MISTERTON PARISH COUNCIL
RISK REGISTER
 Updated December 2020 
	
Service Area  
	Frequency of Review
	Date of Last Review
	
ACTION
	
Date Action Completed
	
COMMENTS

	UPDATE OF RISK REGISTER
	Monthly
	December 2020
	Risk Register to be updated as required.
	Ongoing 
	

	PARISH COUNCIL INSURANCE
	Annual
	May 2020
	Three-year agreement with Inspire commenced May 2018
	May 2019
	Review levels of cover annually in May of each year.

	Public & Employers Liability
	Annual
	May 2019
	Continue existing cover £10m
	
	

	Money & Fidelity Guarantee
	Annual
	May 2019
	£150k
	
	 

	Personal Accident
	Annual
	May 2019
	Up to £1m
	
	

	Property and assets
	As acquired/disposed
	May 2019
	Asset register to be kept up to date and notified to insurer when changes occur
	December 2020

	

	SAFETY CHECK
	
	
	
	
	

	Adverse weather conditions 
	As conditions arise
	2017?
	If adverse weather forecast, Clerk, Councillors to implement provisions of Emergency Plan
	As required
	Review Emergency plan regularly – delegated to MERT

	Defibrillator
	Fortnightly checks required
	Rotas being reissued
	Defibrillator ‘Guardian’ to be appointed to undertake fortnightly checks of apparatus and reporting to AED locator.

	Ongoing once a fortnight
Consumables expiry: Sue’s Cafe Battery 01/04/2025, Pads 05/2021. Village Hall Battery 01/2022, Pads  02/2022

	Defib guardians as follows:
1.  Station road – rota supplied by Phil Clifton
2. Village Hall – Iain Rowland & B Rousell
3. WI Hall – WI rota

Need consumable dates for silver st defib
NB WI Hall defib is NOT a PC asset

	Pandemic
	Annual or as required
	Spring 2020
	Undertaken Zoom/other virtual meeting platform training as required.  

Keep up to date with SALC/NALC/ Council guidelines to ensure MPC is acting appropriately and fulfilling obligations.

Set up online banking and keep signatories up to date to ensure payments can be made.  Possible resolution to delegate payments to Clerk in consultation with Chair/Vice Chair if council cannot meet or relevant people are unwell.
	Inability to meet face to face – failure to meet statutory responsibilities.  Possibility of councillors falling foul of six month rule through non-attendance. Non payment of suppliers and discontinuation of services.
	Clerk has done Zoom training 2020.

All councillors are currently using Zoom so council is meeting.



	PLAY EQUIPMENT
	
	
	
	
	

	Qualified Inspector 
	Moved to quarterly inspections
	Ongoing
	
	
	Report noted at Trust meetings.
Needed for insurance purposes.


	Parish Councillor Visual Inspection
	Weekly
	Reported to PC every month - ongoing
	Designated councillor to undertake, log & report to Clerk
	
	Issues to be discussed at monthly Council as required. Actions relayed to ranger or other as appropriate. For insurance records.

	RECREATION GROUND
	
	
	
	
	

	Goalpost bar-bolts fitted to make secure 
	Weekly
	
	Weekly maintenance of checking safety during football season
	
	

	Playing Surfaces
	Weekly
	
	By designated councillor, visual inspection 
	
	

	Fencing, Gates & Lights Inspection 
	Weekly
	
	
	
	Added to Cllr inspection checklist

	Hedge & Tree Maintenance
	According to provisions of tree report
	General Tree Management Survey undertaken August 2018


	PC to agree work plan although no urgent works identified at this point.
	
	Tree survey 5-yearly due 2023

	Grass cutting 
	Annual
	April 2019
	New Contractor appointed April 2019.  Contractor to hold own insurance, Clerk to obtain copy
	
	Contract reviewed and locked in for three years from March 2020.

	
	
	
	
	
	

	
	
	
	
	
	

	CEMETERY
	
	
	
	
	

	Inspection of headstones
	Annual
	Undertaken by Clerk May 2019
	Also visual monthly checks in place
	
	Twice yearly.

	Tree Maintenance
	According to provisions of tree report
	General Management Tree Survey undertaken August 2018
	PC to agree works plan although no urgent work at present
	
	5 yearly tree survey – due 2023

	Mowing Contract reviewed
	Annual

	Contractor appointed April 2019
	Contractor to have own Liability Insurance.  Copy to be obtained by Clerk
	
	Contractor in place until end of mowing season 2023 

	Grazing agreement for extension
	Review Annually 
	Graze Feb - November
	
	
	
	
	
	
	

	FINANCIAL MATTERS
	
	
	
	
	
	
	
	
	

	Banking Arrangements
	Annual
	Under review as division of Trust/PC finances takes place
	Additional signatories added and separate account now set up for Trust transactions. Agreed to move to online banking when Lloyds accept new Community Account applications
	To be completed asap
	In progress

	Insurance providers
	Annual
	May 2019
	Inspire 3 years.  Trust and PC included on same policy.
	
	Inspire until 2021

	VAT return completed/submitted
	Annual
	Done August 2020
	Clerk to identify last VAT return and apply for new VAT system details from HMRC
	Asap
	Ongoing, when sufficient Vat accrued.

	ANNUAL APPRAISAL and SALARY REVIEW
	
	
	
	
	

	Clerk
	Annual
	March 2019
	Probationary period confirmed over at June meeting
	Annual appraisal thereafter
	

	Responsible Financial Officer
	Annual
	
	As above
	
	

	BUDGET
	
	
	
	
	

	Precept Agreed
	Annual
	Jan 2020
	Agreed and published
	Dec 2020
	Finance WP to draft and present to Council from November each year to ensure proper consideration is given to requirements

	Budget Agreed
	Annual
	Jan 2020
	Agreed and published
	Dec 2020
	

	Budget Monitored & Reported
	Quarterly
	Next quarter
	In minutes
	End of Year
	

	Payments Approval procedure
	Ongoing
	
	As per Financial Regulations 
	
	Two members initial all invoices and corresponding cheque book stubs. Two to sign on any payments.  

	Bank Reconciliation spot checks
	Quarterly
	Completed end Q2 for 18/19, 19/20
	
	
	Ideally quarterly checks by Cllrs – difficult with Covid-19 situation 

	Members Expenses Reviewed & Agreed
	
Annual
	Reviewed as part of budget process 
	Agreed to claim Expenses as incurred
	
	Review as year progresses.

	Internal Audit
	Annual
	Internal auditor appointed yearly before 1st Dec
	 
	
	New internal auditor used from 19/20 onwards now Trust banking is separated.

	Internal check of Financial Records
	Annual
	
	Prior to external audit, two-part internal audit also commissioned.
	January and April each year
	

	External Audit
	Annual – now depends on turnover each year
	
	
	
	Exempt 17/18
Non exempt 18/19
Non exempt 19/20

	RECORD KEEPING
	
	
	
	
	

	Minutes properly numbered, stored & archived
	On going
	
	
	
	Live Drive back up. Automatically backs up data every hour. 

	Asset Register available/updated

	On going
	
	Asset Register verified with annual report
	
	Approved and published.  To be notified to insurer when changes are made.

	GDPR implications
	Post May 25th 2018
	Ongoing
	Higher penalties for non-compliance. Financial risk to council.
	
	Planned refresh for new Cllrs, June 2019

	RECORD KEEPING cont
	
	
	
	
	

	Financial Regulations available/updated
	Annually
	Sept 2019
	NALC proforma
	
	Reaffirm every year at Annual Meeting of Council.

	Standing Orders available/updated
	Annually
	Sept 2019
	
	Sept 2019
	To reaffirm each year at Annual Meeting of Council

	Backups of Computer Records
	Hourly
	
	
	
	LiveDrive automatically backs up Clerk’s computer files and holds remotely. 

	EMPLOYEES and CONTRACTORS (In accordance with Financial Regulations)
	
	
	
	
	

	Contracts of Employment
	Annual
	January 18
	New Clerk in post

	As required
	For review as new staff appointed.

	Contractors Indemnity Insurance
	As necessary
	
	Rec maintenance
Grass cutting 
	
	Clerk to obtain and hold copies of insurances

	Written arrangements with contractors
	Work orders as necessary
	Ongoing
	
	As required
	Monitoring of contractors to ensure value for money is being obtained

	MEMBERS RESPONSIBILITIES
	
	
	
	
	

	New Code of Conduct Adopted & reported to Standards Committee
	Annual
	2019
	
	Review at Annual Meeting
	

	Register of Interests completed & updated
	On going
	
	
	For review at Annual Meeting (May)
As new members are co-opted
	

	Register of Gifts/ Hospitality updated
	On going
	
	Declarations completed by members
	
	

	Declarations of Interest minuted
	On going
	
	Monthly meeting minutes.
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