ALSTONEFIELD PARISH COUNCIL
APPENDIX ii – NORMAL BUSINESS RISK ASSESSMENT CHECKLIST 
	Category
	Details
	Risk Weighting
	Controlled

(Yes/No)
	Action

	1 Assets
	
	
	
	

	Insurance Cover for the Council
	Fidelity

Theft

Personal Injury

Public Liability

Slander/Libel

External Assets 

Sub Contractors

Insurance for Clerk’s premises 

Equipment
	
	
	

	Information security
	Protection of sensitive data 

Data Back-up

Back-up storage
	
	
	

	Assets Viability
	Annual risk assessment review 

Equipment Inspection log – annual review

Legislative (H & S) compliance
	
	
	

	Asset Register
	Annual review
	
	
	

	
	
	
	
	

	2 Finance
	
	
	
	

	Cash Loss
	Cash handling procedures
	
	
	

	Handling VAT
	VAT reclaim procedure
	
	
	

	Budgeting (precepts)
	Financial status review

Annual precept setting process

Contingency level appropriate
	
	
	

	Grant funding
	Procedure for grant applications and monitoring
	
	
	

	
	
	
	
	

	
	
	
	
	

	Conformation with legislation
	Financial Regulations review

Goods/services purchase controls

Payments approval/control

Ultra Vires actions by Council

Knowledge of accounting requirements

Knowledge of sources of income
	
	
	

	Banking arrangements
	Control of signatories

Review of accounts
	
	
	

	Gifts
	Register and regular review
	
	
	

	Salary payments
	Paid in accordance with Council regulations

PAYE/NI handled appropriately
	
	
	

	Procedures
	Accounts monitoring undertaken by:

Pre-meeting – Internal councillor auditor

Bi-annually – Independent Examiner

Annually – Audit Commission
	
	
	

	
	
	
	
	

	3 Public Liability
	
	
	
	

	Exterior Furniture 
	Adequate insurance
	
	
	

	Playing Field 
	Regular visual inspection
	
	
	

	Play Areas
	Weekly check and annual Rospa inspection
	
	
	

	
	
	
	
	

	4 Legal
	
	
	
	

	Meetings
	Conducted legitimately
	
	
	

	Minutes
	Signed and retained appropriately
	
	
	

	Agenda
	Sufficient detail of business

Issued on time
	
	
	

	Meeting Summons
	Councillor’s awareness of responsibilities
	
	
	

	Training
	Continual Professional Development
	
	
	

	
	
	
	
	

	5 Members’ Liability
	
	
	
	

	Declarations of Interests
	Register lodged with SMDC – reviewed annually

Agenda items declared at each meeting
	
	
	

	Hospitality
	Procedure 
	
	
	

	Resolutions
	  Resolutions clearly understood before voting.

Clerk’s advice – if given and overridden must be minuted
	
	
	

	
	
	
	
	

	
	
	
	
	

	6 Council Liability
	
	
	
	

	Lone person working
	Compliance with employment law
	
	
	

	Contract of Employment
	All employees/subcontractors issued with appropriate contracts
	
	
	

	Duty of Care
	To employees
	
	
	

	Councillors
	Councillors are adequately advised of their responsibilities

Councillors knowledge re culpability 
	
	
	

	Code of Conduct
	Reporting of interests and Code of Conduct issues administered by SMDC 
	
	
	

	
	
	
	
	

	7 Health and Safety
	
	
	
	

	Responsibilities
	Members

Employees

Public
	
	
	

	COSHH
	
	
	
	

	
	
	
	
	

	8 Town and Country Planning
	
	
	
	

	Consultation 
	Plans presented at council
	
	
	

	
	
	
	
	

	9 Contracts
	
	
	
	

	Monitoring of contracts 
	Performance

Payments
	
	
	

	Letting of Contracts
	Compliance with legislation
	
	
	

	Site inspections
	Regular inspection of sites managed by Council
	
	
	

	Conditions of Contract
	Contracts reviewed annually 
	
	
	

	
	
	
	
	

	10 Administration
	
	
	
	

	Public accessibility
	Clerk available for consultation (by prior appointment only) between 9.00am and 5.00pm Monday and Friday. Weekends by arrangement
	
	
	

	Procedures
	Defined by the Clerk/Approved by Council 

Documents storage
	
	
	

	Archiving
	All records (required to be kept) are forwarded to Staffordshire County Council Records Office
	
	
	

	Website
	Up-dates
	
	
	

	Standing Orders
	Reviewed annually
	
	
	

	Press comments
	Chairman only
	
	
	

	Data Protection
	Ensure legislative compliance
	
	
	

	11 Bye Laws
	
	
	
	

	Introduction
	Establish procedure
	
	
	

	
	
	
	
	

	12 Charities
	
	
	
	

	Custodian Trusteeship 
	Understanding Responsibilities
	
	
	

	
	
	
	
	

	13 Playing Field
	
	
	
	

	Control of space
	Exclusive use of space controlled through booking procedure
	
	
	

	Public behaviour
	Permanent notice displayed 
	
	
	

	Hirers
	Hirers given terms and conditions at time of hire
	
	
	

	
	
	
	
	

	14 Freedom of Information
	
	
	
	

	Access to information 
	Council policy is total transparency. All minutes published and web site up-dated. Supporting papers available on request to the Clerk
	
	
	

	Release of papers.

Copy documents
	The Clerk is the Proper Officer for the release of papers.

Single copy requests – £0.10 per A4 copy and £0.50 per A3 copy. Multiple copies or multiple documents copies by arrangement 
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