



	1.2 By-election


	Low
	Medium
	a. Allow for cost of by-election in budget

	1.3 Breach of Freedom of Information & Data Protection Requirement


	Low
	Medium
	a. Council adopts publication scheme

b. Clerk understands requirement

c. Clerk & councillors attend training

d. Council has necessary advice via BALC

e. Clerk seek advice from SLCC



	1.4 Liability to public


	Medium
	High
	a. Adequate public liability insurance

	1.5 Failure to consult/inform community
	Low
	High
	a. Clerk understands requirement

b. Clerk & councillors attend training

	1.6 Annual Parish Meeting


	Low
	Medium
	a. Clerk understands requirement

b. Clerk & councillors attend training



	1.7 Newsletter
	Low


	Medium
	a. Council adopts communication policy

	1.8 Website


	Low
	Medium
	a. Council adopts communication policy

b. Council defines roles & responsibilities for developing & maintaining website




2. Decision Making

	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	2.1 Failure to post statutory notices
	Low
	High
	a. Ensure task is in clerk’s job description

	2.2 Unlawful decisions
	Medium
	High
	a. Training for clerk & councillors

b. Reference material available to clerk 

c. Clerk member of SLCC

d. Council adopts Standing Orders

e. Legal advice via membership of BALC

f. Quote statutory power with each item of expenditure



	2.3 Decisions unclear
	Low
	High
	a. Clerk attends minute training

b. Training for councillors 



	2.4 Lack of focus or priorities
	Medium
	High


	a. Consult community on action plan

b. Regular review of action plan

c. Develop & review council policies



	2.5 Slow to react to outside influences


	Medium
	High
	a. Approve scheme of “urgent delegation” to clerk

	2.6 Poor internal communications
	Medium
	High
	a. Formulate procedures of internal communications


3. Asset Management 

	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	3.1 Physical assets unknown


	Low
	High
	a. Develop & keep under review asset register

b. Train clerk/RFO in audit requirements

	3.2 Health & safety
	Medium
	High
	a. Planned maintenance programme

b. Replacement fund

c. Weekly visual inspection regime by CGCA and Clerk   
d. Annual or other inspection as required by insurer

e. Weekly fire inspections of community hall 



	3.3 Liability to public
	Medium
	High
	a. Public liability insurance



	3.4 Accidental damage
	Medium
	High
	a. Insurance

b. Regular visual inspection regime



	3.5 Loss of investment income
	Low
	High
	a. Council regular reviews investments performance 



	3.6 Security of assets
	Medium
	High
	a. Weekly visual inspection of assets

b. Contract in place to maintain security alarms of community hall




4. Employment
	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	4.1 Fail to meet employment law


	Low
	High
	a. Training for councillors & clerk and overseen by HR Consultant Daedis HR
b. Apply national benchmarking for career salary scale

c. Up-to-dates contracts of employments in place



	4.2 Claim for constructive dismissal
	Low
	High
	a. Training for councillors & clerk and overseen by HR Consultant Daedis HR
b. Apply national benchmarking for career salary scale

c. Up-to-dates contracts of employments in place



	4.3 Staff sickness
	Low
	High
	a. Up-to-date contracts of employment in place

b. Contingency for 2 months additional pay

c. Contingency arrangements in place to cover duties



	4.4 Clerk leaves
	Low
	High
	a. Contingency for 2 months additional pay

b. Contingency arrangements in place to cover duties by adjacent clerk



	4.5 Health & safety
	Low
	High
	a. Staff awareness & training on H&S issues




5. Contracts for services & supplies 

	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	5.1  Inadequate records
	Medium
	High
	a. Clerk attends training

b. regular reviews of processes & procedures



	5.2 Contractor defaults and/or low quality of work


	Medium
	High
	a. Define all necessary processes & procedures

b. Ensure complete audit trail from decision & signed contract to payment

c. Ensure contracts are “water tight” & actions taken in event of default



	5.3 Public injury
	Low
	High
	a. Ensure contract is subject to risk assessment & public liability insurance

b. Inspect contractor’s risk assessment

c. Inspect contractor’s insurance



	5.4 Unauthorised direction to contractor
	Low
	High
	a. Training for councillors & clerk

b. Correction powers of delegation from the clerk formally defined



	5.5 Use of reliable, quality suppliers
	Medium
	High
	a. Take references from other customers of a supplier


6. Financial Management (1 of 2)
	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	6.1 Inadequate records of accounts
	Medium
	High
	a. Council & clerk fully understand their roles

b. Appoint competent RFO, with relevant skills

c. RFO & councillors attend financial training

d. Set up clerk’s finance support group



	6.2 Additional external audit work


	Low
	High
	a. Council & clerk fully understand their roles

b. Appoint competent RFO, with relevant skills

c. RFO & councillors attend financial training

d. Set up clerk’s finance support group

e. Set aside a contingency sum



	6.3 RFO/clerk unavailable for period


	Low
	High
	a. Contingency arrangements approved and in place

	6.4 Inadequate internal audit
	High
	High
	a. Appointment of an independent & competent professional person as internal auditor

b. review appointment annually

c. chairman’s executive checklist

d. audit plan approved by council

e. Internal auditor’s reported considered by council

f. Annual review of internal auditor’s effectiveness



	6.5 Lack of financial control
	Medium
	High
	a. Council adopts & follows Financial Regulations

b. Monthly financial reports presented to Council

c. Quarterly reviews of financial situation by clerk’s finance support group


6. Financial Management (2 of 2)

	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	6.6 Inadequate precept, reserves &/or balances


	High
	High
	a. Training for clerk & councillors on budgeting & financial management (i.e. roles of reserves, loans & balances)

b. Council adopts formal well-defined budget process



	6.7 Poor contractual arrangements
	Medium
	High
	a. Training for clerk & councillors on financial management

b. Adopt & follow Financial Regulations

c. Quarterly reviews of financial situation by clerk’s finance support group



	6.8 Poor value for money
	Medium
	High
	a. Training for clerk & councillors on financial management

b. Adopt & follow Financial Regulations

c. Quarterly reviews of financial situation by clerk’s finance support group




7. Community Hall

	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	7.1 Lack of formal relationship with CGCA
	High
	High
	a. Mutually agree respective roles of CGPC & CGCA to prevent overlap



	7.2. CGPC becomes embroiled in community hall operational issues
	High
	High
	a. Set up joint CGPC & CGCA working group to meet quarterly to consider operational issues, which would be referred back to CGPC for decisions, if appropriate. Hall lease agreement to be put in place


8. Councils’ Office in Clerk’s Home.
	Hazard/Risk
	Likelihood
	Impact
	Treatment/Control

	8.1 Risk of faulty IT equipment
	Low
	High
	All the IT equipment i.e. disk drive, scanner, printer and keyboard that is used in the Parish Clerk's home are all PAT tested on an annual basis.

	8.2. Health & Safety of employees in the work place.
	Low
	High
	As the Council employ only 1 persons Health and Safety requirements are minimal outside the consideration of time spent by the Parish Clerk on working with a VDU.

	8.3. Loss of Parish Council Records.
	Med
	High
	Computer backup procedures

(weekly copy of all data) are in

Place, and these are stored in a fireproof container


	Parish Council Insurance including

Public and employers liability

Money and fidelity guarantee

Personal Accident

Slander & Libel
	Annually



	Assets Inspection 
	Annually

	Financial

Banking arrangements

Insurance providers

VAT Return Completed

Budget agreed, Monitored and reported

Precept requested
Payment approval procedure

Bank Reconciliation 
Internal check of financial procedures

Internal Audit
External audit
	Annually

Annually

Annually

Ongoing

Annually

Annually

Monthly
Ongoing

Annually

Annually

	Administration

Minutes properly numbered

Asset register available/ updated
Financial regulations reviewed

Standing orders reviewed

Back up taken of computer records
	Ongoing

Ongoing

Annually

Annually

Weekly

	Employers responsibilities

Clerks salary reviewed and documented

Contract of employment in place and reviewed
	Annually

Ongoing

	Members responsibilities

Code of conduct adopted

Register of interests completed and updated

Declarations of interests minutes taken
	Annually

Annually

Ongoing
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