
WILLINGIIAM PAf,ISI COUNCIL Rcview€d 8,0515
RISK ASSf,SSMD,NI

Mitiion Straoncr* To provide services for, and msnage and moinfain the assets og, the yilsgp of Mllinghur, wilLin the law and the resources provided
by the annual Escept aad other inmmc6, taking into account lhe x,ish€s ofdp tEEideols aod obtsidng value for money,

Aim Risk Method used to minimiso risk Person{s)
resoonsible

1. To ensure compliance with
the relevant Acts of
Pmliament, Parish
Council's Standing Orders
and Code ofConduct.

L Lack of knowledge of regrlations and codes.

Absence of Standing Orders.

Actions by the FC outside its powers laid
down by Parliament.

Lsck of commifrnent to regulations and
proce&res.

Iterrs purchased vyithout proper tendering
procedtres, resulting in accusations of
cornmercial favouritism.

Payments made withoutprior approval and
adequate control.

Lack of control of signatmies to cheques.

VAT not properly accounted for, resulting in
overclaims and large demands from Customs
& Excise.

3.

4.

7.

t. Ensure that all Councillors have copies of relevant Acts, Code of
ConducL $tanding Orders, Financial Rogulations.
Highlight essential parts and provide training where possible.

Ensure that Standing Orders are produced, understood by councillors,
and reviewed at least once a year.

As at I above, but ensure that porrere are extracted into an effective
$unmary.

Regular reference to appropriate regulations in agenda items. Possible
delegation of responsibilities to individual councillors.

Ensure that all councillors are aware of regulations re estimates and full
tender procedures. Intoduce practice ofestimates for all purchases
ov€r an agreed figure.

Ensure oll payments are approved in Council meetings andrecorded in
the Minutes. Avoid the use of cash paymsnts.

Keep authorised sipatories to a minimnm consistent with
practioalities.

Ensure appropniate publications held and that Clerk has good
knowledge of regulations.

J.

4.

5.

7.

Chair, RFO

Chflir, RFO

Chair, RFO

Chair, RFO,
All councillors

RFO

RFO

Chah RFO

RFO

To identi$andreguhrly
review the Council's
priorities

l. Lack of knowledge of how to set objectives,
set priorities and identiS risks to their
achievement.

2" Lack of commitrrent by curncil members.

3. No risk analysis carried out.

1. All councillors to be made aware of need for objectives and
identification of risk. Attend training sessions if practicable.

2. Add risk assessment to agenda at least quarterly, reviewing particular
items in rotation, and minuting results against those items.

3. As at I above. Ensure that completion of risk assesffnent is given high
priorrty, as a roquirement of Audit Commission.

Chair, Clsrk,
all councillors

Clerk

Chair, Clerk,
all counciIlors



4. No steps taken to combat identified risks. 4. Asat2above. Chair, Clerk, all
councillors

3. To fonn a partnership with
other council and
government organisations
in order to achieve
adequate two-way
communications md
influence

.)

t. Lack of effective lines of communicatict
with other organisations.

Lack of effective lines of communicetion
with parishioners.

Lack ofpreparation on subjects requiring
influence.

Lack ofconfidence by parish councillors.

3.

4.

l

2.

Note all communication lines which are essential orbeneficial and
make information arrailable to all councillors. Establish contacts by
name and where possible face-to-face.

Take every opportunity to publicise the role of the PC. Crrate a
parish newsletter if none exists. Make effective use of notice boards,

'fliers' and parish council website.
Create an annual PC plan and put to the parishioners for comment.

Ensure that all councillors are aware ofthe need for carefirl research
and are guided as to where to obtain relevant infonnation on issues
under discussion.

As at I above, Experienced oouncillors to assist newcomers to
establish essential contacts.

4.

Clerk

Chair, Clerk,
all councitrlors

Clerk

Clerk,
all councitrlors

4. To ensure that all
councillors are aware of
their responsibilities, and
possible liabilities, and to
provide adequate insufance
cover for all possible risk.

1. Lack ofknowledge ofpossible culpability
and liability of councillors.

2. Laick of education of councillors regarding
culpability.

3. Inadequate insurance cover - property,
personal liability, employer's liability.

l. Creation of Standing Orders and familiarisation with those where
greatest risk occurs. Councillors to be fmiliar with Code of Conduct.
Ensure thore is an Agenda itur on Declarations of Interest at every
meeting. Councillors to declare all relevant interests a$ nscessary,

2. As at I above. Delegate rosponsibility to one or two councillors to
assist newcomers to understand cutpability. A$end training counles.

3. lnsurance coyer to be rnviewed annually.

Clerlq
all councitrlors

Clerk,
all councillors

Clerk and
all councillors

5.To keep appropriate books
of account accurately and
up4o-date throughout the
financial year.

l. Lack of knowledge of accountiry
requirements.

Lack of commitnent to accounting
requirements.

Bank charges unnecessarily incurred.

Failures and inaccuracies in recording
amounts, totals in books of account and bank
reconciliations.

2.

3.

4.

Ensure that all councillors are familiar with curont Financial
Regulations. Regutarly review Finansial Regulations.

As at I above. RFO to produee furancial report at all meetings.
Iaternal audit reportr to be made available to all councillors and any
recommendations to be acted upon promptly.

RFO to caxry out regular inspection ofbooks of account. Internal audit
to be undertaken periodically during the financial year.

RFO to ensur€ that books of account me fonnatted in such a way that
intemal contols are included and activated. Regular intemal audits to
advise on what intemal controls are required.

l.

2.

J.

4.

Clerk,
all councillors

RFO

RI'O

RFO



5.

6.

8.

9.

Inaccuracies and interest losses caused by
account transfers.

The msst beneficial interest terms not being
employed"

Books ofaccount not kept up-to-date and
invoices not posted promptly.

lnternal confrols not in place or not operated.

Payments missed or delayed due to
inadequafe filing of invoices.

Cledr taken ill or leaves without replaoement.

7.

10.

5.

6.

8.

9.

Keep number of accounts to a minimum but ensure that any large credit
balanoes are deposited in an interest-bearing account.

Ensure favourable interest rato is obtained in deposit accounts, review
against alternatives, bearing in mind the risks in changing accounts.

Regular checks by RFO and internal auditor. Financial reports at all
meetings.

As at 7 above.

As at 7 above.

10. Appoint a councillor to be familiar with all aspects of financial matters.

RFO

RFO

RFO

RFO

Chair

RFO

6. To ensure thatpayments
made from council funds
and the use of assets
represent value for money,
are adequately managed,
and comply generally with
the wishes of the residents.

4

5

Lack of knowledge ofwishes of residents.

Use of fimds not giving value for money.

Use of firnds not in accordancs with the
wishes of the residents.

Charges for use of facilities inadequate.

Fund-raising not properly controlled or not in
accordance with the regulations.

Use key issues to raise the profile of the PC and tro test parishioners
views. Creato an annual PC plan and put to the parishioners for
comment Ensure residents are consulted on all major financial issues.

Effective budget planning process. Creation of annual plan after
consultation process. Creaticn of outline 213 year plan.

As at I and 2 above. Appointment of RFO to meate effective fmancial
managemenl Internal audit checks to cover consultation process.

Elfective fiaancial management by RfQ. lntemal audit cheoks.

All councillors to be aware of need to check regulations be,fore
commencing fund-raising activities. Effective manag€ment by RFO.

All councillors

All councillors

All councillors

RFO

All councitrlors,
RFO

7. To ensure that the annual
prrcept requirement
results from an adequate
budgetary proces$;
progress against the
budget is regularly
monitored; and reserves
are appropriate.

Lack ofknowledge ofbudgetary process and
Council regulations.

Lack of eommifirent to budgeary process.

Inadequate consideration of requiroments for
annualiprecept.

Calculations not in accordance with council

l.

2.

3.

4"

I . Ensure all councillors hold a copy of the parish council's Financial
Regulations. Place itom on agenda to remind councillors of budget
process and actions required. Review Financial Regulations annually.

2. As at 1 above. Involve all councillors in budgetary process, not solely
the Clerk/RFO.

3. Flace item on agenda to remind councillors of budget procoss and
actions requkod. Start consideration of calculation at least 4 months
prior to submission date. Crcate annuel plan to assist in process,

4. Checks bv RFO and internal auditor.

Clerk/RFO

Clerk/RFO,
all councillors

Clerk

All councillors



rcgulations.

5. lnadequate internal controls with regard to
monitoring expendihre.

6. Reserves too low.

5. Checks by RFO and intemal auditor. Financial and budget progress
reports tc aII PC meetings.

6. Asat5 above.

All councillors

RFO

To explore all possible
sources of income amd to
etsure that expected
income is fully received.

l.

)

Lack ofknowledge ofpossible sources of
income e.g. gftrnts.

Lack of commitnsnt to pur$ue possible
souroes of income.

Recerpts not banked or not banked promptly.

Debts not pursued promptly.

YAT claims notmad€ promptly ormade
inoccurately.

5"

)

l. Ensure Clerk is up-to-dete wift grants available and application
procedures.

Councillors and Clerk to be aware of need to take advantage of gmnts
available.

3. Financial and budget progress reports to all PC meetings.

4. As at 3 above.

5. Ensure Clerk/RFO has appropriate and up-to-date YAT official
publications.

Chair

Chair

Clerk/RFO

Clerk/RFO

Clerk/RFO

To ensure that salaries
paid to employees and
amounts paidto
con&ctors are paid in
accordance with council
regulations andarc
adequately monitored.

9. l. Inappnopriate rate ofpay to employees.

Tax and NI arrangements uot in accordance
wi& regulations.

Lack of knowledge of PAYE requirements
and costs incurred as a result of failure to
carry out correct procedures.

Amounts paid to contractors inadequately
monitored and not in accordance with
contract,

t.

2.

3.

Ensure employee regulations are available and understood by Clerk.
Internal audit checla.

As at I above.

RFO to bo thoroughly f.amiliarwith all relevant aspects of PAYE and
comply with requirements of HMRC in this respect. To use online
Basic PAYE Tools and submit details as required. To ensure all
paymenb to HMRC and correct and submitted on time.

Internal audit checks.

)

J.

4.

5.

Clerk/RFO

Clerk/RFO

Clerk/RFO

ClerklRFO

10. To snsure that year end
accounts are prepared on
tlre correct accounting
basis, on time, and are
supported by an adequate
audit trail.

1. Lack of knowledge of PC regulations and
proce&res.

2. Late or non-submission of annual accounts.

3. Yem end accounts not prepared inaccurate,
or not in accordance with PC requirements.

4. Inadeqrate audit ffail from records to final
accounts.

l. Ensure that Financial Regulations are in place and regularly reviewed.
Attend training seminars where available.

2. Include a tims.table in Financial Reguhtions. Clerk to re,port
progfess ofannual accounts to meetings.

3. Internal audit checks.

4. Asat3 above.

Clerk/RFO

Clerk/RFO

CbrkrRFO

Clerk/RFO



11. To identi$, value and
maintain all &e assets of
the PC, and ensure that
asset and itrvestilrent
registers are comPlete,

&ccurate mdPmPertY
maintained.

Lack ofknowledge of assets of PC.

Assets lost or misaPProPriated.

Inadequate or inaccurate valuation ofassets.

1. Ascertain and record all assets for which PC is responsible' Create

permanent asset register in accordance with Audit Commission

requirements.

2. Establish who is respoasible for security and maintenance of each

asset. Appoint councillor responsible for regular monitoring of
trocation and use ofassets.

3. Arrange for periodic roview of valuations if required (professional

valuation where necessary). Intemal audit checks.

Clerk

All councillors

Clerk

12. Tocomplywith
appropriate Govemment
legislation regarding
disability, racial equalitY,
safeguarding children
etc.

1. Lack of knowledge of applicable legislation'

2. Lack of public awareness of applicable
legislation.

3. Failure to comply with applicable legislation.

available. Review liabilities

and responsibitities periodically at PC meetings.

2. trnclude as appropriate in any public consultatio*s'

As at I above.

Clerk

Clerk

Clerk

13. Tocarryoutadequate
safety checks on all
buildings, proPerties and
equipment forwhich the
council is responsible.

1. Lack of information on properties, buildings
and equipmenl

2. La*kof knowledge of safeff requirements.

Lack of commitnent to carrying or$ safety

checks.

4. Ensure fu all cunent legislation and advice is held by Clerk'
Include in asset register all properties for which PC is responsible'

5. Ensure that all current legislation and advice is held by Clerk'

Place su[iect as item on PC meeting agenda at regular intervals'

6. As at 2 above.

Clerk

Clerk

Clerk

14. To comply with Heslth
and Safety logislation

1. Lack of risk assessments before any activrty
organised by the parish council is canied out,
e.g. liter picking.

t. Ens"re that a rirk assessment is carried out and documented before

any activity that involves paristr council membm and/or mernbers of
the public.

Clerk and/or
councillors

15. To ersurc safe storage of
all parish council books,

deeds and docume'nts and
office equipment.

1. Lack of suitable storage faoilities at Clerk's
homeloffrce.

2.Lapk of safe storag€ for historical records.

3. Lack of computer knowledge to back up
documents held oa comprter.

L Etrsure Cte* has suitable filing cabinet for current documents, cheque

books ets and fire-proof container for items such as aemet€ry records

and deeds.

2. Historioal Minutes to be archived at Lincoln Archive Office.

3. Clerkto have sufficienttrainingto be able to carryout wch tasks on

the computer.

Clerk and
councillors

Clerk

Clerk


