New Frankley in Birmingham Parish Council Risk Assessment

Risk assessment is a systematic general examination of warking conditions, workplace activities and environmental faclors that will enable the Parish Council o ama_@ any and
all potential risks inherent in the place or practices. Based dn a recorded assessment the emplayer should then take all practical and necessary steps to reduce or efiminate the.
risks. Making sute that.all employees are made aware of the fisk assessment

Gouncil, based on a recorded assessment, will take all praclical and necessary steps to reduce or eliminate the risks, insofar as is practicaliy possible,

This document has been produced to enable New Frankiey in Birminghaim Parish Council to assess the risks that it faces and salisfy itself that it has taken adequate steps-to
niinimise them. In conducting this exercise, the following plan was foflowed: _

Identify the areas to be reviewed

|dentify what the risk may be o .
Evaluate the management and control of the isk-and record all findings
Review, assess and revise as necessary _

FINANCE AND MANAGEMENT
Subject | Riskis) identified HIMIL | Managemiant/contro! of Risk Reviewifissess/Revise
Business Risk of Council not being-able | L Al files anid records-are keptin the Parish'Office except for the financial records which _
continuity itrgonfinue its busingss dug are kept atthe RFO's Home. A regiilarbackup of files to-an extemathard drive is made.
‘o unexpected or tragic In the absence of any one member being indisposed, the work v be covered by
sircunistances _ Jemaining staff; I the event of arly member of staff being Indisposed long-ferm the-
; Ghairpersan to contact Warwickshire and West Midlands Associaion of Lacal-Councils
foradvice.
Pracept Adequacy of precept L | Todelermine the precept amount tequired, the Council reguiarly receives budget updale | Existing piocedure adequate;
in order far'the. Council o information.quarterly, During the tudget fixing process, the Gouncl recsives a budget
cary outits Statutory duties report, including actual posiion and projected position o the énd of year and indicative
fgures or costings obtained by the RFO. With this informiation the Council apgroves the
required sonies. for standing costs and projects forthe-folfowing yearand applies
specific figures to.budget headings, from which the precept is calculated, The preceptis.
tha ‘ampunt fo-he requested from Birmingham City Coungil, The figur is'submitted by the
RFO in wiiting. , | _ o
{ The Precept is received in two trariches (April and October) the receipt of which is
checked by the RFO. _ ¢




FINANCE AND HMANAGENMENT (CONT)

Subject Risk({s) identified HMR. | Management/Control of Risk. Review/Assess/Revise
Financial Inadequate records L. The Cauncil kag Financial Regulations which gels out the fequirements, :Existing procedurs adequate
Records Financial irregularities . Inteinaland Extemal Audit “Review the Financial Regulations wher
L. fiecessary
Bank and banking | Hadequate checks L . The Caungil has:Financial Regulalions which sef ouf banking requirgments | Exisling procedure adequale
Bank's mistalkes The RFO yndertakes a monihly reconcifiation of the Counci's finarciat eseets end the-bank. .
Lpss I. ‘siatemient which s signed off by the Chalr, Any errar bebyeen-the figures sould be reported tolie | Existing procedire adequate
Charges L [bank . .
Recanciliation The RFO teviews the banking amangements' regulady
o e . . Existing procedure adequate
"~ Reporling and. Information communication. L. - ABudget manlioring statement showing payments arid expenditure and udge! updale is Existing procedures adequate;
auditing Compliance i “produced quarterly for submission tothe Couril for infomation:A full isf ¢ paymients and  Counicillor to be-dppdified to'chigck
receipls:and cheques to be signed Is provided and-the financial records diding abreakdodm of | financial records for Fidelty compliance
receipis and payments halanced against the bank statérent-and checkedy a Council ateach
meeling _
Gounci should regularly undertake an inlemat aidit fo comply with-fhe Coteifs Fidelity
. o Guarantee. e . o
Direct.Costs Goods not suppiied i biled- L The Council has Financial Regulalions which set-cut requirements fo.checithe nvoice amount | Exisling procedure adequate
Overhsad against ihe goods received,
Expenses 1-Incomect invoicing L { Al eaci Council meeting fhe: Council approves the schedule of fequests forpaymients. .
Debts _ Additiopally, the RFO submits a schedule of payments made between nieeings in accordance Review thie: Financlal Regulations when
with Financial regulafions .. | nécessary
Cheque payable incorsect L The Parish Councl dogs not supply goods, Services or works which reuireinvoices 10.be .
L produced. . .
Two aufhorised signatories are required for chiequés and the counterfoll inifalled; two. autfiorised
signatories required for BAC's payment together with a recerd of the paymatsigned by the two | As per Finaricial Regillafions:
signatories . .
Grants and support | Power fo pay L All such expenditure goes through the required Coundl procéss of approva, miniied and fisted Esistirig provédure adequate.
payabie. Authorisation of Caundtto pay aceordingly; furthet, ¥ a payment is made for §137 powers of expendifure mountis isted ‘Seclion 137 ‘Rules’ avaitable on request
: - séparalely I -the adcoynts, .
Giants Receivable | Receipts of Grant L~ | The Parish Council receives an annual grant from Birminghan City Counci{Locaiising Cotingil Exjsting'procedures adequate
~Support Grant) paid in two tranches o . . .
Anyone-aff grants awarded would.conie with terms and soiwdifions to be sifsfied. . iy .
Charges— Rentals | Payment.of Leases/rentals L The Parish Councl Eurrently lsases accommadation from the City Counci it use as offce Lease paid quatterly in advance by Direct
Payable’ - accorhrodation at an annual Rental of £8,000 , - Debit _
Charges.~ Rentals | Receiptof rentals L | The Parist Coineil has noincoms from rentals: _ _
Receivable Insurance implications Ml .




FINANGE AND MANAGEMENT (CONT)

and signing then checked and sent Yo External Auditor within tme fimit.

Subject Risk{s) identified HIMIL | Management/Control of Risk Review/Assass/Ravise
| Bestvalue Work-awarded Nomat Parish Concil practice would be o sesk, in aegordance with the provisions of Financial | Exiating procedUre adeguale.
-accountability. incarrectly; L Regulalions, if possible; more than one quotation for any substantial woik o be undertaken. For | Include when reviewing Fnancial
! Dverspend on sepvices. ‘majar work competitive teriders wWolld be-sotight: . | regulations. .
i if problems enicountered with-a contract lhe Clerk woukl investigate the sitiation anid reportto the
Counl. _ o
Salaris and assoc. | Salary paid incarrectly. L The Parish Council authorises the appoiniment of al employees al Cotingi meefings. Salary rated | Bxisting procedure adeguate’
£O8ts. Wiong Hours Paid: are assessed anntially by the:Council and applied.on v_m.%._,_m_ each year, The Tax:znd NI
Wiong Rale Paid Coniributions &re reported to the Councltand signed off quarterly. The Taxand NI Condribulions
Felss Employes arg caiculgled using Real Time information software provided by the Infand Revue and updsles
Wrong Detlictions of PAYEor [ L | annually. . i Existing procedure adeqiate.
N - Inlhe case of Incorrect payment of salery Normal practice would be to corret incarrect salary
Unpaid Tax andlor NI 1 payment at fhe next paymenit: Errors are.uilkely to ocotir besause of fhe use GFHMRC's Real
‘Contribulions fo Intand Revernie Time software for salaries, .
Uinpaid Tax:to Inlanid Revenue, Ouistarding Tax and Natioral insurance patd quarterty by the RFO 1 HWRC in-accordance with
. ‘the amounis calcilated by the HMRC Real Time software
Empioyeas “Loss of Clerk L - The Parish Coundii hag sufiicient reserves to enable training for the CILCAqualification on The ‘Exisfing pracedures adequate.
Fraud by staff event of ihie Clerk resigriing . _ .
_ . Requirements of Fidefty Guarantee Insurance adhered lo with regards. Yo freuid” .
1L . | Monitar health and ‘safety requirements
Health ‘and safety All emplayees 16 be grovided adeguale ditection and safely squipmant needed fo undertake their |- and insurance anrually
roles. o
- Purchase refevant books — Mambarship.
L o | | o WALC
-Aclions undertaken Clerk/RFO shauld be provided with relevart ¥aining, refersnce biooks, access to-assistance and
o legal advice, . e P _
Coungiliors. Councilors ovér-paid L The Chiairperson has a budgeted afowancs. that is Used if necessary for sundry expenses on-
1 Allowarnces 1. Incoms Tak deduction which [ncome-Taxid die, No allowancss. are-made to'olher Counciliors L .
Elections Costy Risk of Eleciion Cost, L Risk is highier in elsctian year, Recommengded thal the Parish Council meke suitable provision to | ideniify earmarked Tessrves
o mest elections by idenlifying reserves B . 3
VAT Revlaimingicharging L The Caungll has Financiel Regulations which sat out Exising procedures adequate
_ requitements. Seetion 33 VAT reclaimed annually. _
Arnual Refurn “Bulymit within time limils L ‘Employers Annal Returm is.complated and submitied within the prescribed ime frame by Ihe Existing procedures adequate:
RFQ.
L Aniiugl Retum completed and signed by the Councl, submified to'intema auditor for complelicn




FINANCE AND MANAGEMENT (CONT)

‘Review/Assess/Revise

altantion of the:Coundll. Keys heldin the Parish Offics

" Subject Risk|s) Identified HAMA | MahagementiControl of Risk.
Legal Powers. liegal ua_sﬁ_oﬂnmﬁ%w L T A mz_se and paymants within the powers of fe nm:mw no..___o__ o be am%ma at a__ Council - Exisiing procedures adequate
B . Megfings, including reference to the power used.
_ Council mm%amr Gmm through The Patish Records are stored-on security cuphoards within the Office prémises including Mminute | Damage {apart from fire}-and theft is
paper Theft L . books, documents, staff records, insuranice, sataries efe rilikely-and so provision adequate. Staff
_ Fire M regords/ insurance policies keptat RFO's
Damapge L. ‘Hame
Counci Records- | Loss through The Parish. Council's electronic records-are “stored in the desk top computer _Eman. in tiie parish
Electronic Theft office, Bank up files of {fie files are taken af regular intefvals are stored athe Clerk's homa
Fire:
o -Gorruption of Computer:
Insurance Adequacy 1t An m:::m_ reEw s undertaken (before-the policy wm_._mﬁm_v Employers ang mgu_owmm liabliity
. Gost L insuranté-a fecessity. Ensure ooauu_.&_om measures are in place: Ensureidelity checks in place
Compliance ik
L Fdelity Guarantee M
Data Proféction . | Policy Provision L The, _unE.a__ hotd no. personat provision - . o
‘Freadom of Folicy Provision L The.Council has & Mode! Publication scheme ih place. o date thers has been no an__mmﬁ under | Monitor any requests mads under FOI
Infarmation - § FOL . .
‘ The Parish-Coundil i§ aivare that if a mccmnma_m_ réqueist came in it could crete a puriber of
M additional hours work. The Parish Council ‘can. request 4 fée to supplemantihe Exira hours.
Wiesting Location | Adequacy C The Pansh Counch meelings ae hield a1 the a_mﬁsm Roam i e Parish Olice: The premiiees
Heallh and-Safely M ang e facililies:dre considered {6 bie adequale for the staff, Coimiilors afd public who attend
" . . froni:Health and. mmaa. and coraigrt mmumna
Sireet Furtiiters, | Loss of Damage . L Not applicable
Play area {-Risk to:3¢ Parly {properties) L
| ‘equipment
ASSETS
Stbject Risk(z] Identified HiviL. | Managernent Contral of Risk Review/Assess/Revise
Notics Boards . Riskidamagsfin azé o tird L "Parish Council has two noljce boards aronnd the Parish Bcﬁ% Piden Roid m_g%m. Qﬁnm .
parlies: Wareham Road Shaps}. All locaions have been approved by fhe Coiinall axd 216 inspected
" Road side safety reguiarly by’ thie Staff - any. EE&%B&Q&&%&@am“_mzam rejiferients za&z tothe




LIABILITY

disclosable pecuriiary inferests

Subjéct Riskis) RIMIL. | Management of Canirol of Risk Review/Assess/Revise
l.egal Powers . ll=gal = .msaq or payments L . All atlivity and payments made ..a..:.m the.powers of the Parish coyngil 39 ultra viries) andtobe |- mxm?.m.manmmaa. adequate o
o : resolvad and clearly minuted ) ‘Monitar ani a monthly basis
- Working Parties taking decisions | L Engure éstablished with clear terms.of reference
WMinules/agendal . Accuracy and *..mmm__q L WMinutes and agenda are produced i the prescribed manner by the, Cierk and m%m_m fo the _mumﬁ H Existing procedures m%@cm.a..
{ Notices/ Statutory | Busingss conduct requirerments,
Documents’ I : L
L Ministes are-approved and signed at the next Counail maeting..
L Agénda displayed accosding 1o legal requirements.
L Bsiness conducted af Gopncll mesfings should be managed by-the Chair
Standing Orders and Finaneial Regulaichs reviewed anniially. The 2018 Em_mm ‘of Standing o
-Standing Orders andt Financial | L. Gders and m_zm:n_m_ Regulafions were: m%umma by the-Cotneil at its mealfng it January 2019 Merbersrequired to adhere fo the
“Régulations provigions of the Geunaif's Gode of
Conduct.
...m_&_mo..._.._mszq . m_w_.___o thirg nm&. properly of M Insurarice i place, Risk assessments carried auf regularly to comply Wit requirements .mx_%.a.m. n.anmnﬁm mume”._mﬁ_.m:ﬂﬁ
idividuals. '| necessary risk assdssments aré carried
out
Employer Liability | Won-campliance EE L | Undertake mamacm_m fralping and, K m_mnmwm,mG Seek advice: Trom Warwickshirer and West Exisfing procedures adequals
s emplioymentlaw & Midlands Association of Local Coungil
Lagal Liability Legatity.of ac M Clerk fo: Qm;@ tegal positior g proposals and to.seek advice If nmnmnmma
Property and timely report of L Council always received and approved Minutes at monthly méating
breechies via Minutes Retenfion of Documents in, plage
Proper Docuinent Conrof L i
COUNCILLORS’ PROPRIETY
Subject | Risk{s} icentified HAWIL | Wandgement/Control of Risk Review/Assass/Revise
Members interests | Conflict of interests’ L nmn@mmo:w&.mzﬁam by members at Gaundi ?_m.m.._m:mm.. Existing procedures adequats,
Register of Member's 8| Regislers of Members Interests’ forms reviewsd regularly, Members take responsibiity toupdate

Tegister,




m_usmawma “.mﬁ:mu m‘, Oma /m\gczdzcw,um\;r
Chairperson Responsible Financial Officer
Asute




