HORTON KIRBY & SOUTH DARENTH 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.”
This document has been produced to enable HK & SD 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.

1.  FINANCE AND ADMIN/MANAGEMENT

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


	Business continuity
	Council unable to continue its business due to an unexpected or tragic circumstance (theft, fire, corruption of computer data)
	L
	All files and records are kept in lockable filing cabinets in the Parish Office/Parish Room. Data and applications are backed up and stored on a remote server which is GDPR compliant. Chair can contact KALC for advice in the event of a problem with business continuity in the absence of the Clerk. In the event of the Clerk being indisposed the Assistant Clerk will deputise on basic opening and running of the Parish office with assistance from Councillors.

	Existing procedure adequate

	Precept
	Adequacy of precept.





Requirements not submitted to District Council.

Amount not received by PC.
	L






L

L
	Council reviews precept requirement annually. It reviews the presented budget update information by the Jan meeting at the latest, agrees amounts for the set budget headings for the following year, the total of which is resolved to be the precept amount to be requested from District Council.
This figure is then submitted by the Clerk to District Council by email prior to end of January deadline.

The Clerk checks for receipt and will contact District Council as necessary.

	Existing procedure adequate






	Financial records
	Inadequate records

Financial irregularities



Loss of records through damage, theft, fire, etc
	L

L



M/L
	The Council has Financial Regulations which sets out requirements.
The Council has an internal auditor. Payments require two signatories (electronically or on cheques or bank transfers). The Clerk and Assistant Clerk are not signatories. 
Backups are made and stored off site via ‘the Cloud. GDPR compliant. Paper files are stored in the office in fire-proof cabinets. 
	Review annually. March 2023

Audit is done six monthly.
Procedure adequate. 

	Bank and Banking
	Inadequate checks



Bank mistakes/loss/charges
	L


L
	The Council has Financial Regulations which set requirements for banking, cheques and reconciliation of accounts. Payment list is approved at monthly full Council meeting
Payments require two signatories and the Clerk/ Assistant Clerk are not signatories.
The bank accounts are reconciled by the Clerk on receipt of statements each month and online using internet banking, so errors are found immediately and rectified. Internal audit also checks this.
	Procedure adequate.
Review signatories when necessary, especially after elections.



	Reporting and auditing
	Communication






Compliance
	L




	The Council uses a dedicated accounting software package RBS Omega Accounting for which it has a maintenance contract/helpline for accountancy and hall bookings. 
A Budget Monitoring Report is prepared for each Committee meeting and Quarterly Parish Council meetings. 
Six monthly internal audit plus interim recorded checks by a Councillor to view accounting system and paperwork.
	Procedure adequate





Procedure adequate

	Direct costs/ overhead expenses/debts
	Goods not supplied but billed
Incorrect invoicing



Members expenses


	L
L



L

	Financial Regulations set out requirements. 
At each Council meeting, the list of invoices awaiting approval is distributed to Councillors and considered. Council approves the list of payments, before signing and remittance made electronically by 2 Councillors. 
These are covered by a modest annual ‘out of pocket’ expenses allowance
	Procedure adequate.
Review Financial Regulations annually.




	VAT
	Failure to reclaim
VAT is reclaimed incorrectly
	L
L
	VAT is reclaimed on a quarterly basis
Reviewed by internal auditor every 6 months
	Adequate
Adequate

	Annual return
	Failure to submit within time limits
	L
	Employers Annual Return is completed and submitted to the Inland Revenue by external payroll provide MI Payroll, within the prescribed period. 
The Annual Governance and Accountability Return (AGAR) is submitted to the internal auditor for completion and signing, signed by the Chairman at a full Council meeting and then sent to the External Auditor within the time limit.
	Procedure adequate.

	Charges – rentals receivable
	Non-receipt of Rent
	M
	The Clerk/Assistant Clerk invoices regular hall hirers each month in arrears; any late payers are reported to The Halls Committee for decision on any action necessary. The Clerk sends reminders to Allotment holders for Annual Rent in January and chased if not received. The Football Club contracts for Heathside and Westminster Field & Pavilion are reviewed in April each year by the Recreation and Open Spaces Committee and Invoiced by the Clerk in advance, September for SDFC Juniors and as set out by HMRC for teams using Westminster Field. 
	Procedure adequate. 

	Salaries and associated costs
	Salary paid incorrectly.
Wrong NI or PAYE deductions made.
Unpaid tax or NI
	L
	Salary rates are assessed annually using information from NALC and the NJC pay spine. 

MI Payroll Services provide an independent Payroll service for 3 staff. A summary of payments are provided to the Clerk to process to NI, NEST, HMRC and staff.  The Clerk keeps a record in the Office Diary of hours worked and brief explanation of any extra time that has been worked. A time sheet summary is prepared by the Clerk before being sent to MI Payroll for calculation and signed off by the Chairman.

Up to date Job descriptions are available for the Clerk, Assistant Clerk and Park Warden. Contracts are signed. 
	Procedure adequate. 


H.R. Committee 
Clerk is member of ALCC (union)





	Data protection
	Non-compliance with Policy

Data breaches
	L
	Council is working on updating the Data Protection Policy in place following General Data Protection Regulation 2018 .Safe disposal of paperwork through office shredder. Sensitive data kept in locked cabinets. Computers, CCTV and software password protected.
	Adequate

	Freedom of Information Act
	Provision of policy
	M
	Policy due for review March 2023. 1 requests for information under the FOI Act without any problems. 
	None required.






	2.  ASSETS

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


	Village Halls, Pavilion, Street furniture, streetlights, play areas x 3, open spaces, Burial Ground, Allotments, noticeboards, office equipment, gates and fences, footpaths
	Loss or damage
Risk/damage to third party(ies) or to property

	L
L
	Asset register is updated regularly on purchase of new items or improvement work to buildings. 

· Village Halls are checked monthly for maintenance issues/safety checks by maintenance contractor. Regular reporting of any maintenance issues/hazards are recorded in the Parish Office and dealt with quickly. Reported to Buildings Committee. Surveys commissioned periodically for Village Hall Roof (last one February 2016).
· Pavilion (last condition report March 2018). Weekly checks made by caretaker/cleaner and reported to ROS Committee. 
· Weekly safety checks are made of Play Grounds recreation areas by contractor and reported to the Clerk any defects. Detailed Annual Report of play equipment is by PI Ltd reviewed by ROS Committee in March 2023 
· Allotment site inspection 15th June 2023 and reported to ROS Committee
· Tree Survey completed each July by tree surgeon and reported to ROS committee
· Burial Ground Inspection 13th September 2023 and findings reported back to ROS Committee
	Reviewed annually. 
Insurance contract due for renewal September 2023







	3.  LIABILITY                                                                                                                                                                                                                   

	Contractors
	Not insured or inadequately insured
	L
	Clarify with any subcontractor that they are insured and obtain copies of certificates and schedules as per Model Financial Regulations.
	Procedure adequate.

	Public liability
	Risk to third party, property or individuals, including volunteers (e.g. litter picks, River Days etc)

Community Events
	M




L 
	Insurance is in place up to £10 million.




Each Community Event has its own Risk Assessment and plan submitted to the Sevenoaks Safety Advisory Board for review and advice. 
	Insurance currently on 3 year contract with Ecclesiastical. Due for renewal September 2023

	Employer liability
	Non-compliance with employment law
	L
	Council Member of KALC so advice can be sought.
	Procedure adequate

	Legal liability
	Proper and timely reporting via minutes
Document control
	L

L
	Minutes always received and approved at following monthly meeting
Financial and other documents retained as legally required. Minutes have to be retained indefinitely, accounts for 7 years and other documents for a lesser period.
	Adequate

Procedure adequate – see NALC Legal Topic Note 40 




	
	4.  COUNCILLORS PROPRIETY

	Members interests
	Conflict of interests


Register of interests
	M


M
	Councillors have a duty to declare any interests at the start of every meeting and these are noted and minuted
Register of interests form is completed by each new councillor. Should be regularly reviewed and updated, as interests change.
	Adequate


Councillors to inform Clerk as interests change.
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