Weston under Penyard Parish Council Risk Assessment

Updated - July 2024

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 asses sment, 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 the Parish Council to assess the risks that it faces and satisfy itself that it has taken adequate steps t 0 minimise them.
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No qualified Clerk to administer the Parish Council
Then Council cannot appoint suitable contractors to do
work that can only be done by a qualified contractor -
e.a. Lenathsman

Failure to comply with Health and Safety regulations.

The Council is not able to continue its business due to
an unexpected or tragic circumstance.

Inadequate records kept or financial irregularities not
identified. Inadequate checking of bank statements

and payments
Loss of Parish Council records through theft or fire.

Adequacy of precept in order for the Council to carry
out its Statutory duties

Work is awarded incorrectly resulting in overspend or
poor value.

Salary paid incorrectly or unpaid Tax to Inland
Revenue.

Wrongly reclaiming VAT

Failure to submit financial and other returns within time
limits

lllegal activity is undertaken or payments illegally made
Accuracy and legality of notices, agendas, minutes is
inadequate.

Conflict of interests Register of members interests

Adequacy if insurance is insufficient.
Breach of Data Protection Policy.

Web site provision, availability and currency
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Management/control of Risk

The Parish Council has appointed a Clerk who has passed their probation and is training to become qualified

The current Lengthsman is stretched across many parish councils and getting all the work done that we want done is sometimes a
challenge. There seems to be a lack of suitably qualified additional / alternative contractors locally.

The Parish Council runs very few services - just meetings at the hall and the playground. The playground is checked monthly and
annually and actions followed up. The hall is well-managed. Where the council employs contractors, it does so ensuring the that
contractor has liability insurance and is qualified / permitted to do the requested works.

Most Parish emails and files are on the Parish Laptop as well as the cloud. If the laptop is not available, everything can be done through
the cloud by an authorised person. We have a Vice Chair who can chair meetings in the event of the Chair being unavailable

The Council has Financial Regulations that set out the requirements. Regular checks are made on all financial activities with monthly
and quarterly reconciliations. All payments are authorised by the Parish Council. Internal audit actions are followed up in a timely
manner.

Most Parish Council records are stored electronically, including historical correspondences, minutes, insurance, and bank records.
Records for the last several years of meetings are all available on the website. All documents are backed up in the cloud. During the
'Clerk gap' Planning correspondence has been managed by the Chair and has not been backed up on the office Clerk files. Following
agreement at the PC meeting in April 23, all Correspondce will go through the Clerk as per the communication policy.

The Council reviews the Precept requirement annually no later than the December meeting and reviews the presented budget update
information, including actual position and projected position to year end and estimated figures for the next financial year, all in the context
of a three year plan. With this information the Council then agrees the amounts set for the specific budget headings for the following
year, the total of which is resolved to be the precept amount to be requested from Herefordshire Council. This figure is submitted by the
Clerk in writina to Herefordshire Council.

The Council has Financial Regulations which set out requirements and procedures for both regular revenue payments and capital items.
Quotes are sought against clear specifications and suppliers changed from time t time where possible to ensure good value.

The Parish Council authorises the appointment of all employees at Council meetings. Salary rates are assessed annually by the Council
and recorded and dated in the minutes. Salary is paid monthly. Tax and NI is paid through an HMRC tool which calculates payments due.
All Tax and NI payments are submitted in the Inland Revenue Annual Return.

The Council has Financial Regulations which set out the requirements and a claim is made periodically. The Council does not charge
VAT and so the only risk is of an inaccurate claim.

Employers Annual Return is completed and submitted online with the prescribed time frame by the Clerk. Annual Return completed and
signed by the Council, submitted to internal auditor for completion and signing then checked and sent to External Auditor within time
frame.

All activity and payments within the powers of the Parish Council to be resolved and minuted at full Parish Council meetings.

Minutes and agenda are produced in the prescribed manner by the Clerk and adhere to the legal requirements. Minutes are approved
and signed at the next Council meeting. Agenda displayed according to legal requirements. The Finance, Administration and
Communication sub group regularly reviews all administrative matters and the Chair is very experienced and maintains a watching brief.

Councillors declare any interests at the start of the meeting and these are recorded in a book and the minutes. Members adhere to the
Code of Conduct. Register of Members Interest forms to be reviewed regularly by Councillors and checked at the Annual meeting.

An annual review is undertaken of all insurance against both the risks and the asset register. A best value policy is entered into each
vear.
The Parish Council is registered with the Data Protection Agency. It holds very little personal data and any held is protected.

Clerk and members ensure content is updated following each meeting. Regular review of the site to ensure compliance. Maintained by
council approved provider.
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Review/Assess/Revise

Support training and review once qualified.
Keep under review and continue to explore
additional resources

Keep requirements under review and maintain
suitable insurance annually.

Existing procedures adequate and tested
recently. Review when necessary.

Existing procedure adequate. Keep Financial
Regulations under review.

Planning correspondence from the last 18
months should accessible via the Chair if
needed (low risk). All other correspondence
and future correspondence has adequate

provision.
Existing procedure is adequate and works well.

Existing procedure adequate.

Existing procedure adequate.

Existing procedures are adequate.

Existing procedures adequate.

Existing procedures adequate

Existing procedures adequate.

Existing procedures adequate.

Existing procedure is adequate
Ensure annual renewal of registration with ICO.

Existing procedures considered adequate



