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LONGDEN PARISH COUNCIL

RISK ASSESSMENT (March 2026)
The Council is required to carry out an annual assessment of the financial risks it is exposed to and identify any actions it considers necessary to minimise those risks.
	Service Area
	Risk
	Level of Risk (H/M/L)
	Controls

	Insurance
	Public Liability

Employers Liability

Loss of Money

Fidelity Guarantee

Property Loss or Damage

Officials Indemnity

Libel & Slander

Personal Accident

Loss of revenue

No Claim Bonus
	M
	Renew insurance cover with Clear Councils (3-year LTA in place)

Renewal date 1 May 2026 (Note – auto renewal not in place)
Cover to be reviewed by Council in April and by IA

Annual inspection of assets to be carried out by Clerk in Feb and reported to Council
Not covered

Not covered

	Payroll
	Loss of data on PC due to system fault

Dishonesty 
	L
	Use of web-based payroll package (Brightpay) with appropriate password security

Use of payroll agent to calculate salary
Dual authorisation of salary payments

	Data Protection
	Breach of Data Protection Act

Subject Access Request

Freedom of Information request
	H
	Registration with Information Commissioner’s Office as Data Controller

Provide council administered email accounts for staff and members

Provide regular training to staff and councillors responsible for data handling

Protect laptop with appropriate levels of anti-virus software and passwords

Review data processing policies annually
Adoption of IT policy

Enforce multi-factor authentication on all council-controlled accounts

Use CyberPro software to scan for cyber threats 24/7 and monitor for suspicious activity

	Administration
	Loss of services of key staff
	M
	Contract of employment sets outs terms for notice periods and sickness absence 

Key personnel cover included with insurance cover

Locum cover arranged during periods of absence

	Employment of staff
	Employment Terms not legally compliant
Inland revenue requirements not met
	L
	Clerk/RFO is the Proper Officer and shall not be self-employed.  A legally compliant contract of employment shall be issued on the first day of employment.

Terms shall be reviewed annually in October and updated in line with legislation and NALC/SLCC Model Contract terms
Pension arrangement with NEST to ensure compliance with auto-enrolment requirements
Registration with the Pensions Regulator to ensure periodic checks on auto-enrolment 

	Policy Administration
	Financial Regulations, Standing Orders, Risk Assessment, Complaints Procedure, Code of Conduct and other policies become out of date 
	L
	Policies to be reviewed annually and published on Parish Council website

Policy Review checklist and timetable to be maintained and updated annually on a rolling programme
Council maintains membership of NALC to provide access to up to date, legally compliant model documents

	Administration
	Recording of accurate, timely and proper records of the Council’s business.

Storage of minutes, employment
and financial records
	L
	Minutes agreed by full council and retained by the Clerk. Minutes published to the Website within 1 month.  Signed originals retained in accordance with adopted retention policy.  Older minutes stored at County archives for public access and safekeeping.  Financial records retained for seven years or in accordance with document retention policy.   Employment records retained confidentially by the Clerk in accordance with document retention policy,

	Play Area
	Safety of users
	H
	Annual inspection in June by suitably qualified inspector; Monthly mechanical inspections by suitably qualified play inspector. Visual inspections weekly by volunteers.  Faults identified as moderate or greater risk addressed within 3 months; faults identified as high risk or very high risk addressed immediately or equipment isolated until repaired. Faults identified as low or very low risk are monitored and addressed as part of routine maintenance programme.

	Financial Records
	Non-standard and/or non-compliant records kept
	L
	RFO maintains paper and electronic record of all transactions using a secure web-based software package designed for compliance with proper practices; Reconciliation to bank statement reported to monthly meetings. Read only access to web-based accounting package granted to nominated Councillors and internal auditor for audit purposes.  Annual check on transactions by nominated councillor (non-bank signatory).  Limited assurance review carried out by External auditor and public rights to inspect accounts published on website. 

	Financial
	Compliance with statutory deadlines for the completion /approval /submission of accounts and other financial returns
	L
	Annual timetable of submission dates agreed and reviewed by nominated Councillors.
Annual Governance Statement and Annual Return approved by 30th June

Public rights notice published to include the first two weeks in July.  

	Financial
	Internal audit requirements
	L
	Council to appoint independent internal auditor and agree scope of audit at least every three years.  Council shall define and review the scope of internal audit in line with the activities of the council and with reference to the JPAG Practitioner’s Guide.  Internal auditor shall report directly to Full Council.

	Contracts
	Ensure continued value for money coupled with continuity of work
	M
	Council shall ensure contracts are reviewed annually and are let in accordance with Financial Regulations.  All quotations or estimates for work should be submitted to the Clerk in writing and all instructions shall be issued by the Clerk.  Contractors shall supply the Clerk with evidence of adequate public liability insurance and employer’s liability insurance for the work to be undertaken.

	Councillors

	Registers of Interests 
Gifts and hospitality
	L
	Clerk maintains an up-to-date Register of Interests for current Councillors.  Members are responsible for updating this record and submitting a copy to the Monitoring Officer within 28 days of election or any change of interests.  IA checks web links on SC website

	Business Activities
	Ensuring the Council acts within its legal powers
	L
	Clerk to identify legal power to act when undertaking new activities.

Council to use General Power of Competence (GPC) as power of first resort when qualified to do so.  IA to review annually.

	Borrowing
	Council to comply with Proper Practices and obtain borrowing approvals as required by Statute
	L
	IA to review as required

Borrowings reported annually on Annual Return

	VAT
	Compliance with HMRC regulations
	L
	Council to maintain a record of VAT incurred on business, non-business and exempt activities.  Staff shall receive regular training on VAT.  Council shall recover VAT annually on non-business and exempt activities in accordance with VAT Schedule 749.

	Budget and Precept
	Ensuring adequacy within a sound budgeting arrangement
	L
	The Council shall approve an annual budget adequate to cover its planned activities and any contingency in December.
The Council shall then set an adequate Precept, which shall be submitted to the Principal Authority by the end of January preceding the financial year to which it applies.

	Budget Monitoring
	Uncontrolled spending
	L
	The Council shall review income and expenditure against the approved budget each quarter.  If any cost centre is likely to exceed the approved budget, the Council shall consider whether to allocate funds from another budget or to make use of reserves.

	Grants
	Improper use of funds granted to community organisations under specific powers (S137 or GPC)
	L
	All grants shall be made in accordance with the Community Grants Policy applicable at the time.  

	Transparency Code
	Freedom of Information requests, loss of public confidence
	L
	Full agenda packs, minutes and accounts published on website.
Staff and members keep up to date with legislative changes
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