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Risk Management 

 

Approach to Risk Management 

The Parish Council considers the risks pertaining to its activities.  It then documents 

(by way of a Risk Register) the management actions, internal controls and, where 

necessary, insurance cover which it considers necessary in order to mitigate against 

the realisation of the risks.  It is aware that although risks cannot be eliminated fully, 

it has in place a strategy that provides a structured, systematic and focused 

approach to managing risk.  Risk is something that will affect the ability of the Parish 

Council to achieve its objectives and meet its duties.  Risk management is the 

process by which these risks are identified, evaluated and controlled. 

 

Risks are classified into: 

• Financial including potential financial loss 

• General 

• Inability to deliver services/disruption to normal working 

 

Ref. Description of Risk Mitigating Action(s) 

Financial 

F/1 The risk that Financial Regulations are not 

robust, fit for purpose and do not satisfy 

statutory requirements leading to 

reputational damage and a failure to 

safeguard assets. 

• Review Financial Regulations at least 

annually to ensure their effectiveness. 

• If triggered by external or internal audit 

reports, review Financial Regulations as 

soon as possible depending on 

urgency. 

F/2 The risk that improper or unlawful 

payments are made by the failure to 

properly manage Direct Debits and 

Standing Orders leading to reputational 

damage and a failure to safeguard assets. 

• Two members must authorise Direct 

Debits and Standing Orders and all 

Parish Councillors will have access to 

the Parish Council’s bank account from 

which Direct Debits and Standing 

Orders are paid. 

F/3 The risk that earmarked reserves, which 

are set aside for specific purposes and for 

savings for future projects, are unrealistic 

and that general (i.e. un-earmarked) 

revenue reserves do not lie within the 

range of three to twelve months of gross 

expenditure or are not risk assessed and 

approved by the Council leading to 

reputational damage and a failure to 

comply with best practice. 

The amount of general reserve will be risk 

assessed and approved by the Council 

normally when the Annual Precept is 

determined. 
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Ref. Description of Risk Mitigating Action(s) 

F/4 The risk that the Parish Council fails to 

calculate and/or submit precept request 

on time leading to reputational damage. 

• Be aware of submission dates with 

Harborough District Council. 

• Prepare draft budgets in adequate time. 

• Prepare and submit precept request in 

adequate time. 

F/5 The risk that the Parish Council fails to 

take appropriate action on all matters 

raised in reports from internal and external 

audit leading to reputational damage and 

a failure to safeguard assets. 

Audit reports will be routinely considered 

at the Parish Council meeting following 

receipt of the report(s). 

F/6 The risk that financial records are not 

regularly scrutinised and/or are not 

maintained properly and/or proper 

arrangements for the approval of 

expenditure do not exist leading to 

reputational damage and a failure to 

safeguard assets. 

• In respect of bank accounts for day-to-

day transactions, facilitate ‘view only’ 

access for all Councillors. 

• Ensure that expenditure is approved at 

Parish Council meetings which are 

properly minuted. 

• Present financial reports including bank 

reconciliations quarterly to Parish 

Council meetings. 

• Ensure that the audit process is carried 

out at least annually. 

• Recruit suitably qualified Clerk if 

possible. 

• Ensure that Clerk’s Job Description is 

comprehensive. 

• Review accounting records at least 

quarterly including checking that bank 

statements are consistent with the 

Clerk’s records and that approval has 

been provided for all items of 

expenditure. 

• Two members must authorise 

expenditure items including cheques 

and transfer of funds electronically.  

Alternatively, if appropriate, two 

members in addition to the Clerk must 

authorise the electronic transfer of 

funds. 

• Enter invoice details into electronic 

system as soon as possible including 

analysis of payments by category. 

F/7 The risk that the Parish Council fails to 

properly account for income leading to 

reputational damage and contravention of 

Account and Audit regulations. 

• Bank all income as soon as possible. 

• Include records of income received in 

quarterly financial reports to Parish 

Council meetings. 
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Ref. Description of Risk Mitigating Action(s) 

F/8 The risk that procedures for dealing with 

and monitoring grants made are 

inadequate leading to reputational 

damage, a failure to safeguard assets and 

misuse of public funds. 

• Policy on Grants applies (new policy 

adopted 14 October 2021). 

• Requests for new grants and for release 

of approved grants are considered by 

the Parish Council and are properly 

minuted. 

F/9 The risk that regular returns and PAYE 

payments to HM Revenue and Customs 

are not made leading to reputational 

damage, legal obligations not being 

fulfilled and interest being charged on late 

payments. 

• Provision in Clerk’s Contract of 

Employment. 

• Provision in Clerk’s annual Job 

Objectives. 

F/10 The risk that VAT paid for the provision of 

goods and services is not claimed back 

from HM Revenue and Customs leading 

to reputational damage and loss of 

income. 

• Provision in Clerk’s Contract of 

Employment. 

• Provision in Clerk’s annual Job 

Objectives. 

• Present financial reports quarterly to 

Parish Council meetings. 

• Maintain separate records of all VAT 

paid. 

• Submit completed claim to HMRC at 

least annually. 

F/11 The risk that regular bank reconciliations 

are not made leading to reputational 

damage and a failure to adequately 

control income and expenditure. 

• Present financial reports quarterly to 

Parish Council meetings. 
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Ref. Description of Risk Mitigating Action(s) 

F/12 The risk that fraud is committed by the 

Clerk and/or Members 

• Recruit suitably qualified Clerk, after 

checking references as appropriate 

• Review accounts quarterly and ensure 

that Councillors receive relevant 

financial information including bank 

reconciliations. 

• Receive and consider reports by 

internal and external auditors. 

• Maintain fidelity guarantee insurance 

cover for losses of up to £100,000 as a 

result of fraud or dishonesty by the 

Clerk. 

• Facilitate ‘view only’ access to bank 

account for all Councillors if practicable. 

• Financial transactions require two 

Councillor signatures on cheques and 

two Councillors must approve electronic 

fund transfers.  Alternatively, if 

appropriate, two members in addition to 

the Clerk must authorise the electronic 

transfer of funds. 

F/13 The risk that the Parish Council fails to 

complete and submit its Annual return to 

external auditors on time leading to 

reputational damage and an adverse audit 

report. 

• Check and diarise cut-off dates for 

submission of Annual Return. 

• Ensure that accounts are prepared in 

adequate time for submission. 

• Secure approval (usually in May) of 

Parish Council relating to: 

o Approval of Statement of Accounts 

o Annual Governance Statement 

o Notice of Inspection Period and 

Summary of Public Rights  

F/14 The risk that employees’ salaries and 

Parish Councillors’ allowances are not 

properly administered resulting in 

reputational damage, due payments not 

being made at all or on time and legal 

remedies being sought. 

• Ensure that Clerk has received proper 

training. 

• Check payments in quarterly reports to 

Parish Council meetings. 
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Ref. Description of Risk Mitigating Action(s) 

General 

G/1 Risk is not properly managed leading to 

reputational damage and realisation of 

risks in other areas. 

• Ensure that internal controls are 

managed adequately and report as 

necessary on the steps being taken to 

self-manage risks. 

• Ensure that external insurance cover is 

in place where required. 

G/2 The risk that procedures are not in place 

for recording and monitoring Members’ 

interests leading to reputational damage 

and non compliance with the Localism Act 

2011. 

• Declarations of interest are on all Parish 

Council agendas. 

• Registers of Interest are maintained and 

are on the Parish Council’s website. 

• Notify Harborough District Council of 

Members’ interests. 

G/3 The risk that the Clerk’s Contract of 

Employment is not regularly reviewed 

leading to it becoming out of date and not 

reflecting current legislation. 

• Half yearly and annual appraisal 

including in Contract of Employment. 

• Regular newsletters received from 

LRALC. 

G/4 The risk that minutes are not properly 

numbered and paginated with a master 

copy kept in safekeeping leading to 

reputational damage, non compliance with 

legislation and best practice and a lack of 

clarity for referencing previous decisions. 

• Minutes are included in the Council’s 

website. 

• Minutes considered at each Parish 

Council meeting and signed accordingly 

by the Chairman. 

G/5 The risk that the Parish Council fails to 

recognise and address conflicts of interest 

leading to reputational damage and the 

use of practice which do not comply with 

legislation and/or best practice 

procedures. 

•  Ensure Code of Conduct reflects 

current legislation. 

•  Maintain ‘Declarations of Interests’ as a 

standard item for Parish Council 

meetings. 

• Make Councillors aware of the need to 

keep their ‘Register of Members’ 

Interest’ up to date, publish on website 

and inform Harborough District Council. 

• Seek advice as necessary, e.g. from 

LRALC. 

G/6 The risk that minutes are not recorded 

accurately resulting in reputational 

damage and resolutions either not being 

implemented or not properly implemented.  

• Consider accuracy of minutes at next 

meeting as a standing item. 

• Issue unapproved minutes to all 

Councillors within three working days of 

meetings to enable them to check for 

factual inaccuracies. 

• Post draft minutes on the Parish 

Council website after Councillors have 

checked them for inaccuracies. 
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Ref. Description of Risk Mitigating Action(s) 

G/7 The risk that there is inadequate 

awareness of, and compliance with, 

relevant legislation by the Clerk and/or 

Members leading to improper decisions 

being made and reputational damage. 

• Recruit suitably qualified clerk. 

• Ensure that the Clerk is issued with a 

comprehensive job description. 

• Clerk and/or Members attend 

appropriate training courses and 

conferences. 

• Maintain membership of Leicestershire 

and Rutland Association of Local 

Councils (and therefore National 

Association of Local Councils) and seek 

advice as necessary. 

• Liaise with officers at Harborough 

District Council and Leicestershire 

County Council as appropriate. 

• Subscribe to relevant magazines and 

journals. 

• Liaise with other clerks. 

• Check legality of any decision when in 

doubt. 

G/8 The risk that the Parish Council receives 

bad publicity resulting in reputational 

damage 

• Press releases to be reviewed by 

Chairman or Clerk before release. 

• Clerk’s monthly report to Houghton 

News to be circulated to Councillors 

before being submitted for publication 

and inclusion on the Parish Council 

website. 

• Councillors to avoid speaking to the 

press outside of meetings. 

• Care to be exercised when discussing 

Parish Council business. 

G/9 The risk that allegations of libel or slander 

are made against Councillors and/or the 

Clerk resulting in reputational damage and 

financial loss. 

• Press releases to be reviewed by 

Chairman or Clerk before release. 

• Obtain insurance cover for legal liability 

to pay damages for libel contained in 

normal publications or slander uttered 

by the Clerk and any member of the 

Council while carrying out their official 

activities up to £250,000 in any one 

period of insurance. 
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Ref. Description of Risk Mitigating Action(s) 

Inability to deliver services/disruption to normal working 

S/1 The risk that there is a failure to attract 

sufficient candidates for member 

vacancies leading to excessive burdens 

for existing Councillors and a lack of 

inclusivity. 

• Publicise vacancies on notice boards, 

website, Houghton News and 

Facebook. 

• Seek candidates from parishioners. 

S/2 The risk that meetings are not quorate 

leading to an inability to conduct the 

parish’s business and reputational 

damage. 

• Meeting calendar decided at Annual 

Parish Council meeting and therefore 

known to all members. 

• Issue meeting agendas promptly. 

• Maintain attendance register 

• Enact dispensation provision of the 

Localism Act in situations where, 

without the dispensation, the number of 

persons prohibited from participating in 

any particular business would be so 

great a proportion of the body 

transacting the business as to impede 

the transaction of the business. 

S/3 The risk that there is a lack of public 

participation at meetings and a lack of 

public consultation by members leading to 

a perception that the public interest is not 

being fully met. 

• Ensure that meetings (including 

agenda) are publicised on notice boards 

at least three clear days (not including 

the days of issue and the meeting) 

before the meeting. 

• Publicise next meeting date in 

Houghton News and on the Parish 

Council’s Facebook page. 

• Show date of next meeting in minutes 

which are published on the website. 

• Include public participation on agendas. 

• Ensure seating is available at venue for 

public. 

• Provide advice for members of the 

public attending. 

• Encourage feedback and ideas from 

parishioners in Houghton News and in 

dealings with them. 
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Ref. Description of Risk Mitigating Action(s) 

S/4 The risk that members act alone outside 

meetings thereby appearing to usurp the 

authority of the Parish Council as the 

decision making body leading to 

reputational damage. 

• Councillors to read ‘The Good 

Councillor’s Guide’ and other relevant 

publications. 

• Councillors to avoid making 

commitments on behalf of the Parish 

Council. 

• Councillors to attend relevant training 

courses. 

• Proposals to be normally put in writing 

before meetings. 

S/5 The risk that the Parish Council fails to 

correctly identify local needs or wishes 

leading to general dissatisfaction amongst 

villagers about the role of the Parish 

Council. 

• Maintain close liaison with residents. 

• Consider organising meetings to obtain 

residents’ feedback. 

• Use questionnaires, where appropriate, 

to identify local wishes. 

• Publicise plans and invite comments. 

• Encourage residents’ attendance at 

Parish Council and Annual Parish 

meetings and use of Public Participation 

session. 

• Publish Clerk’s report in Houghton 

News and on the Parish Council’s 

website to inform residents about 

current issues. 

• Set up Working Parties as appropriate 

and invite public participation. 

S/6 The risk that the Parish Council fails to 

maintain an Asset Register and as a  

result fails to properly safeguard its assets 

leading to excessive depreciation, the 

possibility of injury to the public, the 

possibility that assets are not fit for 

purpose and are not insured. 

• Maintain an accurate Asset Register 

and review regularly and when assets 

are acquired or disposed of. 

• Maintain adequate and sufficient 

insurance cover. 

• Inspect assets regularly for condition 

and safety. 

S/7 The risk that accidents affecting staff, 

councillors or third parties occur whilst 

they are working on Parish Council owned 

assets leading to injury, financial loss and 

reputational damage. 

 

• Inspect all fixed assets from health and 

safety perspective at least annually 

including provision for wheelchairs and 

pushchairs. 

• Obtain adequate insurance cover. 

• Check insurance cover held by 

contractors and volunteers working on 

council owned assets. 
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Ref. Description of Risk Mitigating Action(s) 

S/8 The risk that there is inadequate 

document control resulting in operational 

difficulties, non-compliance with laws and 

reputational damage. 

• Obtain Chairman’s signature on 

approved minutes. 

• Retain signed minutes in minute book. 

• Undertake regular back-ups of all 

computer records and store away from 

computer site. 

• Retain records for required legal period. 

• Compile procedure narratives of key 

systems. 

• Ensure that minutes, agendas and other 

key policy documents are included on 

Website using Members’ Private Area 

as necessary. 

S/9 The risk that accidental damage, 

vandalism or other occurrences including 

normal wear and tear to fixed assets 

occurs resulting in a loss of amenities, 

financial loss, reputational damage or 

legal remedy being sought from the Parish 

Council. 

• Obtain adequate insurance cover 

• Inspect assets at least annually 

• Consider implementation of scheduled 

maintenance programme 

• Maintain asset register 
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Appendix 
 
Risk Table 

 

Probability / likelihood of an accident 
 

5 Very likely, almost certain 

4 Likely to occur, easily precipitated with slight carelessness 

3 Quite possible, the accident is only likely with some help 

2 Low possibility and minimal probability 

1 Not likely at all, probably only under freak conditions 

 
Severity of any potential injury 
 

5 Very high, potentially fatal or major disability 

4 Serious injury, possible long term absence from school or work 

3 Moderate injury causing absence from school or work 

2 Minor injury requiring some first aid / medical attention 

1 Little or no injury 

 

Rating (probability multiplied by severity) 
 

1 – 3  Very Low Risk Monitor 

4 – 7 Low Risk Monitor and take reasonable action if required 

8 -12 Medium Risk Take action to reduce if possible or available 

13 – 20 High Risk  
Take action as soon as possible to implement control 
measures or modifications 

21+ Unacceptable Risk 

Remove or immobilise immediately before taking 
immediate action, control measures or modifications 
and re-assessment the measures on completion 

 


