Fleckney Parish Council Risk Assessment 2023
Risk assessment is a systematic general examination of working conditions, workplace activities and environmental factors that will enable the Parish Council to identify any and all potential inherent risks.  The Parish Council, based on a recorded assessment, will take all practical and necessary steps to reduce or eliminate the risks, insofar as is practically possible.

This document has been produced to enable Fleckney Parish Council to assess the risks that it faces and satisfy itself that it has taken adequate steps to minimise them.
	Subject
	Risk(s) indentified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	FINANCIAL AND MANAGEMENT

	Precept 
	Adequacy of Precept

in order for the Council to carry out its Statutory duties


	L
	To determine the Precept amount required, the Council regularly receives quarterly budget update information. At its Precept meeting in January the Council receives a budget report, including actual position for the previous year, projected position to the end of the current year and estimated amounts for the following year. Based on this information and having decided the amount to be taken from or added to reserves determines the amount of the Precept.

 The Precept is submitted by the Clerk to Harborough DC.

The amounts when received in April and September are reported to the Parish Council on the Monthly Receipts List.


	Existing procedures adequate.

	Financial
Records
	Inadequate records
Financial irregularities
	L

	The Council has Financial Regulations which sets out the requirements.
	Existing procedures adequate.
Financial Regulations were last reviewed at the November 2022 Parish Council meeting. Not reviewed during 2023/24. To be reviewed 2024/25. 


	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	Banking
	Failure to reconcile bank accounts.

Monies not banked on a timely basis
	L

L
	The Council has Financial Regulations which set out banking requirements. Monthly bank reconciliations are carried out and submitted to the Parish Council. Original bank statements examined by Chairman against reconciliation amounts.

Money is banked weekly if necessary and more frequently when large amounts are received.
	Existing procedure adequate. 
Existing procedures adequate. Frequency of banking has decreased as less cash is now collected.

	Internal Audit
	Adequate provision


	L

L
	The Parish Council employs a suitably experienced and qualified internal auditor and his reports and recommendations are considered by the Parish Council.

 The adequacy of internal audit is reviewed on an annual basis.
	Existing procedures adequate. LRALC re-appointed Internal Auditor for 2023-24 financial year. 

Adequacy reviewed at the February 2024 Parish Council meeting. A more substantial review to be carried out in 2024/25 by the Internal Audit/Internal Controls Working Party

	Grants Receivable
	None receipt of grant income
	L
	Register of all grant income due kept indicating amounts due and when. Amounts when received are entered in the Register. A review of outstanding amounts is undertaken from time to time.

Amounts included on the monthly receipts list.
	Existing procedures adequate

	Charges for Services
	Amounts not received
	L
	Online booking system introduced in February 2022. Manual booking sheets to be phased out at end of March 2022 Amounts collected in cash or by credit/debit card and receipted or debtors account raised and receipted when paid.


	Existing procedures adequate

	Payments
	Payments not made or made to wrong payee
	L
	The Parish Council keeps full and proper accounts. It approves all items of expenditure and receives a full list of all payments each month. Cheques are signed by two members. Payments made by bank transfer on Bankline are authorised by two members.


	Existing procedures adequate.

	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	Best Value 
	Work awarded

Incorrectly.

Overspend on services.
	L

L
	The Parish Council has Standing Orders/ Financial Regulations which set out the requirements. Quotations or tenders are sought depending on the value of the work.

Spending against budgets is reported to the Parish Council on a quarterly basis. Any significant variances are highlighted.
	Existing procedures adequate.

Existing procedures adequate.



	Salaries and Wages Etc.
	Incorrect amounts paid

Tax not paid or paid late to HMRC

Pension deductions not made correctly or not paid over to pension provider.

Monthly/annual returns not submitted and penalties incurred
	L

L

L

L
	All rates of pay agreed by Parish Council. Hourly paid staff required to submit timesheets certified by Manager.

Tax and NI calculated using HMRC software. Paid monthly and included on monthly payments list.

Pension deductions checked using pension provider software. Deductions including employer contributions paid by direct debit monthly and included on monthly payment list.

Monthly/annual returns are made within the time limits set using HMRC payroll software.
	Existing procedures adequate.

Existing procedures adequate.

Existing procedures adequate.

Existing procedures adequate.



	Employees
	Fraud by staff

Health and Safety
	L

L


	Requirements of Fidelity Guarantee insurance adhered to with regards to fraud.

All employees are provided with adequate training and safety equipment needed to undertake their roles. The Parish Council retains a Health and Safety Consultant to provide advice and assistance.


	Existing procedures adequate.

Monitor health and safety requirements and insurance annually.

	VAT
	Reclaiming/charging
	L
	The Council has Financial Regulations which set out the requirements. VAT is charged where appropriate and reclaimed on a quarterly basis. Amounts charged and reclaimed are reported to the Parish Council on the Monthly Receipts List. Compliant with HMRC submission requirements.
	Existing procedures adequate. Change in treatment of sports and leisure activities from standard rated to outside the scope following tribunal appeal. VAT liability reduced and claims being made for VAT charged in previous four years

	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	Annual Return
	Submit within time limits
	L
	Annual Return is completed by the Clerk, submitted to internal auditor for certification, approved by Council and sent to External Auditor with supporting documentation as required within time frame.


	Existing procedures adequate.

	Legal Powers
	Illegal activity or payments
	L
	The Parish Council ensures decisions are taken within the legal powers of the Council. This is done through the long experience of many of the councillors, newer councillors attending training courses and the advice of the Clerk. Legal powers recorded in the minutes when appropriate. The General Power of Competence was adopted by the Parish Council at its Annual Meeting in May 2023

	Existing procedures adequate. 

	Minutes/Agendas/

Notices/Statutory

Documents`
	Accuracy and legality

Business conduct
	L

L
	Minutes and agenda are produced in the prescribed format by the Clerk and adhere to the legal requirements. Agendas and supporting documents are sent electronically. Minutes are approved and signed at the next Council meeting. Agendas displayed according to legal requirements.

Business conducted at Council meetings is managed by the Chair.
	Existing procedures adequate.

Members adhere to Code of Conduct. 


	Members Interests
	Conflict of interests

Register of members interests
	L

M
	Declarations of interest by members at Council meetings. Records are kept of Members’ Interests and are recorded in the minutes. Members’ sign to indicate they have accepted the Code of Conduct adopted by the Parish Council.

Register of member’s interests’ forms obtained from all members at time of election/co-option.
	Existing procedures adequate.
Members take responsibility to update register.

	Insurance
	Adequacy

Cost
	L

L
	A review is undertaken of all insurance arrangements prior to renewal. Risks/assets are added/deleted as necessary. 

Tenders sought periodically.
	Existing procedure adequate.

Long Term Agreement with Zurich Municipal expires 30th September 2024.

	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	Data Protection
	Non compliance with legal requirements
	M
	The Parish Council is registered with the Information Commissioner’s Office.

All data that is subject to data protection requirements is kept secure.

Compliance with the requirements of the General Data Protection Regulations 2018.
	Ensure annual renewal of registration. 

Existing procedures adequate.

Existing procedures adequate.



	Freedom of Information
	Non compliance with legal requirements.

Increase in workload from requests
	L

M
	The Council has a Publication Scheme in place. 

Requests dealt with by the Clerk. A significant number of requests could be disruptive and cause delays in other areas of work.

	Existing procedures adequate.

Monitor requests made under FOI. No requests received in recent years.

	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	PHYSICAL ASSETS/EQUIPMENT

	Assets
	Loss or damage
	L

L

L

L

L
	A list of assets is maintained and reviewed from time to time.

The premises and assets owned by the Parish Council are fully insured.

The Sports Centre is protected by intruder and fire alarms and CCTV. 

CCTV is installed at the Skate Park (Currently not operational). 

Movable equipment is DNA protected with SmartWater. 
	Existing procedures adequate

Existing procedures adequate.

System replaced/upgraded during 2023/24
System replaced/upgraded during 2023/24
Marking of movable equipment ongoing

	Maintenance
	Poor performance of assets or amenities
	L

L
	All assets owned by the Parish Council are regularly inspected and maintained as necessary. 
All repairs and relevant expenditure for any repair is actioned/authourised in accordance with the correct procedures of the Parish Council.
	Existing procedures adequate

Existing procedures adequate.



	Playground Equipment
	Risk of damage

Risk of injury
	L

M
	The equipment is inspected on a weekly basis with staff attending recognised training courses. 

The equipment is inspected annually by a recognised playground inspection company.
	Existing procedures adequate

Existing procedures adequate

	Meeting Location
	Adequacy

Health & Safety


	L


	The Parish Council meetings are held at the Sports Centre which has appropriate facilities for the Clerk, members and the general public. Other meeting venues when used meet same requirements.


	Existing procedures adequate



	Subject
	Risk(s) identified
	H/M/L
	Management/Control of Risk
	Review/Assess/Revise

	Council Records – Paper
	Loss through theft, fire or other damage e.g. water


	M


	The Parish Council records are stored at the Sports Centre and older records at the home of Cllr Earwaker, 28 Highfield Street. 
	Existing procedures considered unsatisfactory. Volume of records stored at 28 Highfield Street although reduced significantly needs to be reduced further.

Consideration has been given to scanning and storing paper documents digitally but it is expensive. 

 

	Council Records – Electronic
	Loss through theft, fire or other damage e.g. water


	M
	The Parish Council electronic records are backed up on a regular basis with backup data stored off/on site as appropriate. Storage devices encrypted and password protected. Cloud back-up facility provided by Astley Computers for all laptops
	Existing procedures considered adequate.


Prepared March 2024 and approved by the Parish Council at its meeting on 111th March 2024. Next Revision Date March 2025.
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