Orchard Park Community Council
Risk Assessment and Management
Orchard Park Community Council has a duty to review the risks which may affect its ability to ensure property is maintained properly, public money is safeguarded and staff, the public and contractors are looked after.
These 3 tables list the risks identified to property, money and people, the likelihood of occurrence and the level of impact.
Cl = Clerk
GM = General Manager
Rgers = Rangers
These tables will be reviewed by the Council yearly at its Annual meeting and updated/modified as appropriate.
1. Property and assets

	Risk
	Level/Impact
	Description
	Control measures
	OPCC Checks
	Insurance/Reserve
	Deficiency
	Review

	PA1
	Low/High
	Damage to OPCC buildings
	· Maintain asset register (Cl)
· Ongoing maintenance (Cl/GM)
· Annual inspection of heating, hot water and fire safety (GM/Contractor)
· Hire terms and conditions (Cl)
· Use of qualified tradespeople (Cl/GM)
· Log of issues (GM)
· Safe storage of chemicals (GM)
	· H&S Policy
· Asset register annual review
· Annual review of terms and conditions 
· Pre-budget review of maintenance needs
· COSH training
	Yes
	Revaluation of buildings
	May 26

	PA2
	Medium/Medium
	Damage to OPCC property (non-buildings)
	· Maintain asset register (Cl)
· Play park checks (GM)
· Use of qualified tradespeople (Cl/GM)
· Appropriate arrangements for events, bookings (GM)
· Ongoing maintenance (Cl/GM)
· Log of issues (GM)
	· H&S Policy
· Asset register annual review
· Annual review of terms and conditions 
· Play park records check
· Pre-budget review of maintenance needs
	Yes
	Revaluation of sports facilities and play parks
	May 26

	PA3
	Medium/Low
	Failure of computer-related hardware/software
	· Contract with external IT support provider (Cl)
	· Annual review of provision 
	Yes
	
	May 26

	PA4
	Low/High
	Loss/misuse of data incl personal data
	· Password-enabled systems (cl)
· Data protection and information security policy (Cl)
· CCTV policy (Cl)
· Staff training (Cl)
· Secure system for client data (Cl)
· Purging of unnecessary data (Cl)
	· Annual review of policies 
· ICO registration
· Annual review of Booking system
· 
	Reserve
	
	May 26

	PA5
	Medium/Medium
	Loss of contracts, deeds, records
	· Secure office and storage procedures (Cl)
	· Regular checks
	Reserve
	
	May 26

	PA6
	Low/Medium
	Failure of website
	· Use of qualified provider and host (Cl)
	· Annual review
	Reserve
	
	May 26

	PA7
	Low/Medium
	Key/Fob loss
	· Register maintained (GM)
· Hire terms and conditions (Cl)
	· Losses reviewed 6 monthly
· Annual review of terms and conditions
	Maintenance
	
	May 26

	PA8
	Low/Low
	Kitchens
	· Hire terms and conditions (Cl)
· Checks after use (Rgers)
· Log of issues (GM)
	· Annual review of hire terms and conditions
· 6 monthly review
	Insurance
	
	May 26

	PA9
	Low/High
	Fire appliances
	· Monthly checks (Rgers)
· Contract for annual inspection/testing (Ext)
· Use of qualified  fire safety contractors (Cl)
· Log of issues (GM)
	· Annual review of contracts
	Insurance
	
	May 26

	PA10
	Low/Medium
	First Aid kits
	· Weekly checks (GM)
· Accident book (GM)
· Keeping stocks up to date (GM)
· Hire terms and conditions (Cl)
	· Annual check
· Annual review of hire terms and conditions
	Insurance
	
	May 26



2. Public Money

	Risk
	Level/impact
	Description
	Control Measures
	OPCC checks
	Insurance/reserve
	Deficiency
	Review

	PM1
	Low/medium
	Adequacy of precept and financial controls

	· Budget setting procedures (Cl/RFO)
· Financial controls (Cl/RFO) 

	· Budget reports
· Bank recs
· Annual accounts review
· Annual Internal and external audits
	Reserve
	
	May 26

	PM2
	Low/Low
	Adequacy of accounting and audit
	· Financial regs (Cl/RFO)
	· As above
	Reserve
	
	May 26

	PM3
	Low/Medium
	Banking arrangements
	· Financial Regs (Cl/RFO)
· Councillor signatories
	· Annual internal and external audits
	Reserve
	
	May 26

	PM4
	Medium/Medium
	Failure to charge output VAT or recover input VAT
	· Monthly VAT returns (Cl/RFO)
· Financial Regs (Cl/RFO)
· Clerk/RFO training 
	
	
	
	

	PM5
	Low/Medium
	Material loss of income
	· Prompt debt chasing (Cl/RFO)
· Statutory financial reserve of 25% precept
· Promotion of facilities for hire (Cl)
· Hire terms and conditions (Cl)
	· Bank reconciliations regularly reviewed
· Hire charges reviewed annually
· Budget reports 6 monthly
· Earmarked and general reserve reviewed annually
	Reserve 
	
	May 26

	PM6
	Low/High
	Bank Failure
	· Use of multiple reputable banks (Cl/RFO)
· Limited exposure to any single bank
	· Annual internal audit
· Use of multiple accounts
	Reserve
	
	May 26

	PM7
	Low/Medium
	Theft, dishonesty
	· Controls through Financial Regs and internal procedures (Cl/RFO)
· Dual signatories on all invoices and payments
	· Bank reconciliations
· Dual-signature authorisation
	insurance
	
	May 26

	PM8
	Medium/Low
	Acting ultra vires, beyond legal duties and powers
	· Understanding/training in legal duties and powers (Cl/RFO/GM)
	· Officer training
· Internal and external audits
	Reserve
	
	May 26

	PM9
	Low/low
	Proper allocation/use of S137 grants
	· Financial regs (Cl/RFO)
	· Reports to Council
· Annual Internal and external audit
	Reserve
	
	May 26

	PM10
	Low/low
	Emergency and non-emergency procurements beyond permitted thresholds
	· Financial regs (Cl/RFO/GM)
· Estimates/quotations/formal tender process as required by threshold  (non-emergency) or agreement Clerk/Chair (emergency)

	· Pre-authorisation as required
· Supply verification
· Dual signatory approval of invoices
· Annual Internal and external audits
	Reserve
	
	May 26

	PM11
	Low/medium
	Compliance with risk and insurance requirements
	· Financial Regs (Cl/RFO)
· Adequate insurance cover in place (Cl/RFO)
· Adequacy of reserves
· Use of FCA regulated insurers
	· Annual review of risk
· Annual review and renewal of insurances
· Annual Internal and external audits
	Reserve
	
	May 26



3. Staff, public, contractors
	Risk
	Level/impact
	Description
	Control Measures
	OPCC checks
	Insurance/reserve
	Deficiency
	Review

	SCP1
	Low/High
	Personal injury from hire of facilities and service delivery and/or damage to 3rd party property arising therefrom
	· Regular checks on safe storage of chemicals (GM/Rgers)
· COSH training (GM)
· Regular inspections of facilities, play parks and equipment (GM/Rgers)
· Annual PAT testing (GM)
· Annual inspection of heating, ventilation, boilers, fire and safety systems (GM)
· First Aid, Defib and Rospa training (GM)
· Defib checks (GM)
· Use of qualified tradespeople (Clerk/GM)
· H&S notices (GM)
· Log of issues (GM)
	· Health and safety and legionella policies
· Play area inspections and log (GM/Rgers)
· Quarterly review of maintenance plan (Cl/GM)

	Insurance
	
	May 26

	SCP2
	Low/Medium
	Failure to observe proper practices in relation to Council meetings, publication, decision-taking
	· Timely publication of Agenda and Minutes (Cl)
· Observance of Standing Orders (Cl)
· Training of Councillors and Clerk (Cl)
· Apologies tracked (Cl)
· Website kept up-to-date (Cl)
	· Minutes signed and dated at next meeting (Chair/Cl)
· Minute book maintained (Cl)
· Website reviewed annually
· Internal audit
	Reserve
	
	May 26

	SCP3
	Low/Low
	Failure to respond to consultations, including planning applications
	· Planning and other consultations included on Agenda (Cl)
· Response minuted (Cl)
	· Minutes inspected and approved at next meeting
	Reserve
	
	May 26

	SCP4
	Low/Low
	Denial of electors’ right to inspect
	· AGAR (unaudited and final)  inspection rights notified in a timely manner (Cl)
· Information policy (Cl)
· Registration with ICO (Cl)
	· Councillor checks
	Reserve
	
	May 26

	SCP5
	Low/High
	Personal accident/assault of Councillors or officers
	· Compliance with health and safety policy (Cl)
· Risk awareness (Cl/GM)
· Job descriptions (Cl)
· Manual handling training (GM)
· First aid training (GM)
· Display of Employer’s Liability Policy (Cl)
	· Appraisal and annual review for officers
· Effective training for Councillors and officers
· Adequacy of insurances

	Insurance
	
	May 26

	SCP6
	Medium/high
	Claims of breach of Employment Law
	· Compliant employment contracts and job descriptions (Cl)
· Compliance with employment law (Cl)
· Compliance with Pensions and HMRC requirements (Cl)
· Registration with Pensions Regulator (Cl)
	· Appraisal and annual review
· Training of officers who manage staff
· Annual checks
	Insurance
	
	May 26

	SCP7
	Low/Medium
	Complaints against officers or Council
	· Procedural compliance (Cl)
· Timely responses (Cl/GM)
· Log of complaints (Cl)
· Data Protection policy (Cl)
· Roles and responsibilities clearly defined (Cl)
	· Review of Compliments and complaints policy
· Review of Data protection policy
	Reserve
	
	May 26

	SCP8
	Low/Medium
	Complaints against Councillors
	· Awareness of and compliance with Code of Conduct
· Complaints raised promptly with Chair (Cl0
· Timely publication of Agenda and minutes (Cl)
· Maintain and publish Registers of  Councillor Interests 
	· Annual review of Registers of Interests
· Reporting to superior council’s Monitoring Officer where appropriate
· Compliments and complaints policy
	Reserve
	
	May 26

	SCP9
	Low/High
	Safeguarding complaints
	· Hire terms and conditions (Cl)
· Reporting of concerns (All)
· Safeguarding Policy (Cl)
· Training od playgroup coordinator
	· Annual review of hire terms and conditions
· Biennial review of safeguarding policy
	Insurance/Reserve
	
	May 26



For Council Meeting 15 January 2025
