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Thisdocumenthasbeen producedto enable Bishop Monkton Councilto assesstherisksinherenttoits activitiesand satisfyitselfthatithastakenall
reasonable steps to minimise them.

AREA IDENTIFIED RISK LEVEL CONTROLS ACTION
OF REQUIRED
RISK
Finance
Budget/ Precept Adequacy of precept L Anannual budgetis produced beforethe preceptis considered. Adequate
inorderforCouncilto TheFullCouncilreceives amonthlybudgetreportand budget control
carry out Statutory monitoring allows the Councilto estimate standing costs and costs of measuresin
duties. projects for the subsequent years. place.
Ensures the Council TheCouncilshallconsiderand agreethe Preceptdemandannuallyata
hasenoughfundsfor FullCouncilmeetingno laterthanJanuary.
expensesand The RFO shallissuethe precepttothe unitary authority before the
projects. deadlineandshallsupply each memberwith acopyofthe approved
Ensuresthe Council annualbudget.
does not go over The FullCouncilisinformed whenthe preceptisreceived.
budget.
Financial Inadequaterecords L The Financial Regulations are reviewed annually. Adequate
Records leadingtofinancial There are systems of internal controlin place. control
irregularities TheFullCouncilreviewsthefinancialsystemsas partofthe Annual measuresin
Governance and Accountability Return (AGAR). place.
The Internal Audit report is presented to a Full Council meeting.
Allaccounts are available for publicinspection.
The RFO maintains proper records, overseen by Councillors who
undertakeregularchecksinaccordancewiththe Council's Statement of
Internal Controlincluding a Risk Management review, Internal Audit
Review and Internal Control Check.
Paymentsare authorised bythe FullCounciland recordedinthe
minutes of that meeting.
TheCouncilhasaprudentapproachtoitsfinancialmanagementand
ensuresithassufficientreservesto meetanyknownrisk.
Grants/Donations Failuretomanage and L TheCouncilappliesforgrantswhenrequired andreceivesdonations. Adequate
account for grant Anypaymentsreceivedarerecordedandreportedto Full Council. control

income.

Paymentsreceived are allocatedtothe budgetand monitored.

measuresin
place.




Payments are received directlytothe bankviatransfer.
Grantincomeisaccountedforseparatelyandinlinewiththe
requirementsofthegrant provider. Allassociated paperworkisinthe
financefile.

Invoice payments

Incorrect payment.
Payment made of
goods/services nhot
received orauthorised

Allinvoices are paid afterthe service or goods have beenreceived
unlessterms state otherwise on theinvoice.

The Clerkverifiesallinvoices received foraccuracy and ensures all
informationis enteredinthe cashbook.

Invoices are allocated to purchase orders where necessary.
Regularpayments are submitted atthe Annual Meeting ofthe Parish
Councilheldin Mayforapproval. (Theseinclude direct debit payments)
Ascheduleofallpaymentsis prepared bythe RFO and presentedtothe Full
Council for approval.

The approved schedule is signed by the Chairman.

Wherever possible, payments will be made using online banking.
2signatoriesarerequired to approve apayment.
Whereapaymentistobemadebycheque,thechequewillbe sighed by two
authorised Councillorswho shallalsoinitialthe counterfoil and invoice.
Where payments arerequired in between meetings, the Clerk willuse
delegated powersinline withthefinancial regulations or delegated

powers approved ata Full Council.

Adequate
control
measuresin
place.

Annualreturn(to e Submission within The AGARisprepared bythe Clerkand thensenttotheinternalauditor for Clerkand
externalauditors) time limits to avoid completion and signing. Councilto
financialpenalties Figuresforthe Annualreturnis presented to Councilforapprovaland follownew
signing by the stated deadline. procedures
The Clerk follows the guidelines for preparingthe AGAR and submits for2024-
and published all paperwork by the stated deadline. 2025AGAR
toensure
paperwork
is
submitted
ontime.
Bankandbanking | ¢ Inadequatechecks/ TheFinancial Regulations set out the requirements for banking, The PC is
bankmistakes cheques, online banking and reconciliation of accounts. currently
Thebankaccountsare reconciled monthlyand presentedtothe Council opening a
quarterly. new bank

account




andfunds

willbe
transferred.
Cash Loss/misappropriation The Councildoes nothandle cash on adaily basis. Theonlyregular Adequate
of cash. incomeis precept, bankinterestand annual VAT return. Allofthese are paid control
directlyintothe Council’s bank account. measuresin
place.
Election costs Financialrisk to the Anearmarkedfinancialreserveis heldinthebudgettocaterforan Adequate
councilofanelection election if necessary control
measuresin
place
Reportingand Communication of Financial matters are a standingitem onthe Agenda of the Full Council Adequate
Auditing information meeting. control
Appointed Cllrs carry outacheckof allfinancial paperwork. measuresin
place.
BestValue Workawarded The Parish Councils procedure (as per Financial Regulations) isto seek 3 Adequate
Accountability incorrectly. quotesforallwork where possible. control
Overspendon Formajor projects, competitive tendering process would beinitiated (as per measuresin
services Financial Regulations) place.

The Parish Councilhas a standing order in place for contract, whichis
mandatory. (See Council’s Standing Orders onbusiness).

VAT

Unclaimed VAT
refunds
Compliancewith
HMRCregulations
Unclaimed VAT
refunds

AVATclaimiscompleted annually afteryearend. Ifthe VAT amount
increases, the Clerkwill submitaclaim more frequently.
Therefund from HMRC forreclaimed VAT is noted whenreceived.
VATincurredisdisplayedin separatecolumnincashbook.

Adequate
control
measuresin
place.

Insurance provision




Insurance e Inadequate cover

Anannualreviewis undertaken priortothe renewal of the insurance
policy to ensure the cover meets the Council’s needs.

Public Liability, Employers Liability and Fidelity guarantee are all
included.

AllCouncilmembers, employees andvolunteers of the Councilare
covered underthe Personal Accident section.

The cost ofthe Council'sinsurance policyisincluded inits annual
budget.

Risk Management Review carried out by two councillors annually.

Adequate
control
measuresin
place.

Council Management

Records e Lossthrough theft, Electronic documents are automatically backed up to Adequate
fire, damage or OneDrive/memory stickand the Clerk backs up monthly on an external control
electronic corruption harddrive. measures

Paperdocumentsarekeptinasecureplace atClerkshome. inplace.
The Councilhas agreed aretention ofdocument and information policy
which is reviewedannually.

Policies e Ensuringthatthe The Counciluses anappropriateinsurance provider,who specialisesin Adequate
Council'spolicies providing cover to Local Councils. control
andstandard The Councilrespondstoissuesraisedthroughthe Internal Audit. measures
documentsareupto The CouncilisamemberofYLCA,SLCC andusestheirtemplatesasa inplace.

date and meet best
practiceguidelines.

basis for its documents.

The Clerkensuresthatrelevantpolicies are drafted and putto Council for
adoption.

The Councilreviews all policies and documents annually orwhen
required.

TheClerk advisesthe Councilastowhetherproposedactions arewithin
adoptedpolicies.

Documentsaredisplayed onthe Council'swebsite.




Agendas/Minutes |o Destroyed or lost/ Signed copies are keptinasecure place. Adequate
mismanagement by Electronic copies are stored onthe Council'swebsite and OneDrive. control
Clerk Minutesare numbered and dated. measures

Minutesare approved bythe Council atthefollowingmeeting, signed inplace.
by the Chairman of that meetingwho also initials each page.

Draftminutesare published onthe website no later than4 weeks.

Agendas andnoticesare produced and displayedinthe prescribed

mannerand adhere to legalrequirements.

Meetings e Potentialforillegal The Clerk has completed relevanttraining. Adequate

management activity The Chairmanand Councillors areadvised of and encouragedto take control

advantage of training opportunities provided by YLCA and other measures
institutions. inplace.
The Councilis keptupdated on new procedural legislation by the Clerk.

Standing Orders existand areregularly reviewed to ensureallitemsare

managed correctly.

Councilhas accesstosupportandinformationvia YLCA.

The PCensuresthatall activityand payments are withinthe powers of the
Councilandresolved and minuted at Full Council meetings.

Itisonlythe Clerkwhohas emergency powerstotakedecisionsorincur

expenditure between meetings of the Council.

Meetinglocation |e Satisfactoryhealth Parish Councilmeetings are heldinthe Church andvillage hallacrossthe Adequate
and safety of parish. control
meetings/ Thepremisesandfacilitiesarekeptingoodorderand areconsidered more measures
availability of venue. than adequate forthis purpose from a Health C Safety and comfort inplace.

perspective.

Annualtimetablesformeetings are agreed and published atthe end of
eachcalendaryear.Thescheduleisconfirmedwiththebooking’s
secretary of each venue.

Social Media e Disruption/negativity The Clerk has full responsibility of the socialmedia account,and a Adequate

policy has been adopted. control

measuresin
place.




Website e Disruption to site C Thewebsite is hosted by a professional company. Adequate
Lackofinformationon Clerk keeps copies of allinformation posted on site. control
site. The Clerk undertakes to post relevant information onthe Council's measuresin
website in a timely manner. place.
Computersecurity @ Unauthorised access Allcomputers are password protected and copy of passwordis in safe Adequate
place. control

measuresin
place.

Asset Management

Assetsincluding Poorperformance of Allassets owned by Parish Councilare regularly checked. Adequate
benches, assets Allrepairs andrelevantexpenditure authorisedinaccordance with control
electrical correct procedures, measuresin
equipment, Allassets are insured and reviewed annually. place.
troughs, clock Public Liabilityinsuranceisin place.

Inspections/services and tests are carried out when required including

PAT testing, the Clock annualservice.

The Clerk has delegated powers for specific expenditure including

emergencyrepairs as statedintheFinancial Regulations.
Assetregister Loss ordamage. Anannualreview of assetsisundertakenforbothinsurance provision Adequate

Riskdamagetothird and externalauditrequirements. control

party

measuresin
place

LegalLiability

Legalpowers

Illegal activity and/or
payments

Allactions ofthe ParishCouncil are notedin Minutes presentedtoall
members.

Allresolutionsforpaymentareresolved at meetings.

The Powers of the Council for actions/projects are noted by the Clerk.

Adequate
control
measuresin
place.




Freedom of
information
provision

Non-compliancewith
Freedom of
Information Act
statutory
requirements

Not responding to
requestsfor
informationina
timely manner or
failingto meet the
requirementsofthe
Freedom of
Information Act C
Failuretomeetthe
requirementsofthe
TransparencyCode
forSmaller
Authorities.

The CouncilhasaPublicationscheme available onthewebsiteand a
hard copy from the Clerk.
Thereis aFreedom of Information RequestPolicy

The Councilcanrequestafeeforanyinformationrequestedto coverthe cost

of consumables or the Clerk's time.

The Clerkis experiencedin dealingwith requests made underthe
Freedom of Information Act.

Information (e.g., re. audit) is published in accordance with statutory
guidance.

TheClerkshallpostrelevantinformationonthe Council'swebsiteina
timelymanner.

Adequate
control
measuresin
place.

Data protection

Non-compliancewith
Data Protection Act
and GDPR

statutory requirements
for registrationasdata
controller

Clerk/RFO and members undertaken training.
Councilregisteredwith ICO as aData Controller
Data/information audit complete and reviewed regularly.

Privacy notices available on website
Retentionanddisposalpolicyadopted.

Security Incident Procedure/policy in place

The Council follows the relevant adopted policies on this matter.
Staff and Councillors attend training onthe subjectto ensure the
correct procedures are being followed.

Adequate
control
measuresin
place.

Health and Safety

Injuryto staffinthe
working environment
Injuryto councillors

Thereis provision of regular reviews of staff working procedures, risks
involvedand adequatedirectiononthe safe useof anyequipment
required to undertake roles.

Riskassessmentsare carried outincludinglone working, fire, relevant
equipment and events.

PCto prepare a Health and Safety Policy.

Prepare
Healthand
Safety
Policy

| Councilmembers/ Volunteers




Councillors

Unauthorised
use of funds.
Useoffundswithout
declaringaninterest.

No expenditure cantake place withoutauthorisation ofthefull
Council.

Declarationof interestis a standingitemonallagendasand all
Councillors complete and sign a Register of Interests.

Two signatures are required for payments.
Councillorsfollowthe Code of Conduct.

Adequate
control
measuresin
place.

Members e Complaints Memberscompletearegisterofinterestsandareencouragedto ensure Adequate
interests aboutdecisions thatthisremainsuptodate. Registers are displayed onthe Council's control
because of website. measuresin
members' Eachmeetingcontainsanitemre.'Declarations of Interestand place
interests. RequestsforDispensations"andthe Chairman asksallmembers
Sanctions presenttodeclare aninterestifappropriate
againstmembers Ifaninterestisdeclaredthisisrecordedinthe minutesoftherelevant
who fail to meeting.
declare,or
incorrectly
declare interests.
e Conflictsof
interest.
Volunteers e Injury Individual Risk Assessments are completed when required. Adequate
(Grasscutting, Correct equipment and suitable clothing/safety protectionis used control
general Avoid working close proximity to the highway. If working nearthe measuresin
maintenance, etc) highway, highvisibility clothingand warning signs are used. place.
Equipment checked regularly
No heavy objectstobe moved unless necessary
Employmentissues
Employees e lLossorabsenceof Recruitmentwouldtake place as soonasthe memberof staffgives Adequate
Clerk/RFO. notice. control
e FraudbyClerk Financial systemsforauthorising expenditure, reducingcash measuresin

Actionsundertaken by
Clerk

transactions and control of the bankaccount all contributetoa
system which minimises the risk of fraud.
Monthlybankreconciliations providefurtherassuranceand
protection.

Thereis Fidelityinsurance inplace.

Regular checks and internal controls on financial activity.

place.




Staffareemployedunderthetermsofaversion ofthe Model
Contractagreed byNALC and YLCA. These organisationswill offer
assistancewith

employmentissues.

Employee Potential Fidelity Guarantee and Employee Liability insurance in place Adequate
insurance claims/Fraud control
measuresin
place.
Working Councilnon- There are regular reviews of staff performance and working Adequate
conditions compliantwith relationship with the Council control
contractual measuresin
obligations;leadingto place.
discontented
workforce.
Working hours Correctpayment of Line manager is responsible for monitoring of hours worked Adequate
wages Time sheets are used control
measuresin
place.
Wagesand Salaries paid The Councilauthorises the employment of allemployees. Adequate
associated costs incorrectly Salaryrates are reviewed annually following annual appraisals and control
Incorrect HMRC NI authorised by the Council. measuresin
and PAYE payments Abookkeeperprovidesamanaged payrollserviceand dealswith allNI, place.

Non-compliancewith
HMRC regulations
leading to financial
penalties

Over payment of
wages for hours
worked

Taxation and pension matters.

Salaries are paid monthlyinarrears.

Thissalaryisbasedonanagreed numberofhours perweek.
Thelnternal Auditor conducts afullcheck of expenses atthe end of
each financial year

Salary payments included in monthly invoices listed for payment
checked by designated Councillor.

HMRC payments are made quarterlyandincludedin schedule of
payments.

The Employers Annual Returnto HMRC is completed and submitted
onlinebythebookkeeperwithintherequired HMRC time limits.
Council/Line Manager has responsibility for monitoring of hours worked for
all employees.

Time sheets submitted by all staff.

Bookkeeperpreparesthe amountthatshould be paidintothe pension




andthe Clerk prepares the payment and submits the monthly reportto

WYPF.
Staff e Staffnotcarryingour e Regularreviews/appraisals carried outas perthe Appraisalpolicy Adequate
performance duties e  Good working relationship with the council control

measuresin
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