
	
Heybridge Basin Parish Council Risk Assessment



	FINANCE AND MANAGEMENT

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



	Business

continuity
	Risk of Council not being able to continue its business due to an

Unexpected or tragic circumstance


	L
	All files and recent records are kept at the Clerk’s home.  The Clerk makes regular back-ups of files to a removable hard drive.  In the event of a pandemic or something similar, the Clerk works from home so can maintain core Council commitments. 
	Existing procedures adequate. 



	Precept


	Adequacy of precept

Requirements not submitted to MDC.
Precept not received by MDC.

	L

L

L


	Council reviews precept requirement annually, beginning in October/November. The presented budget information is reviewed along with actual financial position and projected position to year end and estimated figures for the next financial year. With this information the Council agrees the precept. 

Clerk informs Council when monies received. 

The Council needs to have adequate reserves to deal with an emergency.  
	Existing procedure adequate.



	Financial records


	Inadequate records

Financial irregularities
	L

L
	Financial Regulations in place which set out requirements and checks. The Council appoint an independent internal auditor to review processes.
	Existing procedure adequate. 

Financial Regulations reviewed annually. New model to be reviewed thoroughly ready for adopting May 2025 

	Bank and banking


	Inadequate checks

Bank mistakes

Loss

Charges


	L

L

L

L


	Financial Regulations set out requirements for banking, cheques, and reconciliation of accounts. 

The bank may make occasional errors in processing cheques, which are discovered when the RFO reconciles the bank accounts and when the statements arrived.
	Existing procedure adequate. Financial Regulations reviewed annually. Bank signatory list reviewed, when necessary, especially after an election. Monitor the bank statements monthly.

	FINANCE AND MANAGEMENT

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



	Direct costs

Overhead expenses

Debts


	Goods not supplied but billed.
Incorrect invoicing

Cheque payable incorrect

Unpaid invoices
	L

L

L

L
	All purchases approved monthly in accordance with Financial Regulations. Invoices are processed by Clerk and payments approved with two signatories before payment is made. 
	Existing procedure adequate. 

Financial Regulations reviewed annually. 

	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 if a payment is made using the S137 power of expenditure. 
	Existing procedure adequate. Parish Councillors request a copy of S137 rules if required

	Grants – receivable
	Receipts of Grant
	L
	The Parish Council does not regularly receive grants. One off grants would come with terms and conditions to be satisfied. 
	Existing procedure adequate. Follow terms set by grant provider, when necessary. 

	Best value

Accountability


	Work awarded incorrectly.
Overspend on services.

	L

M
	Financial Regulations set out requirements to seek if possible multiple quotations.

Project specification produced for significant tenders as part of the tender process. If a problem is encountered with a contract the Clerk would investigate the situation, check the quotation/tender and report to the Council.

Costs are closely monitored and presented to Council quarterly.
	Existing procedure adequate. 

Financial Regulations reviewed annually. 

	FINANCIAL AND MANAGEMENT

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



	Salaries and associated
costs


	Salary paid incorrectly.
Wrong deductions of NI or Tax

Unpaid Tax & NI contributions to HMRC
	L

L

L
	The Parish Council authorises the appointment of all employees at Council meetings (currently just the Clerk) and has a contract of employment. Salary rates are assessed annually by the Personnel Committee and based on agreed NJC rates.
	Existing system generally adequate. Quarterly statements produced to prove that Tax and NI have been paid

	Clerk/Other workers (voluntary/casual)


	Loss of Clerk

Actions are undertaken 

Health & Safety


	L

L

L


	Temporary replacements for sickness sought using EALC. Vacancy roles filled using recruitment process.
The Clerk should be provided with relevant training, reference books, access to assistance and legal advice required to undertake the role. The Clerk is provided with adequate direction and safety equipment needed to undertake the role. Membership of the EALC
	Existing procedure adequate. Monitor working conditions, training, and support.

	Election costs


	Risk of election costs
	L/M
	Risk is higher in an election year. Council precepts for election costs each year. Reserves used to meet election costs if necessary
	Existing procedure adequate

	VAT
	Re-claiming/charging
	L
	VAT returns submitted quarterly
	Existing procedure adequate

	FINANCIAL AND MANAGEMENT

	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 and submitted to the Internal Auditor for checking. Approved by Council and signed before sending to the External Auditor. 
	Existing procedure adequate

	Online banking system
	Theft of funds

Incorrect payments
Unauthorised payments
	L
L

L
	Payments raised on receipt of an invoice by the RFO. Payments raised via Unity Bank website using private log in detail. RFO is unable to authorise payments – this is done by authorised signatories. Authorised signatories are unable to raise payments. Payments are made after approval at a Council meeting. 
	

	Internal Audit
	Inadequate internal systems and controls in place
	L
	Audit takes place annually with a verbal and written report. This should be independent and in confidence. Any recommendations received will be acted upon.
	Existing procedure adequate

	Car Park Income
	Loss of Income due to:

	M
	Reserves in place. Council do not budget to rely on this income
	Existing procedure adequate

Continue to monitor regularly

	FINANCIAL AND MANAGEMENT

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



	Legal powers


	Illegal activity or payments


	L
	All activity and payments within the powers of the Parish Council to be resolved and minuted. 
	Clerk to ensure appropriate powers are available. Council has General Power of Competence.

	Council records -

paper


	Loss through:

theft

fire

damage
	L

M

L
	The Parish Council records are stored at the home of the Clerk. Records include historical correspondence, minute books and copies, documents for ownership of property, records such as personnel, insurance, salaries etc. Recent materials are in a filing cabinet (not fireproof).
	Damage (apart from fire) and theft is unlikely. Consider purchase of fireproof cabinet.

	Council records -

electronic


	Loss through:

Theft, fire, damage

Corruption of computer
	L

M
	The Parish Council’s electronic records are stored on the computer at the Clerk’s home. Backups of the files are taken at regular intervals onto an external hard drive.
	Consider a cloud account for backups 

	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. Ensure compliance measures are in place. Ensure Fidelity checks are in place.


	Existing procedure adequate.

Review insurance provision

annually.

Review of compliance.

	FINANCIAL AND MANAGEMENT

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



	Data protection


	Policy

Provision
	L
	Potential financial penalty in the event of loss or a data breach. Data protection policy in place and registration with the ICO
	Existing procedure adequate.

	Website
	Out of date
Hacked by third party
	L
L
	Clerk ensures that the content is updated on a regular basis, especially after a meeting and Minutes are typed up. 
Maintained by a reputable local web host service provider. 
	Existing procedure adequate.

	Meeting Locations
	Adequacy
Health and Safety
	L
	Meetings are held in The Lock Tearoom or St George’s Community room.

The meeting locations are adequate from a health and safety and comfort perspective and have the appropriate facilities for the Clerk, members, and the general public
	Existing procedure adequate.


	ASSETS

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

	Assets
	Loss or damage
	L
	An annual review of assets is undertaken for Insurance and maintenance provisions. 
	Existing procedure adequate.

	Street Furniture/Dog bins/Litter bins

	Loss or Damage

Risk/damage to third parties
Not emptied 
	L

L

L
	The Parish Council is responsible for one bus shelter, one bench, a village sign and 13 streetlights. No formal inspection procedures are in place, but any reports of damage are reported to the Council and are dealt with accordingly. All bins are regularly emptied by the Grounds maintenance contractor employed by the Parish Council. Covered by Insurance.
	Existing procedure adequate.



	Noticeboards
	Risk of damage
	L
	The Council has two notice boards sited around the Parish.  No formal inspection procedures are in place, but any reports of damage or faults are reported to the Council and are dealt with accordingly. Covered by Insurance. The keys are held by the Clerk.
	Existing procedure adequate.

	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 maintained as required. 
All repairs and relevant expenditure for repairs are authorised in accordance with Council procedures. All assets are insured.
	Existing procedure adequate

	Car Park
	Slips, Trips and Falls

Litter

Inadequate lighting

Drug use

Maintenance
	M

L

L

M

L
	Surface in main area of car park has been repaired. Access Road surface is a hazard but is being dealt with. Bins and streetlights are provided in the car park. ANPR Cameras are in place and act as a deterrent. Maintenance is provided by the Grounds Maintenance Contractors employed by the Council.
	Existing procedure adequate. Ensure site is regularly inspected.

	
	
	
	
	

	LIABILITY

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

	Legal Powers
	Illegal activity or payments
	L


	All activity and payments made within the powers of the Parish Council and to be resolved and clearly minuted.
	Existing procedure adequate.

	Minutes/Agendas/

Notices/Statutory

documents


	Accuracy and legality

Business conduct


	L

L
	Minutes and agendas are produced 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 managed by the Chair.
	Existing procedure adequate.

Guidance/training to Chair should be given (if required).

Members to adhere to Code of Conduct.



	Public Liability
	Risk of third party, property, or individuals
	M
	Insurance is in place.  Risk assessments regularly carried out to comply with the requirements.
	Existing procedures adequate.

Ensure risk assessments are carried out.

	Employer Liability
	Non-compliance with employment law
	L
	Undertake adequate training and seek advice from the EALC
	Existing procedures adequate.

	Legal Liability
	Legality of activities

Proper and timely reporting via Minutes

Proper document control
	M

L

L
	Clerk to clarify legal position on proposals and to seek advice if necessary.

Council always receives and approves Minutes of monthly meetings.

Retention of documents policy in place.
	Existing procedures adequate.

	Freedom of Information
	Policy 
Provision
	L
	Full policy and publication scheme in public domain.

Council will react as necessary to requests. 
	Existing procedures adequate. Review annually

	
	
	
	
	

	COUNCILLORS’ PROPRIETY

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

	Members interests


	Conflict of interest

Register of Members' interests


	M

M
	Councillors have a duty to declare any interests at the start of the meeting. Register of Members Interest forms to be reviewed regularly by Councillors.

Code of Conduct in place
	Existing procedure adequate.

Members to take responsibility to update their Register.

Members to attend Code of Conduct training given by MDC


	MISCELLANEOUS

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

	Council reputation


	Work of Council not understood.
Negative feedback from parishioners


	L
	Regular use of communication channels including website and newsletters to explain the Councils activities. Use of social media
	Existing procedure adequate. Review press and media policy regularly. 

	Lack of vision
	Poor performance regarding forward planning
Lack of partnerships with other suppliers
Loss of grants
	M
	PC to understand the services provided by others and to discuss and raise areas of joint interest periodically. The PC to respond to consultations to put its point of view across adequately.
	Existing procedure adequate.

	Stakeholder relationships
	Breakdown in communication between:

Tiers of local government

PC and other public providers
	L
	The PC to review its action plan and VDS stance on planning proposals and proactively develop a Neighbourhood Plan so that a vision of the future is always available. Plan reviewed regularly and community engagement for feedback
	Action plan reviewed regularly.
VDS addendum submitted to MDC. Currently considering need for Neighbourhood Plan 

	Training/Time required to undertake role in PC
	Inadequate knowledge

Poor decision making
	L
	Adequate training budget available. Encourage training for both staff and Councillors.
	Existing procedure adequate.

Review annually


Reviewed and approved: 16th May 2023; Minute 23/14 b
Reviewed and approved: 13th February 2024; Minute 23/184 a
Reviewed and approved: 11th February 2025; Minute 24/170 a

