PRUDHOE TOWN COUNCIL
FINANCIAL AND MANAGEMENT RISK ASSESSMENT

This risk assessment systematically examines the Town Council’s working practices, enabling the Council to identify all
potential risks inherent in its financial and management systems. Based upon a completed assessment, the Council is able to
take the practical and necessary steps specified to control, reduce, or eliminate the risks. The risk assessment enables the

Town Council to assess the risks that it faces and satisfy itself that it has taken all reasonable steps to minimise them. The risk
assessment specifies the controls in place and identifies further controls required.

The risk rating balances the likelihood of a given risk with impact of the risk in question and results in an overall risk rating, as
well as a RED (not acceptable), AMBER (reasonably acceptable/action may be required), GREEN (reasonable acceptable/no
action required, review) colour indication. This Risk Assessment is an updated version of that adopted by the Council at its
Ordinary Meeting on 19" May 2022, in response to the requirements of Regulation 4 of the Audit and Accounts Regulations

2015. It forms part of the Council’s overall approach to risk management, and is linked to, and supported by the Council’s Risk
Management Strategy.

Agreed at the Annual Meeting on 25" May 2023 (scheduled reviews every six months: November 2023, May 2024)
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FINANCIAL Allocation of The Council has a service level agreement with Northumberland Look into producing a map
incorrect County Council for burials. The agreement is reviewed yearly, with | of the Cemetery detailing
Cemetery grave plot, quarterly inspections of the Cemetery carried out by the Cemetery | section and plot locations,
reasonable Committee. All paperwork is done in house by the Clerk and or software for this.
charges, Deputy, and the burial register is updated for each burial on the day
incorrect it took place.
invoices
issued, For plots, the Clerk meets with Cemetery Staff onsite to confirm
issues with plot locations.
external
contractors Invoice details are recorded in a separate sheet in the cash book
for as well as the cemetery records spreadsheet.
maintenance
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SUBJECT

GOVERNANCE | Breach of

standing
Standing orders
Orders

@ | ikelihood

Risk Rating

Controls in Place

Standing Orders are adopted each year and Clirs are issued with a
copy.

Where it is thought that Standing Orders have been breached,
external written advice is sought and presented. If the breach is
proven, any decisions would be revisited.

Councillors receive an induction (informal meeting) with the Clerk
following elections and received a ‘Welcome Pack’

Additional Controls
required

Clerk to undertake the
CiLCA gualification




STAFFING Incorrect Job descriptions are drawn up in consultation with staff and Benchmark with other ‘like’
grades for evaluated using the NALC/SLCC guidelines. Councils.
Salary Scales staff

Staff have an annual appraisal where concerns regarding grading Short/medium/long term

can be brought. planning would allow
strategic staffing response

The council has commercial legal protection insurance to cover an | and review of roles.

employment disputes that may relate to pay grades or any other

related factors.




STAFFING Inadequate The Council has recently adopted a Training and Development Little training is available
training Policy that applies to volunteers, staff and members. locally, consider
Training collaborative approach with
Training opportunities for Clirs are circulated via NALC, NCC and neighbouring Councils.
other local training providers.
Clerk to undertake the
Clerk and Deputy are following a programme of continuing CiLCA qualification.
professional development. The Deputy is currently undertaking
CiLCA.
NALC issue regular updates on legal topic notes. Clerk and Deputy
subscribe to SLCC.
STAFFING Lone Building is secure, only tenants have access during library closing
Working — times. When library is open, town council office is only accessible
Lone working Clerk and by those with a master key (Fire Wardens, Cleaners, Centre Mgr.).
Deputy
sometimes Lone Worker ensures personal safety with a risk-assessed
work alone in approach to welcoming the public into the office.
Spetchells
Centre and Lone Worker ensures personal safety by contacting home when
leaving leaving the building.
building at
night A window on the office door so that the person on the other side

can be identified prior to opening was installed in 2022.
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HEALTH &
SAFETY &
LEGAL

Injuries at PTC
property

Members of
the public,
staff or Cllrs
injured, at
PTC office,
event or on
land owned
or leased by
the Council

Public and employer’s liability insurance in place which covers Clirs
and volunteers at events. The council also has a personal accident
insurance. All those attending events to show PLI. Risk
assessments are carried out for all TC events.

Play Area checks carried out by qualified officers on a weekly
basis. RoSPA Play Safety inspection carried out annually. WC
visited twice daily by contractor, bus shelters visited quarterly by
contractor, bins checked more often than weekly by NCC, cemetery
visited weekly or more often by Clerk/NCC. Allotment inspections
carried out twice/year by PGA. Prudhoe Town FC inspected
annually by PTC and pre-matches by FA.

Inspection Regime and RA policy, for all assets.

The Council also has a Health and Safety Policy.

All staff and members to be
made aware of their health
and safety responsibilities.

HEALTH & The Council In the event of a national emergency, the Council should put
SAFETY & cannot fulfil measures in place to delegate decision to the Clerk, and, if
LEGAL its functions possible, to set-up an emergency committee to administer affairs.
due to
Emergency emergency Should rules permit in a time of crisis, meetings may be able to be
Situations situations held online.
such as
COVID-19 or Business interruption insurance is in place.
adverse
weather.
LEGAL Loss of data All systems are securely backed up on an external hard drive.

Data Storage

Due to compliance, a wealth of PTC information is available on-line
and therefore is uploaded onto the Town Council website.

12




Signed paper copies of all TC minutes are held on file.

Contents insurance covers replacing or reconstituting electronic
data and business documents if lost or destroyed.

The council has a document retention policy.
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