Icklesham Parish Council
Risk Assessments

Reviewed and agreed at the Staffing Committee meeting on 25th June 2018 and reviewed June 2020
Finance

	What are the Hazards
	Who Might be Harmed and How
	What are you Doing Already
	What Further Action is Necessary
	How will you put the Assessment into Action
	Review Date

	
	
	
	
	By Whom       When
	

	Cheque Signatories
	Council – Fraud
	Two Councillors sign every cheque. List of cheque details copied to all Councillors at meeting for authorisation. Relevant invoice signed confirming cheque number, date and amount.
	None at present.
Electronic banking used when possible.
	Quarterly Councillors Audit
	June 2021

	Expenditure
	Council – Overspending and lack of funds
	Separate public budget setting meeting held in November/December to agree the budget. Budget and Precept approved at December/January Council meeting. Non-budgeted expenditure authorised and minuted at Council meeting. Previous month’s expenditure recorded in minutes. Bank reconciliation presented at every Council meeting. Budget comparisons presented at every meeting.
All recorded on computerised account that has on-line back-up.
	None
	Reported at Parish Council meetings.
Parish Council meetings and Councillors Quarterly audits
	Nov 2020


	Register of Interest
	Councillors – penalties, reputation
	Register of Interest form signed by every Councillor following election, and reviewed annually. Copies sent to Monitoring Officer. Interest declared at beginning of every meeting and minuted.

	To be updated at annual meetings
	Clerk
	May 2021

	Income
	Council & Clerk - fraud
	No petty cash is kept. Cheques paid in promptly. Previous month’s income recorded in minutes. All income recorded on computerised accounts and receipts file.
	None
	Parish Council meetings and Councillors Quarterly audits.
	June 2021

	Grants Allocation
	Local Groups – lack of grant aid
	Local Groups submit applications using an agreed grant application and approval process
	
	Councillors set total grant levels at annual budget meeting. Follow approved grant allocation process
	June 2021

	Auditing
	Council & Clerk – incorrectly maintained accounts
	Councillor quarterly internal audit, end of year by Chairman of Council, checklists signed at every audit. Independent internal audit carried out annually and report produced. Year end accounts produced on accounting software and copies available for Councillors. Annual Return sent to external auditors annually by end of June. On completion of audit copies of Annual Return added to notice boards and website.
	None
	Parish Council meetings and Councillors Quarterly audits. Computerised accounts will not balance if there is an error which would trigger and audit issue.
	June 2021

	Insurance
	Council – claims not met
	Index-linked policy and adequate cover reviewed annually. Asset & Insurance schedule reviewed by Council.
	None
	Chairman
	May 2021

	Investments
	Council & Clerk – Fraud
	Current and Deposit account, interest added and recorded on computerised accounts package. Balances reported Council meetings. 2 signatories required to authorise any chq or bank instruction.
	None
	Councillors Quarterly audit. Annual independent audit.
Annual Review of investment strategy
	May 2021

	Maintenance Work
	Council – Misuse of public funds
	Quotations sought for jobs according to standing orders and financial regulations. Local contractors used where possible. All jobs authorised at Council meetings and minuted.
	None
	Clerk
	May 2021


Children’s Playground
	What are the Hazards
	Who might be harmed and how
	What are you Doing Already
	What Further Action is Necessary
	How will you put the Assessment into Action
	Review Date

	
	
	
	
	By Whom       When
	

	Safety
	Users – falling, running into car park
	Weekly inspections and two annual independent inspections.

	None
	Clerk
	June 2021

	Equipment
	Users – physical injury
	Weekly visual inspection and tow annual independent inspections. 
	None
	Clerk
	June 2021

	Area Clean & Tidy
	Users – health risks
	Litter bins provided and emptied regularly
	None
	Weekly inspection
	June 2021


Clerk’s and Deputy Clerk’s Office

	What are the Hazards
	Who might be harmed and how
	What are you Doing Already
	What Further Action is Necessary
	How will you put the Assessment into Action
	Review Date

	
	
	
	
	By Whom       When
	

	Computer
	Clerk – eye and/or back strain
	Taking regular breaks every two hours
	None
	Staffing Committee
	June 2021

	Computer Back-Up
	Clerk/Council – loss of records
	Weekly Back up to local removable storage device 
	None
	Staffing Committee
	June 2021

	Heavy Articles
	Clerk – back strain
	Lifting alone
	Request assistance and councillor help in setting up rooms
	Clerk 
	June 2021

	Filing Cabinets
	Clerk – trip injury or toppling cabinet
	Ensure drawer closed securely when not in use and only open one drawer at a time.
	None
	Staffing Committee
	June 2021


Reviewed and agreed by Staffing Committee 25th June 2018 and thereafter annually
