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	Area
	Risk
	Level
	Agreed Controls

	

	Assets
	Protection of physical assets
	M
	All buildings and play equipment insured. 
Value increased annually by RPI. 
Annual review by Council of insurance provision.
Asset valuation undertaken August 2009 and hereafter every three years unless circumstances dictate an earlier review.
Asset Register reviewed annually by Council.  Register to reconcile to amount stated in Accounts
Disposal of any assets recorded if over £500 

	
	Security of buildings, equipment etc
	H
	All equipment insured.

	
	Maintenance of buildings, etc.
	M
	Buildings inspected annually by suitably qualified personnel for possible problems.
Electrical equipment tested annually and PAT certificates retained. 
Annual inspection of fire safety equipment at offices. 
All recommendations carried out.

	

	Finance
	Banking
	M
	Surplus funds invested for maximum of three months with existing bankers. No other investment permitted. 
Working balance maintained in two current accounts


	
	Financial controls and records
	M
	All expenditure in accordance with Financial Regulations
Monthly bank reconciliation and schedule of payments prepared and  ratified by Council. 
Monthly statement of accounts reported to Council. 
Two signatories required on cheques. Sinatories to initial cheque stubs and invoice to which payment relates
Direct methods of payment i.e. BACS require resolution of the Council. 
Internal auditor appointed at Annual Meeting of Council. Minimum of three visits per year as agreed
External audit annually.


	
	Compliance with Customs and Excise Regulations
	H
	VAT payments and claims calculated by Clerk. 
Manual system to be used to aid reconciliation of VAT
Use of C&E helpline as necessary.


	
	Sound budgetary process to underline annual  precept demand
	M
	Spending Committees to have input. 
Precept derived from this. 
Expenditure against budget reported to Council monthly.


	
	Loss of cash through theft or dishonesty.
	M
	Petty cash kept to minimum. 
£100 maximum

Cash received immediately banked or by the end of the next working day. Receipt issued.
Fidelity guarantee in place.


	
	Accounts
	H
	Accounts to be prepared as soon as possible after the end of the Financial Year

Accounts and Annual Return to be signed off before June 31st
Extra Meeting of the Council to be held if necessary

Assistant Clerk to be trained to prepare the accounts 



	

	Liability
	Risk to third party, property or individuals
	H
	Insurance in place. 
Level of cover reviewed annually with insurer.
Open spaces checked regularly. 
Damage to trees investigated 
immediately and suitable works carried out.
Annual Risk Assessment undertaken and considered by Council

	
	Legal liability as consequence of asset ownership
	
	Insurance in place. 
Quarterly checks of playgrounds and skate park by suitably qualified inspector. Written records kept. 
Works required promptly carried out.


	

	Employer Liability
	Comply with employment law
	M
	Membership of appropriate regional and national organisations.

	
	Comply with Her Majesty’s Revenue and Customs requirements as necessary
	M
	Regular advice from HMRC.
 Internal and external auditor to carry out checks as detailed above.


	
	Safety of staff and visitors
	H
	Advertised hours when office is open to the public.
Annual risk assessment of building. 
Agreed Health and Safety Policy circulated to all staff. 
Health and Safety Policy Reviewed Annually
Staff working alone to ensure office door is secure.


	Legal Liability
	Ensuring activities are within legal powers
	H
	Clerk to clarify legal position on new proposals. 
Further legal advice sought if necessary


	
	Proper reporting via the minutes
	M
	Council meets monthly and approves copies of meeting held previously. 
Minutes made available to the public at Council Offices and via Website 
Committees also meet monthly and receive and approve minutes of previous meeting.


	
	Proper Document Control
	M
	Leases etc. in Clerk’s office. 
Key documents stored at bank. 
Other data storage to comply with Data Protection Act. 
Weekly back up of data held on computers. 
Back up records to be kept off of the premises.


	

	Councillor Propriety
	Register of Interests and gifts in place
	H
	Members Register of Interests maintained.
Monthly reminder on Council Agendas of any changes to be notified to the Monitoring Officer.  

	

	Health
	Long term illness or absence of Clerk 
	H
	The Council will take appropriate action to ensure that the work of the Council is maintained

	
	Long term illness or absence of Assistant Clerk
	H
	The Council will take appropriate action to ensure that the work of the Council is maintained

	

	Health and Safety
	Well being of employees
	H
	Adoption of Health and Safety Policy
Annual Review of Policy

	

	Internal Controls
	Proper maintenance of financial records.
	H
	Invoices checked for accuracy and approved for payment by the RFO. Cheque signed by two authorised signatories.
Clear Audit trail for all expenditure.
Official work orders issued although this may follow a verbal instruction to carry out work if it is deemed urgent


	
	Approval of expenditure
	H
	All expenditure to be authorised as per the Council’s Financial Regulations. 
Precise powers under which expenditure is authorised to be included in minutes if expenditure deemed unusual
Section 137 Payments appropriately minuted.
Section 137 Payments identified in Accounts


	
	Complaints
	M
	Complaints Procedure in place


	
	Staff Grievance
	M
	Grievance and Appeals Panels appointed.
Grievance procedure in place.


	
	Minutes
	H
	Minutes properly numbered and paginated. 
Master Copy kept (with all circulated supplementary information)


	
	Distribution of information
	M
	Council has registered its Publication Scheme.
 Information circulated under the terms of the Data Protection Act and Freedom of Information Act.


	
	Internal Audit
	M
	Appoint Working Group to monitor  effectiveness of Audit and to report annually to the Council
Audit Plan to be reviewed annually
Reports Of Internal Auditor considered as soon as possible and any recommendations implemented


	
	Freedom of Information
	H
	Record of information requests kept

Freedom of Information Policy to be in place

Complaints procedure in place 

Information Commissioner’s Office consulted if any doubt on any request



	
	Contracts
	M
	Awarded as  per Standing Orders and Financial Regulations

Signed agreements in place. These to be prepared with legal advice if necessary

Any joint funding initiatives to be agreed by Council and signed agreements to be in place between the parties concerned


	Personnel
	Proper maintenance of records
	H
	Clerk to maintain records relating to personnel  including:

Leave Records

Sick Pay Records

Contracts

Appraisals

Grievance Issues


