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1 Introduction

This document analyses the risks associated with the council performing its business. Note that it 
covers non-physical risks and, as such, does not use the likelihood/severity criteria used in other 
assessments.

2 Risk assessment

Item Risks Level Countermeasures Comment/ 
review

Business 
continuity

PC unable to carry 
out its duties due 
to unforeseen 
events

Low Files and key documents are kept at the 
clerk’s home.
Key documents copied and kept on 
portable media and stored off site
Computers backed up and the data stored 
off site.

Annual review and 
adherence to relevant 
procedures.
Use of the safe in the 
village hall.

Village hall Suitability for PC 
meetings.
Health and safety

Low Hall keys held by PC members.
Adherence to the village hall risk 
assessment.
Emergency venue to be used, e.g. St. 
Swithun’s church.

Village hall safety 
procedures to be 
implemented.

Paper records and 
documents

Loss through fire, 
theft or damage

Medium Use of secure storage where possible. Important documents 
to be scanned and 
stored electronically.

Electronic records Loss through fire, 
theft, electronic 
attack or damage

Medium Clerk’s computer(s) backed up to 
removable media regularly.
Antivirus and firewall software to be 
installed and kept up to date.

Use external media.

Ensure the computer 
is kept up to date.

Financial controls 
and records

Inadequate checks Low to 
medium

Internal and external audits.
Monthly financial statements to be 
prepared.
Dual signatory/authorisation on 
transactions.
Payment of invoices to be approved at 
council meetings.

Refer to the financial 
regulations and the 
clerk/RFO’s job 
requirements.
Current measures in 
place deemed 
adequate.

Insurance PC policy gives 
inadequate or 
inappropriate 
cover

Low Third party liability cover for all 
personnel, including the woodland 
volunteers.
Fidelity guarantee notification of events 
made to the insurance company.
Policy reviewed annually.

Measures adequate.

Banking Errors through 
inadequate 
controls

Low to 
medium

Monthly reconciliation to the bank 
statements.
Dual signatory/authorisation on 
transactions.
Payment of invoices to be approved at 
council meetings.
Cash payments recorded in PC meeting 
minutes.

Refer to the financial 
regulations and the 
clerk/RFO’s job 
requirements. 
Monthly checks 
carried out by an 
independent assessor. 
Current measures in 
place deemed 
adequate.



Precept Insufficient funds 
for council 
business

Low to 
medium

Careful budgeting with monthly reviews 
and one annual review.
PC receives monthly budget statements.
Budget/precept approval performed in 
time to submit the application to CDC.

Refer to the financial 
regulations.

VAT Reclaiming VAT Low VAT reclaimed once invoices are 
received. Note that claims will not be paid 
if the amount is below £100.

HMRC Notice 749
Financial regulations
Clerk/RFO job 
description

Village assets Damage and 
vandalism.
Inadequate 
insurance cover.
Health and safety.

Low to 
medium

Asset register kept up to date.
Insurance policy reviewed to guarantee it 
covers the items adequately.
Statutory checks and inspection by 
qualified personnel.

Existing procedures 
adequate.
Actions to be 
recorded in the 
meeting minutes.

Loss of money 
through theft or 
carelessness

Petty may be 
stolen.
Online login to the 
PC’s bank account 
hacked.

Low to 
medium

Banking requirements reviewed monthly.
Restricted cash floats kept in a cash box.
All documentation retained securely.
Annual audits performed.
PC members to keep their login in details 
confidential.

Cash floats kept to a 
minimum.
Cash payments, e.g. 
for hire of the hall, 
informed via email 
and monies banked 
promptly.


