Tutbury Parish Council
Risk Analysis 2015/2016)
(Reviewed 16/03/15)

GENERAI

Riskto, ri: ;& & ~frorit ow . hip/l singofi s 1c¢ 2r ) ~tions/
respons it s(v 2 »I<sIb. ar overer vinsure e. S. U s, ¢ 10~
orders, financial regulations, internal and external audits and this policy document,
control other matters.
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INSURANCE COVER

Property

1. Changing rooms — Legionelli ontol - . »dic checks are carried on the water
system by Sterilizing Service .td. Ext-ac  nin roof repaired and a periodic
electrical check carried out.

2. Bus shelters

3. Bench seats —
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L. ZOMpdter — QW e 10 wild o) 3tear PUiZHdSEw uliu lhoul e d

7. Play equipment - goal posts at Cornmill Lane and Ferrers Ave

8. Highway signs. —

9. Multiusegamesc . ed ~gv ™ "= 171l el o be marked outin a
different position +«+ fon ai loc 2o are. |l protruding hedges.
This will resultin. _ soi 1e 'wco Lifcl

10.Planters in High Stre t- All& , '+ sf i~ er‘*he antingremit of the
Parish Council.

11.Closed churchyard — The council is responsible for the maintenance of the
closed ar~~ nf St Man/g chrvehyard, Tha prog ic mawm v A ~ontractor and
repairstc t n /& ar arrv wtpe ldical  Pub n  mnity
insurance  Z.eric ¢ ‘dec sth2 wact toge 2 witl  r assessment.
The sout nbou a ~ft chwcl. wdb as' a<pc iF _ been defined
and extent of the councils' responsibilities in this area clarified. Financial
Provision to extend a retaining wall behind the church boundary wall has
been made and will be monitored.

12. A set of concrete steps leading to the Church off Church Street has been
replaced

The insurance cover for the above items is periodically reviewed and reflects the
contents of the council’s asset register. Insurance cover is provided through Came
and Company (Brokers) by Aviva Insurers



Land

1. Cornmill Lane Playing fields: The entrance road to car park has been repaired
and pot holes filled. The path at the pedestrian entrance has been extended
and a safety rail fitted
A r~tal qatt 21 harrier i1 sit~ 3* *he ~2in entremce * ths Torn~ ! ane
Pla g Id L )fite with ree.oc . Keys the LF e a 2
gat a ax u nda. me eson m
Tut v.ige F -pltk Ne IWnnto ilitates =2ssfc tr ain e 9ns
with the proviso that the gate & barrier are always locked after use. Should a
need to evict unauthorised persons from council leased playing fields,
acsjstance from ESBC wotild he sonnht tn effect their removal  Costs
i ar Ay alc ernne’ om he ourcil cortir 2ncyr 0
Tt oth Ite ‘I pons| ities i, AT al de s dlttt rom
t b ske il ou at eCLF

The use of the CLPF by a circus can occur in the summer. The statutory

licensing position has been checked with ESBC and has been notified to the

circus owners. The use ofthe ea ssu. ¢ to written conditions and

appropriate public indemnity it irarce :¢ - being provided by the circus.
2. The Triangle

The area is mown by a mowing contractor; trees are inspected periodically by

acte’ et on tc. A wstt s el pc tio raty tide th ik e
oper d ctic suppl oawth ¢ ..5. =€ 1a beel 1spec C anc
reme ' rkzca dou nthe v 2l ar ur rgo rrn edA

3wone wail Ol WNe woUhuar Y 1 i€ uidNy:& NAS weci 1cnluvEu.

3. Land adjacent to the path on the approach to the church. Trees and
vegetation controlle el Yu .ar

4. AsectionofthePark u ancic n wun 1t off Che vorth Drive has been
acquired. Stepstore.nc. e R.__ic.. Jir._ A... k. do..2 by a certified
contractor.

5. Treesonc~r~lov~2'anc ~=2 i=~nec*2c p~~cdicy

Public liability con  ising x 92t 101n. »nsic atic 'stoi g :nto the
register of cour __owne__ 2.

RELIANCE OF THIRD PARTIES TO CARRY OUT WORK AND SERVICES

Contracts: ongoing — all contracts are reviewed annually. Contracts are awarded
each year. Risk assessments for operations are provided by contractors
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Mowing contract far the Carnmill Lane and Ferrers Avenue playing fields, the
contractor is required under the terms of the contract to hold public indemnity
hrence” o 'emnif hee il g T clain

S e b s l‘terch ni outrac -Thisc a3t cl dar 2 ‘erina

cd_.nreaar__92. € dllc,_ e _‘nthe __uncil'sf _buss.e.rs. "

contractor is required to hold public indemnity insurance. Yearly confirmation

that appropriate insurance cover remains in place is required. The contractor

be~ be~ instructad tr veear morscnal cafity olsthing then ~poratic~ on the
ic a M “~tena 2worlk carie ~uatp ~dical n et st o3us,

2 a3 L ~wpt a4t orlba. ezms -p ov les ,or ec 3 .no ft
Cornmill Lane changing rooms. The council's insurance provides cover
for this area of work

Churchyard contract. Cove: he mow ' cfthe grassin the closed
churchyard and the burial g nd 2xten. 1 at St Marys Church. Payments
for contract work are made i ine witl in\ ces received.

Park Pale contract - A maintenance contract has been let and a risk
assessment prepared. The contractor has been notified of restrictions
v dit dis hencz2 the2c u st oule db Engl  Herl e

Flnh a Astn lerl be¢ 2 i a A nfnm S A :Fie S
Elm Lane have been trained to use it. An annual risk assessment Is to be
carried out

Banking services. 1 oinc a¢ sec scirre Ui based bankers for
many years witho. 1 miajc ro m¢ P irter.  £nd condition apply.
External Auditserv :x ‘hes ¢ arri ottby C 1t Thornton using the
Annual return.

Internal audits. Yearly audits are carried out by an auditor appointed
annually

Contracts: one servic A ks

1. Capital works & Maintenance works

The council uses contractors for both capital and maintenance work. Standing
orders and financial regulations provide for the following:

The clerk arranges for the provision of goods and services of value up to £100
The clerk in consultation with the chairman arrange for the provision of goods
and services of value up to £500 and in the case of an emergency involving a
danger to life, health or property £1,000

Notice of an intention to enter into a contract for goods and services between
£500 and £5,000 is given in the public notice of a meeting of the Council this
has been removed from model financial regs by SLCC



e Tenders are invited far contracts in excess of £5 000 and contracts are
awarded at parish council meetings. The council is not obliged to accept the
Il x"tern r. fnote lers e.»2 «hece 1L.ce n ke & “ements

tc ar ou. ne vorke tth st

Paymer..c &.¢ Mawuc L.. cL.ap.cuon o the we. . Uservice carried cu. w0 th.e oo .cil’s
satisfaction. Invoices are generally presented for payment at council meetings and
initialled by members except where contract terms dictate payment in between
meet'~~c Al ~~ym~al- are "227rc - in *he i tes Cirect ~2bit weo'mer*~ ar- in
place r 3, i *tvar water yment crie tangi o re s Cooo il
Lane

Where major contracts are involved, the suitability of the contractor to carry out the
work is ascertained by reference to the other councils, consultants and by an
assessment of their capabilities.

All contractors must carry publicin - mniyirs. 1ce.
IN HOUSE ACTIVITIES

As the council’s proper officer the clerk has the responsibility to brogress the

cc il 5F sir s ccoria 2 vt /e us tar es andi orde  fhar Al

re latior an  oun 1ecis s, 1 =rk alt h ounc ;res 1 ble

firr wcie ¢ ce RFO) reqr du 2t 2t 1. cCc 1@ ICo mre
1972 and is responsible tor its financial afrairs. The council has agreed the duties of
the RFO, the nature of the council’s financial records and the financial control
documents and measures. These are reviewed periodically.

Following arevisionofat = wanc 3 he =z irerw tocomplete an annual
return, the council appoini  a aterr  a tor resiewy r-end accounts, financial
procedures and internal financial conuuis. Annnernmeuwate audit is also carried out
by the chairman or other nominated Cllr .The comments of all auditors are reported
to the council. An annual review of internal audit procedures is undertaken. The
councilalsoha 1w -ar « ver the “llcvi g

Employe liabilit f to On

Officials mwuemniy - £200K

Slander/libel - £250K

Loss of cheques up to £250k, loss of money on council premises up to £250
and at the clerks home £350

e A fidelity guarantee (i.e. misappropriation of funds by councillors or clerk) of
up to £40,000

The council has a code of conduct and a register of councillors interests published
on its web site open to public scrutiny. Clirs interests are reviewed annually. The
rights of public to be informed of and to attend meetings and view documents are

facilitated.

The council’s standing orders are reviewed from time to time, updated and adopted



The council has few ‘cash’ transactions. Most receipts and payments involve

chegques.

Footballte 1w may 1 ~dire el ay 1.r futher 20 tF fc the m " to
theCounc b <i w0 4t. Lo of¢ 'rwonic ofupto FJ)i ov =2 7
insurance.

Special events

TheCo :ci :l} far ~tes cialo off ;o 'ty *ivitie su  a¢ el Lry
Festiva Tl ci¢ in“o.. u ngloc grecups,« nNyn.,. S 2t st ,cbte ng
enterte’ _ac.ata . _ ot.or'.cenu s; app. pviate .os.ar. 2uve. - soudb.whon
required. All statutory requirements are complied with. The Parish Council will be
supporting a street party for the Queens 90" Birthday celebration in June
2016.

The use of the car park at CornmillL 2 a¢ an ov spill for events held at the castle
has been agreed by the council and i. n<urer: T. ;is subject to adequate
stewarding with the site access being manned at all times.

Financial aAssistance tn local nrganjsatinng

The uncil s nenc assit nce Icalc ar tie sfror met i e.

App: aticas e .ad:to ecc cilo wn oonoati fc rmal ytie sefo
assistance. All such applications are considered at council meetings and if
authorised, funds are made available under Section 137 of the local government act
1972. The purpose, for which the application is beina made, is stated by the
organisation applying fora st wc2a a ceil »oro‘idc  ‘or funds paid is given to
the council. Startand comp ¢ nJate:r > yp € tar2 uired.

Payroll and IT

The loss of payroll and council information due to system failure fire or theft is
reduced by reqular back up of information. Up to date versions of the
programsarem & Y n 'en ita. ‘¢ (€ [.tc gefo a “upof
informationand @2 .g i .orn ior.




Annex A
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11.

12.

13.

14.

15.
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18.

DUTIES AND RESPONSIBILITIES
f\FTIJI:
PA 31 OUN S SPIN' L:IFIN/ TJI&l FF EF
P ja fin ci eporis 2o budge onitoring undb an 3,1 21 . payroll,
payment ot accounts and other relevant matters and report to the council at regular
intervals thereon.

Trenare  Aft oot ates we o on ure ed' gy w2 und fo dheud et ito g
le an 1¢c "~ah o zaran 2pottl contc ~cou

U o.nitt re uer for eraric tornci tpr ce tto 1)e oug € unc At
appropriate time

Record regularly all monies received and expended by the council

Ensure that all money due tot  council 2. ' hromptly and in all cases collected
promptly

Identify the duties of officers and others dealing with financial transactions and
ensure as far as possible the division of responsibilities between officers, others and
members of the council in relation to significant transactions.

Me 3Je shfi andc rolo v -om s&¢ b <tran rs

contiul issuis 1y of ui 1equco

The overall management of payroll. Ensure the correct payment of tax and national
insurance to the cc"~~to” of *ax~~ 2t~ montht or ~qrt~+'y using HMRC's PAYE
software

Be responsible forth  su nissic of .Tr rn< arda. ing with VAT inspections

Verification of supplier's invoices prior to certification for payment

Prepare. 1. ta, fi "acic” cce *'scC o pte €. 1 turnin
accordar w tr u nti litreg  tons.

Produce tounts 1 9t or’aec Incil wint  av litt 1 _cordance with
current audit regulations.

Undertake internal audits of all aspects of the council’s affairs.

Monitor compliance with the council’s financial regulations and ensure that the
correct financial systems are in place.

Management of insurance and other risks undertaking regular reviews. Process
claims as necessary. Report annually to the council on insurance and other risks
covered.

Maintain the council’s register of property and assets and safe storage.

Familiarisation with any computer system used for the council’s financial records.



Annex B

PARISH COUNCIL FINANCIAL DOCUMENTATION

Minute boc'-
Financialre la 1s
Invoice file

Chequebook

Bank St

m_ats

Account transfer slips

Deposit credit books

Cler" exp2r s 92k

Insurance documents

Council budget

Precept request forms

VAT claim form

Computer records

Budget monitoring doc’s

PAYE & NI records

Internal auditor’s report

Vice chairman’s report

Annual accounts

Rec "ds&" ~3,7€7t- 1~ de by *=~ 2-unr”

Regr es counc  financial a's, se€ n L " model
Contains invoices paid initialled by two members

Current account chequebook, cheques require three

Sic atu s e er’ anctw menb . C7n foi. ec.s0

s ad

Fo. hreear sy wic ed or ly  the e dil's han. rs
(Lloyds) i.e.

Current account

Instant access account (interest bearing)

Premierint stecco. (in erest bearing)
Records tr sfer; méde  ‘ween accounts to meet
commitmen..

Records payments into accounts

Rece sl 26 b 1e =2k :cord lpos e os
incur lby o-rki tt :le sphc and ¢
allon ces

Details of the cover provided by the council’s insurance policy

de*~ri72¢ “"rce i requirements and
houtth  =er

"~re-d -ac zeo
€ expe tu thrc

P vii dby Bt e le rezep. be paid at April and

September each year
Enables VAT to be reclaimed from Customs & Excise
nlbu =t

ni efi sed Ridsp neni nitoring

a ler okz2}|L ‘'ucec
Monitors council income and expenditure against budget
provision, reconciles this with bank statements; produced
quarterly
Records payments and returns made to HMRC

The annual audit carried out by the council appointed auditor

The (vice) chairman or nominated Clir undertakes an
intermediate audit

Records all financial activities of the council during the year.
Submitted to the council for approval at the year end



Annual return Supplied by government appointed auditors for completion by
the council to enable external audit of council financial affairs
tc b2 updottnl2m Throe sectone tre rmgtired o b
e dlett  askite :neach ther inc he e lauditor
ar e enala tor. The 1aise et ie [ ~*edtothe
co. il



