Hale Parish Council Risk Management Scheme 2021/22
Hale Parish Council recognises that it has a responsibility to manage risks effectively in order to protect its employees, assets, liabilities and community against potential losses, to minimise uncertainty in achieving its aims and objectives and to maximise the opportunities to achieve its vision. Hale Parish Council is aware that some risks can never be eliminated fully and it has in place a strategy that provides a structured, systematic and focussed approach to managing risk
What Risk Management is 
 ‘Risk is the threat that an event or action will adversely affect an organisation’s ability to achieve its objectives and to successfully execute its strategies. Risk management is the process by which risks are identified, evaluated and controlled. It is a key element of the framework of governance together with community focus, structures and processes, standards of conduct and service delivery arrangements.’ Audit Commission, Worth the Risk: Improving Risk Management in Local Government, (2001: 5) 
Risks can be classified into various types but it is important to recognise that for all categories the direct financial losses may have less impact than the indirect costs such as disruption of normal working. The examples below are not exhaustive: 
Financial Risk – Fraud and corruption, waste, bad debts ,risk of additional audit investigation, objection to account, increased Council Tax levels, impact on Parish Council reserves. 
Strategic Risk – Long-term adverse impacts from poor decision-making or poor implementation. Risks damage to the reputation of the Parish Council, loss of public confidence, and local authority  intervention. 
Operating Risk – Failure to deliver services effectively, malfunctioning equipment, hazards to service users, the general public or staff, damage to property. Risk of insurance claims, higher insurance premiums, lengthy recovery processes.

Compliance Risk – Failure to comply with legislation, laid down procedures or the lack of documentation to prove compliance. Risks exposure to prosecution, judicial review, employment tribunals and the inability to enforce contracts. 
	

	

	The Local Councils Governance and Accountability Guidance highlights the following observations regarding risk management:

· Risk management is not just about financial management; it is about setting objectives and achieving them in order to deliver high quality services
· The approach places emphasis on local councils strengthening their own corporate governance arrangements, improving their stewardship of public funds and providing assurance to taxpayers

It makes the point that members are ultimately responsible for risk management because risk threatens the achievement of policy objectives. Members should therefore:
· Take steps to identify key risks facing the Council
· Evaluate the potential consequences to the Council if an event identified as a risk takes place
· Decide upon appropriate measures to avoid, reduce or control the risk or its consequences

Risk Monitoring – The risk management process does not finish with putting any risk control procedures in place. Their effectiveness in controlling risk must be monitored and reviewed. It is also important to assess whether the nature of any risk has changed over time. 
The information generated from applying the risk management process will help to ensure that risks  can be avoided or minimised in the future. It will also inform judgements on the nature and extent of insurance cover and the balance to be reached between self-insurance and external protection.

	
The Clerk will review risks on a regular basis and report back to the Parish Council. The review will include identification and reporting of any unacceptable risks. The clerk will keep records of all risk assessments, reports and actions taken.


A risk matrix is used to assess risks in the table below.
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	Subject
	Risk Identified
	Likelihood
1 – Unlikely
2- Possible
3- Highly Likely
	Impact
1 – Negligible
2 – Moderate
3- Severe
	Management of Risk
	Review/Assess/Revise
	Ownership


	FINANCIAL
	
	
	
	
	
	

	Precept
	Not Submitted 

 
	1


	3

	Record in minutes when submission is made.
	Ensure record is made.
	Clerk



	
	Not Paid by NFDC

	1
	3
	Check and record that payment is made
	Existing procedure considered adequate

	Clerk

	
	Adequacy of Precept
	2
	2
	Report monthly review of budget to actual.
	
	Clerk/Council

	Charges Cemetery
	Receipt of correct fees
	1
	2
	Check fees charged and received.
	Annual check of cemetery dealings by nominated councillor.
	Clerk/Cemetery Councillor

	Salaries
	Incorrect salary paid
	1
	2
	Confirm any changes with chair of Personnel Committee.
Check bank standing orders annually. 

	Existing procedure considered adequate.
	Clerk/
Chair of Personnel Committee

	Banking/
Expenditure
	Inadequate checks
Incorrect payments made
	1
	3
	The Council follows its Financial Regulations which sets out the arrangements for banking and payments.
Quarterly reconciliation prepared by the Clerk and checked by the Finance Cllr. Two signatories required on cheques and two authorisations required for online payments. The clerk is not a signatory.
All expenditure is recorded in the minutes against decisions taken.
	Review Financial Regulations as required.
	Clerk/Finance Cllr/Council

	Cash
	Loss through theft or dishonesty
	1
	3
	Internal and external audit undertaken.
Council has £2,500 cover for loss of cash and £150,000 for employee dishonesty.
 No use of petty cash.
	Review Financial Regulations as required.
	Clerk/Council

	Election costs
	Risk of election costs exceeding that budgeted.
	2
	2
	Risk in an election year. There are no measures, which can be adopted to minimise the risk of having a contested election. Budgets accrue annually and costs are met from general reserves.
	Revise election costs in each budget.
	Clerk/Council

	VAT 
	Re-claiming VAT charges
	2
	2
	The Council has financial regulations which set out the requirements. VAT recovered half yearly. 
Internal audit checks if VAT reclaimed.
	Existing procedure considered adequate
	Clerk/Internal auditor

	Reserves 
	Adequacy
	1
	2
	Reserves policy sets out the appropriate amount of reserves.
	Check reserves against policy annually.
	Finance Councillor/Council

	Financial records
	Inadequate records
	1
	2
	Monthly approval of accounts.
Yearly internal audit.
	Existing procedure considered adequate
	Clerk/
Council/
Internal auditor

	Assets
	Damage
Depreciation
	2
	2
	An asset register is kept up to date and insurance ( with Came & Co)  is held at the appropriate level for all items.
Regular checks are made on all equipment by Parish Council staff and repairs made when required.
	Existing procedure considered adequate
	Clerk/Councillors

	Grants
	Proper use of funds
	1
	1
	Grant applications are considered by the Council in accordance with the Grant Awarding Policy. Organisations applying for grants are required to complete an application form and submit copies of accounts.

	Existing procedure considered adequate.
Review policy bi-annually.
	Clerk/Council

	Annual Governance and Accountability
	Not submitted within time limits.
	2
	2
	AGAR is completed and signed by the Council and the Internal Auditor. It is then checked and forwarded to the External Auditor within the allocated time limit.
	Existing procedure considered adequate.
	Clerk/Council/Chair

	Strategic
	
	
	
	
	
	

	Council reputation
	Bringing the Council into disrepute.
	1
	2
	Councillors to be familiar with the Code of Conduct and the standing orders.
A professional approach is undertaken on all Parish Council matters.
	Members to identify training needs
	Councillors/Clerk

	Planning
	Adverse effect on community amenities if fail to respond to Planning applications or Local Plan consultations

	1
	1
	Ensure HPC responds before the deadline.
Councillors and Clerk understand the planning guidance and are familiar with policies.
	Members to identify training needs and ensure new councillors receive training.
	Clerk/Councillors

	Parish Plan
	Unable to execute  aims and vision of Parish Plan
	2
	1
	Refer to Parish Plan regularly in meetings and take actions required.
	Existing procedure considered adequate
	Clerk/Council

	Operational
	
	
	
	
	
	

	Insurance 
	Adequacy
Cost
Compliance
	1
1
1
	2
1
2


	An annual review is undertaken of all insurance requirements and cover is adjusted as necessary.
	Existing procedure considered adequate. 
	Clerk/Council

	Meeting Location
	Adequate Health and Safety
	1
	1
	Meetings are held in the parish hall.  The premises and facilities are considered to be satisfactory in terms of health and safety and accessibility.There is disabled access and accessible toilet
	Existing procedure considered adequate.
	Clerk/Council

	Business Continuity
	Council not being able to continue its business due to an unexpected  circumstance
	1
	3
	Information  and processes set up effectively.
All electronic files are backed up to external memory.
	Review when necessary.
	Clerk/Council

	Employer Liability



Employee Liability



Councillor Liability
	Noncompliance with employment law


	2




	2




	Undertake ongoing training to ensure all members are aware of current legislation.

	Existing procedure considered adequate
	Clerk/Personnel Committee

	
	Causing injury (damage)to employees.

	2
	3
	Employer’s liability insurance in place of £10 million.


	
	

	
	Causing injury (damage to Councillors

	2
	3
	Insurance cover in place
Seek advice from the Council’s insurance company where required.

	
	

	Public Liability 
	Risk to third party, property or individuals
	2
	3
	Insurance is in place. Risk assessment of any individual event undertaken        

Hale Parish Council holds public liability cover of £10 million.

	Existing procedure considered adequate
	Clerk

	Council Records
	Loss through theft, fire, damage
	1
	3
	Papers both current and legacy are maintained by the clerk at their home address and in the Village Hall.
	Damage or fire is unlikely and so provision adequate
	Clerk

	Council Records electronic
	Loss through damage
	1
	3
	Key councils records are kept on the parish council website and the clerk’s laptop which are regularly backed up
	Access log-on codes provided to the chair 
	Clerk


	Clerk
	Loss of Clerk






Lack of training
	2






2
	2






2
	In the event of the clerk resigning the Council can enlist the services of Hampshire Association of Local Councils (HALC) until a replacement has been appointed.

Clerk should be provided with relevant training, reference books, access to assistance and legal advice through HALC.
	Membership of HALC maintained. 





Monitor working conditions 


	Personnel Committee

	Performance Management
	Inability to complete workload.


	2



	2



	Twice yearly performance and development reviews of the Clerk are undertaken by the Personnel Committee and any recommendations put forward to the Council, as appropriate, for action.

	Existing procedure considered adequate
	Personnel Committee

	
	Lack of support for staff.
	1
	2
	
	
	

	Health and Safety
	Responsible for Members, Employees, Public & Contractors 

	2
	3
	Need regular Safety risk assessments general and specialist, safety policy and safe working procedures.
Any contractors working for Hale Parish Council are asked for proof of insurance cover.

	Existing procedure considered adequate
	Clerk

	Compliance
	
	
	
	
	
	

	Minutes
	Accurate and legal
	1
	2
	Minutes and agendas are produced in the prescribed method and adhere to legal requirements.
 Minutes are approved and signed at the next meeting unless there is a resolution made to defer approval until the following meeting Minutes and agenda are displayed according to legal requirements. 
Business conducted at Council meetings should be managed by the Chairman according to Standing Orders.
	Existing procedure considered adequate
	Clerk/Council

	Statutory Documents
	Noncompliance with statutory requirement
	1
	2
	Paperwork is retained in accordance with national guidelines and documents are available for viewing on request.
	Existing procedure considered adequate
	Clerk/Chair

	Members Interests
	Conflict of Interest
	1
	2
	Declarations of interest are recorded in the minutes.
	Existing procedure considered adequate
	Clerk/Councillors

	Councillor Declarations
	Accurate and legal
	1
	2
	The members’ registers of interest are held by the clerk and copies are held by the Monitoring Officer at New Forest District Council. They are also posted on the Parish Council website.
	Existing procedure considered adequate
	Clerk/Councillors

	Dispensations
	Not compliance with legislation 

	1
	2
	Dispensations are requested from the Clerk in writing or at a meeting.
	Existing procedure considered adequate
	Clerk/Councillors

	Legal Powers 
	Illegal activity or payments
	1
	3
	All activity and payments made are within the powers of the Parish Council (not ultra vires) and are resolved and clearly minuted.
	Existing procedure considered adequate
	Clerk/Chair

	Legal Liability
	Legality of Activities 

Proper and timely reporting via Minutes 


Proper document control
	1


1


1

	2


1


1
	Clerk to clarify legal position on proposals and to seek advice if necessary.
 Council always receives and approves minutes at meetings,

Retention of document policy in place.
	Existing procedure considered adequate 
	Clerk/Chair

	Website
	Not compliant with Transparency Code 
Does not meet accessibility criteria. 
	1

2
	1

1
	Website maintained to conform to current guidelines and updated regularly.
	Review processes regularly.
	Clerk

	Code of Conduct
	Compliant with legislation & best practice. 

	1
	1
	Hale Parish Council adopted the New Forest District Council Code of Conduct for members in 2014.
The code of conduct for employees is in accordance with the contract of employment.

	Existing procedure considered adequate
	Clerk/Personnel Committee

	Data Protection
	Need to keep data secure 

	1
	3
	Ensure annual registration to ICO and follow procedures to ensure no data breaches occur. All necessary procedures and documents are computerised and all relevant areas of the Clerk’s computer are password protected and backed up regularly to a password protected portable hard drive.

Councillors have designated council email addresses and all emails on Council business are copied to the Clerk.

 Where Council records or documents are stored on computers or devices they are password protected.

	Existing procedure considered adequate.
	Clerk/Councillors

	Freedom of Information
	Ensure transparency of information.
Need to respond to requests.


	1
	1
	The right of inspection for electors is adhered to in accordance with the legislation. 
All documents are available on request and, in addition, meeting schedules and papers, agendas and minutes are published on the Council’s website.

	Existing procedure considered adequate
	Clerk



