.SHOTLEY LOW QUARTER PARISH COUNCIL






         RISK ASSESSMENT REGISTER – 
FEBRUARY 2020 
	RISK CATEGORY
	       RISK DESCRIPTION
	             MEASURES TAKEN
	         RECOMMENDATIONS/ 

                       CONTROLS                           

	LOW
	Proper/accurate reporting of Council business in the Minutes
	Minutes properly numbered/paginated with master kept in Minute Book & circulated to Members, & to all notice boards,an Abridged copy published in Parish Magazine. + Full details to website.  
	Minutes approved at next meeting.  Internal Audit Check copy retained in separate file. This data also available on SLQPC   website facility (from Summer 2015).


	LOW
	Banking Arrangements
	Regular Bank reconciliations – 2 signts.
for all chq.transactions.  Barclays “PIN SENTRY DEVICE” issued to all chq. Signatories re elec.payments exptd. 2020.
	Monthly Reports to Council via Mtg,Minutes

Internal Audit –  (Peter Basnett Audit Services)

External Audit – (BDO-till 2017- & PKF thereafter to date.)

	LOW
	Loss of income or the need to provide essential services
	Contingency Fund
	Level agreed as part of annual budget process.



	LOW
	Loss of cash through theft or dishonesty
	Fidelity Guarantee
	Annual check on level of insurance cover in place (June Renewal –Broker Network)



	LOW
	Legal liability as a consequence of assets owned.
	Public Liability/Personal Accident
	Annual check on level in place

(June renewal- Came and Co)



	MEDIUM
	Damage to third party or individuals
	Public Liability/Personal Accident
	Annual check on level in place 

(June Renewal-Came and Co.)



	MEDIUM 
	Protection of Council property, furniture & equipment
	Property damage Insurance. Up to date
Fixed Asset Register with regular Mtce.
Programme & testing/insptn.of all equipment.
	Annual check on Insurance values,and .

All equipment on Asset Register.

Use of reputable Insurance Provider –(Came and Company-Broker Network). 

                             PAGE TWO


	RISK 

CATEGORY
	    RISK DESCRIPTION                     
	          MEASURES TAKEN
	     RECOMMENDATIONS/

                  CONTROLS



	MEDIUM

LOW


	Insolvency of Ins. Company

Failure to respond to electors wishing to exercise their “Public Rights” Inspection 
	Use of one of the largest companies,

Any enquiries - placed on Parish Notice Boards, in Parish Magazine & website  for public inspctn. Publicised End of Yr. A/Cs.& making them avail. for inspctn. To public as re’qstd. Under current Finance Regulations.
	Free legal service and advice from

NALC/SLCC Membership.
Notice of appointment  confirmations signed and returned to Auditors.  Addl.source -  available on SLQPC website facility)

	HIGH
	Changes to legislation and procedures of inspection
	Provide effective training for staff and Councillors
	Provide adequate budget for staff and Councillor training where necessary

	LOW
	Meeting laid down timetables when responding to consultation invitations. 
	Consultation documents presented to next appropriate Council Meeting by Clerk.

See plan procedure to deal with responses.
	All Consultation docs. to be recorded on Agendas & Minutes, with following responses. Submitted to NCC by due date demanded.

	LOW
	Documented procedures for corresp. Recorded in Mins.& emld.to NCC Case Officers, Public N’boards Parish Mag & website,


	Corresp. Re’vd, by mail & electronically processed at earliest meeting.  Responses. recorded in Monthly Minutes & Parish Mag, where applicable.  Hard-copy facility also available.
	Corresp. retained for (currently 10 yrs+ in hard-copy archive files, and computer data-base.)
Thereafter deposited to NCC archive.

	MEDIUM
	Procedures in place for recording and monitoring Members interest, gifts and hospitality re’vd.
	Disclosure of Interest Register & Regtr. Of gifts & hospitality re’vd by Parish Clerk. “Disclosures of Interests” as item of Agendas - as in SLQPC Minutes. .
	Internal Audit check – Gifts & hospitality info. to monitoring Demo.Serv.Officer County Council.for any new councillor appointments 
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	RISK CATEGORY
	       RISK DESCRIPTION 
	               MEASURES TAKEN
	        RECOMMENDATIONS/

                  CONTROLS 

	
	
	
	

	MEDIUM
	Ensuring all business activities are within legal powers applicable to local councils
	Use of budgets to allocate expenditure, in line with Standing Orders.  Councillors & staff training. (Budgets & Precept Ass’mnt. Usually c/out in Nov/December)
	4 x Quarterly Clerk budget & /Forecast Reports April to April for Chair & Members.  Financial Y/E demanded returns for Internal and External Auditors.  

	MEDIUM
	Ensuring all requirements are met under employment law and Inland Revenue Regulations.
	Contracts of employment for all staff-contract required by Clerk.  Systems updating records for any changes in relevant legislation. - Recorded in official Minutes. 
	Membership of NALC/SLCC, who are available for  advice and support to SLQPC from the local Northumberland Office “NALC” * if necessary. 

	LOW
	Unfair Dismissal Claims
	Disciplinary Policy & Grievance Procedure. Returns to Inland Revenue
	Advice available from above if necessary*

	LOW
	Ensuring all requirements are met under HMRC/PAYE Regulations. Also(VAT )
	Regular returns to HMRC (by monthly payment arrangement.)   & Independent Payroll services provided by Mandy Senior Payroll..
	Training for Responsible Financial Officer in matters of  Parish Council VAT recovery & any other related issues as necessary. 

	LOW


	Ensuring adequacy & control of Annual Precept.
	Approval of Budget by full Council, & regular budget Monitoring statements.
	Qrtly 3-monthly budget & forecast Summary Reports.



	LOW
	Ensuring the proper use of funds granted to local community groups under specific powers or under Section 137.
	Identification of items paid under Section 137 and reported in the Annual A/cs. All grant funding separately recorded in Cash Book as Income and the disbursement of full grants received and allocated.
	Internal and External Audits.  Also recorded separately in Cash Book.  




  * A separate RISK ASSESSMENT REPORT is prepared each year,  when Shotley Low Quarter Parish Council carry out the Annual Community Litter Picks in our Parish. -  THIS RISK ASSESSMENT REGISTER, was reviewed informally by Members present at 3/2/2020
Meeting, & proposed for Approval at SLQPC Annual Meeting in May 2020, following inspection at Internal Audit (April/May 2020).
Prepared by SLQPC Clerk 31/1/2020 
