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Elmton with Creswell Council Risk Assessment

“The greatest risk facing a local authority is not being able to deliver the activity or services expected of the Council.” 
Risk assessment is a systematic general examination of working conditions, workplace activities and environmental factors that will enable the employer to identify any and all potential risks inherent in the place or practices. Based on a recorded assessment the employer should then take all practical and necessary steps to reduce or eliminate the risks, as is practically possible. Making sure that all employees are made aware of the results of the risk assessment. 

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.
· Identify the level of risk
· Evaluate the management and control of the risk and record all findings. 
· Review, assess and revise if required. 

	FINANCIAL AND MANAGEMENT

	Category
	Risk
	H/M/L
	Management/control of risk
	Review/Assess/Revise

	1. Business Continuity
	
	
	
	

	Business Processing
	Risk of Council not 
being able to continue 
its business due to an 
unexpected or tragic 
circumstance 
	L
	All files and recent records (both paper and electronic) are kept at the Parish Office. The Council have a secure online backup system that backs up files as they are created or changed. In the event of the Clerk being indisposed the Assistant to the Clerk will provide administrative support. The ability to work off site is provided should the need arise.
	Review plan when necessary

	  Insurance
	Adequacy 

Cost 

Compliance 
Fidelity Guarantee
	L

L

L
M
	An annual review is undertaken (before the time of the policy renewal) of all insurance arrangements in place. Employers and Employee liability insurance is a necessity and must be paid for. 
Ensure compliance measures are in place. 
Ensure Fidelity checks are in place. 

	Existing procedure adequate. 

Review insurance provision 
annually. 
Review of compliance. 


	2. Finance
	
	
	
	

	Precept
	Adequacy of precept 





Requirements not 
submitted to District Council                        



Amount not received by District Council
	L





L
  




L
	Precept proposed approved at the January Parish Council Meeting.
This figure is submitted by the Clerk in writing to the District Council. 
The Clerk informs Council when the monies are received 
	Existing procedure adequate

	Financial Records
	Inadequate records 
Financial irregularities 
	L
L
	The Council has Financial Regulations which set out the requirements.
	Existing procedure adequate. 
Review the Financial 
Regulations when necessary. 

	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 does make occasional errors in processing cheques which are discovered when the Clerk reconciles the bank accounts once a month when the statement arrive, these are 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 
an AGM and an election. 
Monitor the bank statements 
monthly. 


	Cash
	Loss through theft or dishonesty
	L
	Monthly reconciliation prepared by RFO and checked by the appointed member for verification purposes. Three signatories on cheques. Internal and external audit undertaken. All payments must be detailed in the Financial Reports presented to the Committee and Council. The Clerk has delegated authority to pay invoices up to £1000 prior to meeting approval. Petty cash is no greater than £250 and the cash float is kept in a locked safe.
	Existing procedure adequate. 
Review the Financial 
Regulations when necessary. 

	Reporting and Auditing
	Information communication



	L




	A monitoring statement is produced regularly before each Council meeting with the agenda, discussed and approved at the meeting. This statement includes, bank reconciliation, budget update, and a breakdown of receipts and payments balanced against the bank. 
	Existing communication 
Procedures adequate. 


	Direct costs 
Overhead 
expenses 
Debts 

	Goods not supplied but 
billed 
Incorrect invoicing 

Cheque payable 
incorrect 

Loss of stock 


	L

L


L


L


	The Council has Financial Regulations which set out the requirements. 
At each Council meeting the list of invoices awaiting approval is distributed to Councillors, and considered. 

Council approves the list of requests for payment. 
The Council has minimal stocks, these are checked and monitored by the Clerk. 

	Existing procedure adequate. 
Review the Financial 
Regulations when necessary. 


	Grants and 
support - payable 
	Power to pay 
Authorisation of Council 
to pay 
	L
	All such expenditure goes through the required Council process of approval, minuted and listed accordingly 
	Existing procedure adequate. 
 

	Grants - receivable
	Receipts of Grant
	L
	Grant received are recorded and reported on the monthly Financial report
	Existing procedure adequate

	Charges – rentals payable
	Payments of charges, leases, rentals
	L
	The Parish Council leases the Photocopier/Printer from XBM - invoices payable for the rental amounts will be/are entered into the normal payment system for authorisation. 
	Existing procedure adequate.

	Charges – rentals receivable
	Receipt of rental 





Insurance implication
	L





M
	The Clerk issues an agreement for usage and a monitoring form along with the invoice. Both parties sign the agreement and the Parish Council copy is held in Parish Council records. The cheque is received and banked. The Parish Council is notified accordingly. 
The service users arrange their own insurance and provides a copy to the Parish Council each year. 
	Existing procedure adequate. 
Review agreement and fees 
annually. 
Ensure payment 
and copy of insurance 
document received. 


	Best value Accountability
	Work awarded incorrectly

Overspend on services
	L


M
	Normal Parish Council practice would be to seek, wherever possible, more than one quotation for any substantial work required to be undertaken or goods. For major contract services, formal competitive tenders would be sought. If a problem is encountered with a contract the Clerk would investigate the situation, check the quotation/tender, research the problem and report to Council. 
	Existing procedure adequate. 
Include when reviewing 
Financial Regulations. 


	Salaries and associated costs
	Salary paid incorrectly 
Wrong hours paid 
Wrong rate paid 
False employee 
Wrong deductions of NI 
or Tax 
Unpaid Tax & NI 
contributions to the 
Inland Revenue 

	L
L
L
L
L

L
	Salary rates are assessed annually by the Parish Council and applied on 1 April each year. Salary analysis and slips are produced by the Clerk monthly together with a schedule of payments to the Inland Revenue (for Tax and NI). These are inspected at the Council meetings and signed off. The Tax and NI is worked out using an Inland Revenue computer programme updated annually. All Tax and NI payments are submitted in the Inland Revenue Annual Return. 
All Staff submit a time sheet containing hours, tasks. These are checked and initialled by the Clerk and submitted into the records. Each has a contract of employment and job description. 
All contracts of employment contain a section on overpayment and recoup. 
	Existing appointment and 
payment system is adequate. 


	VAT
	Re-claiming/charging
	L
	The Council has Financial Regulations which set out the requirements
	Existing procedure adequate

	Annual Return
	Submit within time limits
	L
	Employer’s Annual Return is completed and submitted to the External Auditor  within the prescribed time frame by the Clerk.   Annual Return is completed and signed by the Council, submitted to the internal auditor for completion and signing then checked and sent on to the External Auditor within time limit. 

	Existing procedures adequate

	3. Meetings/Councillors 
	
	
	
	

	Councillor allowances
	Councillors over-paid Income tax deduction
	L
	No allowances are allocated to Parish Councillors
Chairmans allowance allocated to local good cause
	No procedure required

	Legal Powers
	Illegal activity or payments
	L
	All activity and payments within the powers of the Parish Council to be resolved and minuted at Full Parish Council Meetings, including a reference to the power used.
	Powers have been minuted from such date

	Minutes/Agendas/Notices Statutory Documents
	Accuracy and legality



 
Business conduct
	L




L
	Minutes and agenda are produced in the prescribed method by the Clerk and adhere to the legal requirements. 
Minutes are approved and signed at the next Council meeting.  Minutes and agenda are displayed according to the legal requirements. 
Business conducted at Council meetings should be managed by the Chair.
	Existing procedure adequate. 
Guidance/training to Chair 
should be given (if required). 


Members to adhere to Code 
of Conduct. 

	Members interests
	Conflict of interest



Register of Members interests
	L



M
	Although not a requirement, the declaring of interests by members at a meeting should be an obvious process to remind Councillors of their duty and should remain on the agenda. 
Register of Members Interest forms should be reviewed regularly by Councillors. 
	Existing procedure adequate. 



Members take responsibility 
to update their Register. 

	Meeting location
	Adequacy 
Health & Safety 

	L
M
	The Parish Council Meetings are held at Creswell Events Centre. The premises and the facilities are considered to be adequate for the Clerk, Assistantto the Clerk, Councillors and Public who attend from Health and Safety and comfort aspects. 

	Existing locations adequate.

	4. Data Protection/Record Keeping
	
	
	
	

	Data Protection Act/GDPR
	Policy
Provision
	L
	The Council had and adhere to the Data Protection Act and review policies annually
	Ensure annual review of Policies

	Council records – paper
	Loss through: 
theft 
fire 
damage 
	
L
M
L
	The Parish Council records are stored at Creswell Events centre. Records include historical correspondence, minute books and copies, leases for land or property, records such as personnel, insurance, salaries etc. Recent materials are in the offices (not fire proof)) and older more historical records in the (Elmton with Creswell Archives)
	Damage (apart from fire) and 
theft is unlikely and so provision adequate. Deeds/leases copied and deposited off-site. 


	Council records - electronic
	Loss through: 
Theft, fire, damage 
corruption of computer 
	
LM
	The Parish Council’s electronic records are stored on the Clerks computer. Back-ups of the files are taken at regular intervals. 
	 Existing locations adequate.

	5. Freedom of Information
	
	
	
	

	Freedom of Information Act
	Policy

Provision
	L

M
	The Council has a model publication scheme for Local Councils in place. 
There have been no requests for information to date but the Clerk is aware that if a substantial request arrives then this may require many hours of additional work. The Council is able to request a fee if the work will take more than 15 hours but the applicant also has the right to re -submit the request broken down into sections, thus negating the payment of a fee. 

	Monitor and report any 
impacts of requests made 
under the F of I Act. 











	PHYSICAL EQUIPMENT OR AREAS

	Subject
	Risk(s) Identified
	H/M/L
	Management/control of risk
	Review/Assess/Revise

	6. Assets
	
	
	
	

	
	Loss or Damage
Risk/damage to third 
party(ies)/property 
	L
L
	An annual review of assets is undertaken for insurance provision, storage and maintenance provisions. 

	Existing procedure adequate.

	7. Maintenance
	
	
	
	

	
	Poor performance of assets or amenities 



Loss of income or 
performance 
Risk to third parties 

	L




L

L
	All assets owned by the Parish Council are regularly reviewed and maintained. All repairs and relevant expenditure for these repairs are actioned/authorised in accordance with the correct procedures of the Parish Council. 
All assets are insured and reviewed annually. 
All public amenity land is inspected regularly by parish employees. 

	Existing procedure adequate.
Ensure inspections carried out.
Existing procedure adequate. 
Review the Financial 
Regulations when necessary.

	8. Notice boards
	
	
	
	

	
	Risk/damage/injury to 
third parties 
Road side safety 

	L

L
	Parish Council has 3 notice boards sited around the village. 
All locations have approval by relevant parties, insurance cover, inspected regularly by the Clerk - any repairs/maintenance requirements brought to the attention of the Parish Council. Keys held by the Clerk/Lead maintenance . 

	Existing procedure adequate.

	9. Street furniture/Bus Shelters
	
	
	
	

	Bus Shelters 
Benches 
War Memorial 
	Risk/damage/injury to 
third parties 

	L
	The Parish Council is responsible for Bus shelters, Benches, and 1 War Memorial around the village and covered by insurance. No formalised programme of inspections is 
carried out, all reports of damage or faults are reported to Council and/or dealt with.
	Existing procedure adequate.







	10. Play/Green areas/Equipment
	
	
	
	

	Wood Avenue Play Area
East Street Play Area
Fox Green
Welbeck Street Play Area
Markland Campus
	Inadequate Maintenance of records
Inadequate insurance cover
Inadequate budget provision
Personal injury

	L

L

L

L
	Ensure the proper records of all complaints/injuries are maintained
Include all relevant risks on the council’s insurance policy.

Ensure that the service  requirements in annual budget process
Define responsibility for regular inspection of play areas
Define responsibility for and ensure regular inspection of play equipment and play surfaces
Annual inspection and report by suitably qualified professional 
Weekly inspections completed by council staff
Ensure inspection timetable adhered to and inspection log completed
Maintain records of all inspections/ Maintenance 

	Existing procedure adequate.
Ensure inspections carried out.

	11. Cemeteries
	
	
	
	

	
	Vandalism 


Maintenance of cemetery including grass cutting












Failure to bank income 





Failure to collect charges




Failure to review charges

Maintenance of equipment




Failure of water supply


Head stones / kerb stones safety survey




Personal Injury
	L


L







L



L







L




L




L



L


L




L
	Maintain efficient and effective security
Maintain liaison with local enforcement agencies
Take action as appropriate against offenders
Define responsibility and standards for cemetery maintenance and ensure that a planned programme is in place.
Member of Staff allocated to cemetery 


Define responsibility for prompt income received
Provide for regular statement of income to council/committee 
Provide for internal audit testing of income banked against underlying records

Define responsibility for collection of Cemetery income.	
Ensure that all income due to the council and received is properly recorded
Issue receipts for all income received
Council approval required for write-off of any bad debts
Ensure that all charges are reviewed periodically as an integral part of the budgetary process
Define responsibility for equipment maintenance and ensure any necessary training is complete
Ensure that all equipment is properly maintained through regular inspection/servicing
Ensure that proper maintenance records are complete and up to date
Ensure that all damage to water supply is promptly reported and dealt with
Ensure that water bills are paid or disputes resolved before loss of supply becomes an issue
Ensure that a comprehensive survey is completed
Arrange for completion of any necessary work
Ensure that facility users are aware of danger
Arrange for regular inspections to ensure that standards are maintained
Maintain appropriate records
Ensure adequate insurance cover is in place
Ensure A comprehensive survey is completed 
Arrange for completion of any necessary works
Ensure that facility users are aware of danger
Maintain appropriate records
Ensure adequate insurance cover is in place

Ensure that all staff has appropriate training and adhere to approved working practices.

	Existing procedure adequate.
Ensure inspections carried out.
Review the Financial 
Regulations when necessary.



Existing procedure adequate





Existing procedure adequate









Existing procedure adequate













Existing procedure adequate

	12. Events/Celebrations
	
	
	
	

	Bonfire 

















	Insurance cover

Fire






Personal injury






Health and Safety
	L

L






L






L


	Ensure that appropriate insurance cover is in place as a prerequisite to events
Ensure Health/Safety testing is complete
Ensure appropriate staff training
Provide for strict security/ control of all fireworks and other combustible materials
Provide appropriate extinguishers etc
Ensure appropriate signage in place
Ensure appropriate regulations are followed
Ensure that appropriate regulations/ controls are in place to minimise the risk of injury to all facility users
Arrange site inspection to ensure that defined standards are being maintained
Ensure that, where necessary, appropriate signage is in place
Arrange attendance of first aid/ambulance service
Determine responsibility for Health and Safety
Ensure that all testing is complete
Ensure that effective safety measures are in place


	Existing procedure adequate.














	Christmas
	Insurance cover

Snow machine



Personal injury







Health and Safety

	L

L



L







L

	Ensure that appropriate insurance cover is in place as a prerequisite to events
Ensure Health/Safety testing is complete
Ensure appropriate staff training
Provide for strict security/ control 
Ensure appropriate signage in place
Ensure appropriate regulations are followed
Ensure that appropriate regulations/ controls are in place to minimise the risk of injury to all facility users
Arrange site inspection to ensure that defined standards are being maintained
Ensure that, where necessary, appropriate signage is in place
Arrange attendance of first aid/ambulance service
Determine responsibility for Health and Safety
Ensure that all testing is complete
Ensure that effective safety measures are in place
	Existing procedure adequate.


	13. Code of Conduct
	
	
	
	

	
	Failure to maintain update register of interest/gifts
	L
	Ensure all council members are aware of their statutory responsibilities
Maintain appropriate registers
	Existing procedure adequate.




Approved March 2019  
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Issued by elmtonwithcreswellparish



For further help and advice contact 
or visit our website www.elmtonwithcreswellparish.org.uk
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