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What is Risk Management?  
Risk is a threat that an event or action will adversely affect the council’s ability to achieve its objectives, implement its strategies and provide its services.  
 
Risk management is the process by which risks are identified, evaluated, addressed and reviewed. The council recognises that it has a responsibility to take 
all reasonable and practical measures to safeguard its employees, the people it works with and provides services for; and to protect the natural and built 
environments for which it is responsible.  
 
The council is aware that some risks cannot be eliminated fully and has in place a strategy that provides a structured, systematic and focused approach to 
managing risk and including where necessary, the introduction of internal controls and/or appropriate use of insurance cover.  
 

Objectives  
The objectives of the risk management policy are to:  
 
• Integrate risk management into the culture of the council  
• Manage risk in accordance with best practice and legislative requirements  
• Minimise loss, disruption, injury and damages  
• Inform policy and operational decisions by identifying risks and their likely impact  
• Raise awareness of the need for risk management  
 
These objectives will be achieved by:  
 
• Identification of risk  
• Undertaking risk assessments  
• Managing the risk and recording actions  
• Incorporating risk management considerations into council processes  
• Providing appropriate training  
 • Establishing clear roles, responsibilities and reporting lines  
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• Effective communication with, and active involvement of, employees  
 

Risk Register  
The risk register enables the parish council to assess the risks that it faces and confirm that it has taken appropriate steps to manage those risks.  
 
The risks are identified, described and evaluated according to the potential consequence of the risk occurring (impact) and how likely this is (likelihood) i.e. 
high, medium or low risk. The response to risk may involve one or more of the following responses:  
 
• Tolerate the risk – for the risks where the downside is containable with appropriate contingency plans or if the controls cannot be justified (e.g. because 
they would be disproportionate, and for unavoidable risks, e.g. terrorism.  
 
• Treat the risk – by imposing controls so that the parish council can continue to operate; or my setting up prevention techniques  
 
• Transfer the risk – by buying a service from a specialist external body or taking out insurance  
 
• Terminate the activity giving rise to the risk (or not start) which involve intolerable tasks or those where no response can bring the risk to a tolerable level. 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

Income      
PRECEPT Not Submitted L Submission deadline is tracked and 

adhered to. Copy of figures submitted 
retained along with copy of notification e-
mail. 

RFO Annually 

Not Paid by WNC L RFO to chase 
Ensure 50% of previous years precept 
available in general reserves. 

Diary/RFO report Bi-annually 

Adequacy of precept M Regular budget updates to Council.  
Finance working group discussion in 
October on what should be included 
including any new potential projects.  Full 
council discussion on provisional figures 
and agreement at Januarys Parish Council 
Meeting.  

Finance Working Group 
RFO/ Full Council review 

Annually 

ANY GRANTS - RECEIPT Claims procedure M Clerk to source available grants Clerk to inform council As and when 

Receipt of grant M Minutes Clerk to inform council As and when 

INVESTMENT INCOME Adequate return L Review annually Diary/RFO to inform council Annually 

FIELD / PAVILION HIRE Non-receipt of income  L Invoicing procedures in place for room 
pavilion and pitch hire fees. 

Clerk to verify As and when 

Expenditure      

SALARIES Wrong salary paid M Payroll processed and paid by third party. 
Check to contract 

Member verify – internal control Monthly 

Wrong hours paid M Payroll processed and paid by third party. 
Check to timesheet 

Member verify – internal control Monthly 

Wrong pay rate M Payroll processed and paid by third party. 
Check to contract 

Member verify – internal control Monthly 

Wrong deductions – NI / 
Income Tax 

M Payroll processed and paid by third party. 
Check to PAYE calculations 

Member verify – internal control Monthly 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

DIRECT COSTS AND 
  OVERHEADS 

Goods not supplied M Order system/minutes GSM/Clerk to chase/report council Monthly 

Invoice incorrect L RFO to check Member verify – internal control Monthly 

Payment incorrect M Signatory initials voucher invoice Member verify – internal control Monthly 

Payment to wrong party M Signatory initials voucher invoice Member verify – internal control Monthly 

ELECTION COSTS Invoiced at agreed rate L RFO to estimate budgetary costs needed 
and allocate budget reserves over four-year 
period 

RFO to check When needed 

CREDITCARD Loss of card / 
unauthorised usage 

L Transactions reconciled monthly RFO Monthly 

VAT Claimed within limits M Agree returns/submitted on time/Minutes RFO verify Quarterly 

ACCOUNTABILITY / BEST 
VALUE 

Overspending  M More than one quotation needed for major 
work.  Competitive tendering for large 
contracts 

Compliance with Financial 
Regulations  

When needed 

GRANTS GIVEN Power to pay M Minute power RFO/Member verify As and when 

Agreement of council M Minute RFO/Member verify As and when 

Conditions met L Use of reasonable conditions Clerk to check As and when 

Follow up verification L Report/receipts to council from groups Clerk to verify As and when 

Finance & 
Management 

     

RESERVES GENERAL Adequacy L Consider at budget setting RFO Opinion/Member review Annually 

RESERVES EARMARKED Adequacy L Consider at budget setting RFO Opinion/Member review Annually 

ASSETS Loss or damage M Annual inspection, update insurance and 
Asset registers 

RFO update/Member verify Annually 

Risk/Damage to property 
  or people 

M Review adequacy of Public Liability 
   Insurance 

RFO/Council Annually 

STAFF Loss of key personnel L Hours/health/stress/supervision Personnel Committee Ongoing 

Fraud L Fidelity guarantee insurance RFO/Council Annually 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

LOSS Consequential loss due to 
critical damage or third-
party performance 

L Adequate Insurance Cover Diary/RFO/Council Annually/when 
needed 

BUSINESS CONTINUITY Risk of Council being 
unable to continue its 
business due to an 
unexpected or tragic 
circumstance 
 

L All files and recent records are kept in the 
parish office.  Daily backups of information 
is taken and saved on one drive. In the event 
of the Clerk being indisposed the Chair to 
contact the Northamptonshire County 
Association of Local Councils for advice. 

Clerk / Chair As and when 

DATA PROTECTION Policy provision L Data Protection Policy is in place. 
The Parish Council is registered with the 
Information Commissioner Office. 

Clerk As and when 

FREEDOM OF 
INFORMATION ACT 

Policy provision L The Parish Council conforms with the 

Freedom of Information Act and responds 

to individual requests in accordance with it. 

The Parish Council has adopted the model 
publication scheme and this is posted on 
the Parish Council web-site. 

Clerk As and when 

PARISH COUNCIL PAPER 
RECORDS 

Loss through fire, theft or 
damage 

L All records are kept in locked metal filing 

cabinets or fire proof safe.  The Parish 

Council has adopted a records management 

policy which sets out retention and 

destruction periods for all Parish Council 

records. 

Clerk As and when 

CASH Loss through theft or 
dishonesty 

L Cash placed in safe and banked withing 10 

working days of receipt. Adequate 

insurance cover/cash handling procedures 

RFO/Member/Internal Control Ongoing 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

PARISH COUNCIL 
ELECTRONIC RECORDS 

Loss through fire, theft, 
damage, computer 
failure, hacking, virus 
infiltration. 

L A large amount of data including accounts 

are stored on the clerk’s laptop.  A daily 

back up regime is in place with files are 

being stored to OneDrive. Anti-virus 

software is installed and the system 

updated as required. 

Clerk to back up monthly Monthly 

CYBER SECURITY Security Breach of 
electronic data 

L Laptop to be locked/ switched off when not 
in use.  Avoid accessing suspicious websites 
or downloading suspicious, unauthorised or 
illegal software.  Ensure virus protection is 
updated regularly, and Cyber insurance 
cover is in place. 

Clerk  As and when 

BANKING Loss of signatories, 
banking errors 

L Update signatories as soon as possible.  
Monthly account reconciliations to take 
place and any bank errors to be reported to 
to the bank immediately.  FSCS cover up to 
£85,000. 

RFO – Reconciliation Monthly 

STATUTORY POWERS 
  TO PAY 

Illegal activity or payment H Ensure Council has adequate powers Clerk to check powers prior to 
purchase.  payments to be resolved 
at Parish Council meetings 

Ongoing 

FINANCIAL RECORDS Inadequate Records L Financial regulations in place.  Ongoing 
monthly payments and receipts 

RFO/Council – internal control Monthly 

COUNCILLORS Loss of councillor 
membership 

L Legal process is to be followed for 
vacancies. C-option or by-election 
procedures will apply.  In case of being 
inquorate (less than 5 members), WNC will 
appoint members 

Clerk As and when 

MINUTES Accurate and legal L Review at following meeting Council Monthly 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

MEMBERS INTERESTS Conflict of Interest, non-
disclosure 

M Declarations to be advised at meetings.  
Update Declarations of Interest annually. 

Member review When needed 

LITIGATION Legal action against 
Council 

M General risk assessments to be completed.  
Public liability insurance to cover general 
claims. 

Clerk to ensure adequate insurance 
and risk assessments completed  

Ongoing 

INSURANCE Inadequate cover, non-
compliance 

L Annual Insurance Review.   Insurance reviewed to clerk 
annually. 

Annually 

ANNUAL RETURNS Late or incorrect 
submissions 

L Account close down is to completed as 
soon as possible after the 1st April.  
Information for internal and external audits 
to be made available to the auditors at the 
earliest date to ensure they can be 
completed on time. 

RFO / Clerk  Annually  
(Biannual if 
requested by 
internal 
auditor) 

Assets      

RECREATION GROUND/ 
  PAVILION KEYS 

Receipt of fee/key return M Check Monthly GSM/Clerk to complete log Monthly 

MAINTENANCE Poor performance of       
assets 

M Regular maintenance inspection and issues 
reported to the council. 

GSM/Council Ongoing 

ASSETS Loss or damage L Regular Inspection for insurance and 
maintenance  
 

GSM Weekly 

Risk/damage to third 
party(ies)/property 

L  
An annual review of assets is undertaken 
for insurance purposes. 
 

Clerk Annually 

WAR MEMORIAL  Risk/damage to third 
party(ies)/property 

L Inspection  GSM Weekly 

RECREATION GROUND Risk/damage to third 
party(ies)/property 

L Inspection of ground, including surrounding 
fences.  Removal of litter and dog faeces 

GSM Weekly 
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Topic Risk Identified H/M/L Management of Risk Person(s) Responsible Frequency 

POCKET PARKS Risk/damage to third 
party(ies)/property 

L Inspection of ground, including surrounding 
fences.  Removal of litter and dog faeces 

GSM Weekly 

NOTICEBOARDS Risk/damage/injury to 
third parties  
 

L The Council has six noticeboards sited 
around the Parish.  They are covered by the 
Parish Council’s insurance policy. Weekly 
visual inspections take place by the Parish 
Green Space Manager.  Faults are reported 
to the Clerk and repairs/replacement 
undertaken as necessary.  The keys are 
held by the Clerk and Green Space 
Manager. 

GSM 
CLERK 

Weekly 

Road side safety L 

STREET FURNITURE Risk/damage/injury to 
third parties 

L The Parish Council owns benches, bins and 
bus stops.  All are covered by the Parish 
Council’s insurance policy. Weekly visual 
inspections take place by the Parish Green 
Space Manager.  Faults are reported to the 
Clerk and repairs/replacement undertaken 
as necessary. 

  

SPORTS PAVILION Loss or Damage 
Risk/damage to third 
party(ies)/property 
 

L Adequate insurance is held. 
Daily visual inspections take place by the 
Parish Green Space Manager.  Faults are 
reported to the Clerk and 
repairs/replacement undertaken as 
necessary. Emergency arrangements in 
place, including reporting of incidents.  
Pavilion hirers are made aware of the 
arrangements. 

GSM 
Clerk 

As and when  

TREES Public Safety should a 
tree become unsafe 

L Full tree risk assessment report to be 
completed by third party expert. 

GSM to arrange 
 

5 Years 
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Tree inspection completed by GSM. 
Informal observation monthly by the Parish 
Green Space Manager. 

GSM  
 
GSM 

Yearly 
Monthly 

PLAYGROUND Risk/damage to third 
party(ies)/property 

M Full risk assessment report to be completed 
by third party expert. 
Inspection by the Parish Green Space 
Manager. 
Emergency arrangements in place, 
including reporting of incidents.   
 

GSM to arrange 
 
GSM 
 
Clerk 

Annually 
 
Weekly 
 
As and when 

 


