Your Duty = Power to provide and maintain shelters

y . 5 Scovg note:
Requirernent = To ensure that the council has adequate insurance cover _.,_%% = 1,
il =2
Aim = and High =3
Ref
. Risk  Hazard Control

o= Administration/ Provision of adequate insurance

Legal COVer

<+ Environmental Vandalism

Environmental Cleaning of Bus Shelters

Environmental Design & Position

Completed by:

YRR e Crernite iRk Kvwtem)

Physical Maintenance of Bus Shelters

Bus Shelters

Ensure that appropriate action is taken to provide cover for

any new risks arising in the year,

Arrange regular monitoring of sites,

Liaise with local enforcement agencies.
Instigate appropriate action against offenders.

Define responsibility and standards for regular cleaning .

Carry out periodic physical inspection and take action
where approprate to ensure that set standards are
maintained.

Ensure that design of all shelters is in keeping with
architcetural values of the council.

Ensure that shelters are properly sited.

Ensure that property is entered on a schedule for periodical

mainicnance.
Maintain proper records ol work carried out.

Date: Position:

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likalihood Impact action
Review of on  Risk required
timing  occurrance Council Valve (>3
Annually Lvw Laow 1
Weekly High  Medium B Yes
Maonthly Viedinm  Mediom 4§ Ves
As and when HER Low 1
Cuarerly B Medium 6 ¥es
..... T Average .
5 | .4 36
L B SCore. i
Sl Eat g e e




¢ Code of Conduct

Barling Magna Parish Council

Assessment for year 2018 To 2019
Your Duty = Duty to adopt a code of conduct
. Soowing fode:
Reguirement = Low =1,
: Medium =2 Your
Aim = amd High =3 Likelihood Impact action
Ret Raview of on  Risk required
Risk Hazard e, Control fiming occurrence Council Vaiue (> 3)
}a_EEEE:_E Failure to maintain /Update Register  Ensure all council En_sw_n? are aware Eu their statutory Uaarterly Lo Luw 1
rmmm_ of Interests/Gills responsibilitics.
o . ~Maintain appropriate registers.
Completed by:

Date:

. o h_amnmm__m
Position: o of risks scored epciil: :u

FERR A aenl Cenoedl Rivk S
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Barling Magna Parish Council

Assessment for year 2018 To 2019

Your Duty = Power to facilitate discharge of any function

. . ) Seonng nole:
Requirerment = Maintain security of computer Low =1,
Medium =2 Your
Aim = and High =3 Likelihood Impact action
Ref Review of on  Risk __.mn_t.”mﬁu.
Risk . Hazard Control timing _ occurrence Council Value (>3
. Physical Loss/damage arising from Restrict access through use of controlled passwords. Annually Lovw Low 1
unauthorised use, Programme periodic password change.
Maintain physical security of computer and site.
Physical Loss arising from Allocate responsibility for securily of equipment. Annunlly Live Low 1
theft/misappropriation Maintain high security of site and equipment.

Take particular care in respect of laptops/peripherals.
Ensure that where appropriate internal and external
security devices are installed
1. Technical Crash of IT Svstem Ensure regular backup of data onto appropriate medium. Monthly [ Low 1
Ensure that equipment is properly maintained.
Resirict access to authorised users.
Ensure that only approved soflware is used.

_ i Average o
.y g W aF risks eoomn | H .
Completed by: Date: Position: s s T
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o+ .m Council Meetings Barling Magna Parish Council
Assessment for year 2018 To 2019

Your Duty =

Scorng o

Requirement = To meet all statutory requirements and maintain effective Low = 1,

. Medium =2 Your
Aim = To meet all statutory requirements and Higt =3 Likalihood Impact ScUoN

Ref Review of on  Risk required

i  Hazard Control timing  occurrence Council Value ?&::

+:2 Administration/ Failure to meet statutory duty Ensure that all members are notified of meeting by way of Low Low 1

Legal summons and agenda.

Ensure that all public notices are posted as preseribed.

Ensure meeting quorate and maintain attendance records.

Complete minutes of proceedings..

Arrange signing by chairman and maintain file,
Administration’ Access Ensure that access is available to all, Annually Law Low 1
Legal Have regard to provisions for Disablement & Disability

set aside specific area for Press & Public.

¢+5 Physical Personal Injury Ensure that appropriate regulations/controls are in place to Annually ow Low 1
minimize the risk of injury to officers, members & public.
Ensure that defined standards are being maintained.
Ensure that, where necessary, appropriate notices are in
place.
Ensure that the council has appropriate insurance cover.
cns Physical Security Define policy for security of staff, members, premises and Anmually Lo Low 1
equipment
Allocate responsibility for security/control and
implementation.

) S . . ronores | | | m. |||||||||| lw.h.-___.mﬁ.mhm m"”“"
Completed by: Date: Position: dsesemlg % | scemi]l ¢

i
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Your Duty = Duty to disclose documents and to adopt publication scheme

_ln_ﬂm m m_ﬁ 'S repo 2” Council Property and

Reguirernent =
Airm = None
Ref

;¢ Financial

zp7 Physical

o7 Professional

Completed by:

PR Levead Crmneil Rink Svsterm)

Legal Liability as a result of Assel
Ownership

Loss of assets

Failure to effectively process
documents

" Documents

Soorng nofe:
Low =1,
Medium =2
and High =3

-~ .

Ensure that adequate Public Liability Insurance is in place.

Allocate responsibility for and maintain effective security
of all assets.

Maintain an Asset Register

Ensure that adequate and appropriate insurance cover is
held.

Allocate responsibilly for maintenance of effective control
of documentation.

Un fine _“_Enmazqm *.E, ﬂnmaa_:m accEHEE_M__ receipl,

Position:

Reviaw

F e i arw

Annually

Anmually

Daily

Barling Magna Parish Council
Assessment for year 2018 To 2019

Likefihood lmpact

of on
PR ———— * TYT ¥ 1)
1 oex Lo
L.ow L
Loy Low

S Aaf 34

Your
aciion
Rigk reqguired
Walirm = 3
1
._—
1

SR et 2119




Barling Magna Parish Council

Assessment for year 2018 To 2019
Your Duty = Duty of Notification and Duty to Disclose (subject access)

. ) . Scoring fola:
Reguirement = To ensure that statutory requirements are met. Low = 1,
: Medium =2 Your
Aim = and Higl =3 Likelihood Impact nnn_._u___._.
Ref Review of on  Risk required
.. Risk  Mezard Control timing _occurrence Councll Vaive (>3
s+ Administration/ Breach of Confidentiality Arrange Registration under the Data Protection Act. Duily Viedinm Mediom 4 Fes
Legal Formalise Procedure for dealing with Confidential Data.
o m | Average _ =
Completed by: Date: Position: el bl e { ! | score: |

LERS thovcal Ol Rixk Svstem) 0 Clapurishit DV Solutions Vaar 3010, AN ol vaseriad 00000 St A R R 2




Your Duty = Duty to Appoint
. \ e Sroring note;
Requirernent = To ensure that the council fulfills it's responsibilities. Low = 1,
Madium =2
Aim = and High =3
Hazard Control

Ref
Risk

+5: Professional

i P rofessional

i=« Professional

+  Professional

4n; Professional

..+ Professional

LERS L anal Crinsi Bk Sostem

Law

Attacks on Personnel

Lack of Training

Loss of key statt
Inability to retain staff

Inability to recruit

Lack of Employvee
motivation/efTiciency

Arrange annual review of Staff Contracts of Employment
Awareness of new legislation.

Arrange the necessary training to fulfil requirements
Ensure that an effective security sylem is in operation.
Ensure appropriate insurance cover held.

Ensure other workers in building are aware of staff
working alone.

Ensure staft have telephone access at all times during their
work.

Advise stall to refuse admittance o the Council Offices to
people unknown to them until such time as Members of the
Couneil are in attendance,

Determine a policy for training,

Arrange annual review,

Regular Staff Appraisals to highlight any training needs.
Take advantage of any localised training through local
associations, SLOCC ete.,

Encourage stall to network with other Clerks in the area.
Maintain appropriaye training records.

Regular Staff Appraisals
Complete exit queslionnaire.
Review recruitment policy.

Ensure that each employee has job description.
Arrange regular staff appraisals.

Maintain appropriate staff records.

Defined training policy in operation.

S i e DA Seifutione Yo 30 AT weiive s

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood impact action
Review of en  Risk required
timing  occurrence Councll Value (>3
Annually iom Low 1
BMonthly Luw Law 1
Annually Fiow Low i
Chiarterly Low  Medinm 2
Anmually fow Low 1
As und when Lo Luywe 1
Annually Low Laow 1

b S R R

Shest T of 34




Barling Magna Parish Council

Assessment for year 2018 To 2019

Your Duty = Duty to Appoint

Sooring note:
Requirement = To meet commitrnent of council employment policy. Sr..m =1,

: Mentiim =2 Your

Aim = and High =3 Likelihood Impact action
Ref Raview of an  Risk reguired

Risk Hazard Control timing  occurrence Councll Vaise (>3

7} Average _a
nﬂﬁuﬁu.ﬁﬁ_ﬂmi U_..—__n Date: Position: o o resks sooréd 7’ 7 .w sCore; 1.1
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- Entertainment and the arts  Barling Magna Parish Council
Assessment for year 2018 To 2019

Your Duty = Provision of entertainment and support of the arts

Socaring nofe:
Requirement = To ensure that appropriate insurance cover in place. Low = 1,
; Medium =2 Your
Ain = and High =3 Likelihood Impact action
g Review of on Risk regquirad
... Risk Hazard Control timing occurrence Council Value (>3
s Administration/ Provision of adequate insurance Carry out annual review of insurance to ensure appropriate Annually L Low 1

Legal cover cover in place.
Ensure that any contractual insurance requirements are met.
Examine cover held by service providers.

+s7 Administration’ Absence of key staft Define responsibility for staft control Annualky Pew  Medinm 2
Legal Ensure that proper arrangemenits are in place to meet
service requirements.
Have arrangements in place for emergency cover.
s Administration/ Staff training Determine council policy for training, Annually fow Low 1
Legal Ensure that all stafl receive appropriate training where
necessary.
Maintain records of training provided
+er Environmental Noise pollution Where appropriate set conditions in hire documentation. Asand when  Low Low 1

Carry out regular site inspections,
Maintain record of any complaints received and instigate
prompt action where appropriate.
Liaise with local enforcement agencies,
.o Environmental  Vandalism Maintain efficient and elTective security. Annually Lom Low 1
Maintain liaison with local enforcement agencies,
Take action as appropriate against offenders,
i Pinaneial Box Office controls Determine policy and responsibility for box office security. Annually Laon Low 1
Define responsibility cash handling procedures
Ensure appropriate staff training.
Maintain comprehensive records, ticket
returns/reconciliation etc.
Arrange periodical checks/internal audit.
Financial Contractual arrangements with Ensure that a signed contract is in place as pre requisite of Asandwhen  Low Low 1
service providers- films, artistes ete.  service provision.
Check/enforee contract conditions in interest of council.

U Comveioli DMH Soluticns Year 210 Al vivhts rerérvad R Sheot Al A8 I G 2019




Your Duty = Provision of entertainment and support of the arts

Entertainment and the arts

Seorng note:
Reqguirerment = To maximize income due to the council Low = 1,
Medivm =2
Aim = and High =3
Ref
........ (eial oL L1t AN - . | ;.| SO
Financial Failure to collect rents & charges Define responsibility for collection of incom
Ensure that all income due to the council and received is
properly recorded.
Make provision for prompt banking.
Issue tickets/receipts for all income received.
Follow defined procedure for reminders in respect of
unpaid accounts.
Take appropriate recovery action where necessary,
Arrange appropriate internal audit testing.
Council approval required for write-off on any
irrecoverable debts,
Fire To safeguard against the risk of fire.  Fnsure Health/Safety testing complete.

< Physical Maintenance of equipment

Physical Securily of exhibity

FEERS fhaveal € e d Rick Suxtiml

Ensure appropriate stafl (raining

Provide for strict security/control of combustible materials
held by couneil.

Provide appropriate exlinguishers etc.

Ensure appropriate signage in place.

Ensure appropriate regulations/controls in hire
documentation.

Determine responsibility for use and control.

Arrange contract maintenance for specialist equipment.
Provide for any necessary staft training.

Provide for appropriate protective clothing.

Ensure that any necessary licences, certificates for use
have been obtained.

Ensure that security is sound.

Ensure that any disposals are properly dealt with.
Maintain proper records.

Determine policy/ responsibility for security of exhibits.
Ensure effective security arrangements in place.

Ensure adequate insurance cover in place.

i Caprivht DMTT Solutinng Feaw 2000, Al st v

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood Impact action
Review of on  Risk required
timing urrence Councll Valwe (>3
Annually Lon Low 1
Anmually T M eclinm 2
Annually i Low 1
Annually Low Low 1
CRhear 0 o T i 2O




Your Duty = Provision of entertainment and support of the arts
Requirement = To minimize loss through theftfmisappropriation

-+ Physical

Sccurily of equipment

Phvsical Fire

.+ Physical Maintenance of buildings

Physical Security of buildings

Completed by:

o Entertainment and the arts

Soaring note;
Low =1,
Nderctiarg =2
and High =3
Review
Lol s T S

Diefine policy [or security of premises and equipment. Annually
Determine responsibility for security/control of equipment.
Ensure effective security arrangements in place.
Maintain asset register.
Ensure Health/Safety testing complete, Annually
Ensure appropriate staff training
Provide for strict security/control of combustible materials
held by council.
Frovide appropriate extinguishers etc.
Ensure appropriate signage in place.
Ensure appropriate regulations/controls in hire
documentation.
Define responsibility for maintenance. Annually
Carry out regular inspections of all premises,
Maintain detailed records of all work scheduled/completed
Responsibility for security detined. Annually

Staff emploved or contract with service provider in place.
Appropriate staff training complete.
Detailed schedules/records maintained.

Position:

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood frmpact action
of on  Risk required

Lew  Mediom 2

Lo High 3

i Low i

1 Average mnll...\
Mo of nsics seored w “ 1.3
Skl “4mm score. |
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Your Duty = Duty to ensure responsibility for financial affairs

; e ] . i g Svorng node:
Requirement = Efficient financial administration Low= 1
Mediunm =2
Aim = None and High =3
Ref
Risk st SO Control
Administration’ Failure to comply with Inland Maintenance of comprehensive records of all calculations
Legal Revenue Regulations of income tax, national insurance deducted from pay

o Administration’ Failure to maintain record of couneil
Legal assels.

Administration/ Incurring expenditure withour proper
Legal legal authority

Administration’ Failure to comply with Customs &

Legal Excise Regulations
Financial Poor Financial Managemeni
Financial Risk to third party as a consequence

of providing a service

FERE T acal Council Rick o)

Regular returns to Inland Revenue; prepared by the Clerk;

checked by the Assistant Clerk

Arrange prompl pavment of all sums due.

Define responsibility for maintenance of asset register.
Ensure that all acquisitions/disposals are accurately and
promply recorded.

Carry our periodical inventory checks,

Record in minutes powers under which expenditure is
being approved.

Ensure that value added tax is properly administered.
Refer to guidance in HMCE Notice 749, Seek further
guidance from HMCE where necessary.

Ensure that all input tax and output tax is properly recorded
Complete and submil val claims promptly and on a regular

basis.

Reconcile claims to cashbook.

Determine responsibility for the management of the
financial affairs of the council.

Maintain and review Standing Orders/Financial regulations.
Maintain an effective budgetary control/financial reporting

Syslem.
Maintain an effective internal audit,

Ensure that appropriate insurance cover/policy is in force.

R amueieht T Solutinice Face TR0 AT riehis si e

Financial Management Barling Magna Parish Council
Assessment for year 2018 To 2019

Shut PR T

Your
Likellhood impact action
Review of o Risk required
timing occurrence Couricil Vatue (>3
(uarterly Foasw Low 1
Annually ow Laaw 1
Annualby [ Law 1
Cuarierly Loew Law 1
Anmalby b Laow 1
Anmually [ Law 1

SN e R




Barling Magna Parish Council

Assessment for year 2018 To 2019

Your Duty = Duty to ensure responsibility for financial affairs

Svonng note;
Requirement = To ensure that expenditure is properly authorised and Low =1,
Madivim =2 Your
Aimr = and High =3 Likelthood Impact action
Ref Review of on  Risk reguired
Risk Hazard Control timing  occurrence Council Vaive (>3]
zg Pinancial Failure to ensure proper use of funds  Ensure that all expenditure under section 137 js separately Cuarerly Luvw Lvw 1

under specific powers / 5137 recorded in the cashbook.
Ensure that total expenditure does not exceed the statutory
limitation for the council,
Ensure that all grant applications are complete and fully
supported prior to submission to committee/council
Ensure that all approvals are properly recorded in council

minutes.
Ensure that no alternative statutory authority is available.
s+ Financial Failure to keep proper financial Define responsibility through appointment of Proper Manthly Lis Low 1
records Financial Officer

Ensure appropriate standing orders and financial

regulations in place thal are subject to periodic review.

Implement effective independent internal audit.

Introduce periodical checks by Chairman/other appointed

members.

Arrange for regular financial reports to committee/council
i Financial Loss of money through Determine responsibility for cash at all sources. Monthly Liw Low 1

theft/misappropriation. Ensure that receipts are issued for all income.

Ensure that secure arrangements are in place for all monies

held pending banking.

Ensure that proper arrangements are in place for prompt

recording and banking of

all cash received.

Ensure regular bank reconciliation

Arrange regular report to council.

Ensure that council holds adequate fidelity guarantee

insurance.

SHCRS el Cincil Risk Svetemt
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Your Duty = Duty to ensure respensibility for financial affairs

Requirement = To minimize the risk of loss

Aim =

payments system.

4., Financial Failure to set a precepl wilthin sound

budgeling arrangements

~ throughout the year,

Completed by:

BERS i eeat Cagrell Rigk Svefen)

R T DM Solutieste Vaar JOT0 Aokl e

Barling Magna Parish Council

Assessment for year 2018 To 2019

Sooring nofe;
Low =1,
Madium =2
and High =3

Yaur
action

Likefihood Impact
Rigk required

on

Review
simi
Manthily

Luw 1

All payments to be supported by an invoice/voucher.
All detail to be checked and payment entered into a
cashbook.

All payments to be approved by council and recorded in
minutes.

All chegues to be signed by at least two authorized
members.

Signatories to endorse cheque counterfoils and check
payments against

invoices/payment vouchers,

All expenditure to be the subject of sound budgetary
control.

Determine responsibility of clerk/committee/council.
Ensure that presentation to committee/council follows an
agreed timetable.

Ensure that precept is set as a result of a full report
detailing requirements for forthcoming year for all heads
of income and expenditure.

Review all charges made by the council.

Review adequacy of all balances and reserves.

Fnsure that effective budget monitoring is in place

Somithly Law

| U Average
Position: bt m score:

M.l 1.0

i Tt 3 e DO




Barling Magna Parish Council
Assessment for year 2018 To 2019

Your Duty = Power to participate in schemes of collective investment

. ) Seoring nofe;
Requirement = To maintain proper records. Low = 1,
Medium =2 1a.__.=
Afrm = and High =3 Likelihood Impact .mﬁn___m.a
et Review of on  Risk required
Risk Hazard Control timing _occurrence Council Vaiue >3
. Administration/ Maintenance of Investment Register Determine responsibility for maintenance of investment Annually Low Low 1
Legal register.

Maintain effective internal audit.
;7> Financial Financial Loss i.e. theft Determine policy/responsibility for investment. Annually Lam Low 1
Ensure that investment/transfer/withdrawal of funds
subject to council approval.
Ensure that all transactions are subject to counter
signatures of clerk/authorised council members.
Arrange for regular inancial/monmitoring report to
couneil

Completed by: Date: Position:

S P SN L QMR ¥ e § TV
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Your Duty = Duty to meet

Seonng nole:
Requirernent = All Meetings open to everyone Low= 1,
Medium =2
Awm = Standing Orders on Conduct and High =3
Ref
.......Risk BN, oo s sl BONEOY s s g s,
co Administration/ Failure to respond to the elector's Ensure members and staff are aware of Electors’
Legal wish to exercise its rights Righis.
Follow procedures for dealing with enquiries.
Increase awareness of accessibilty of the Council to the
public
Administration’ Failure to comply with new Ensure that proper training policy is in place.
Legal Regulations /Legislation Continue in membership of appropriate loca‘national

257 Administration/
Legal

Administration/
Legal

o Administration/
Legal

Completed by:

DORE T ] Conirieil Rivk Svetamb

Failure to meet statutory duty on
meetings

Failure to report Council business in
Minutes

Disability & Discrimination Act

Date:

CHT Camiickit DMIT Solfutions Fear 2001 A1 viwhie wsarved

associations.

Continue to subscribe (o appropriate publications.
Encourage staft networking,

All notices are posted in the prescribed places 3 clear days
prior W any meeling,

All Councillors are notified of Meetings by wav of a
summaons and agenda,

Minutes of all meetings are taken and kept.

Maintain attendance records.

Ensure proprer, timely and accurate recording of council
buginess in the minutes.

Ensure that all minutes are signed and paginated.
Maintain security of master copy.

Ensure that all conditions of the Act as they atfect service
provision are met,

Allocate responsibility to ensure that standards/ongoing
requirements are met.

Carry out periodical review of service.

Position:

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood Impact action
Review of on  Risk required
timing occurrence Council Value =3
Annually i Lanw 1
Muonthly Law Lavw 1
Maonthly Law Lavw 1
Crarterly Law Low 1
Annually Loy Lo 1
[} Average
to of risks sooved _ 5 m ) 1.0
| score;
Shit 6 o38N G 6




. Open spaces

Your Duty = Power to acquire land and maintain
Requirement = To minimise risk arising from anti-social behaviour.
Aim =

Ref

Risk Hazard

Yandalism

Barling Magna Parish Council
Assessment for year 2018 To 2019

Soorng nofs:
Low =1,
Medium =2
and High =3

Your

action
Risk required
=3

Likelirood Impact
of arr
occurrence Council Value

Review
timing

Alpgdiam

Monthly

Take action as appropriate against offenders.

;5 Environmental Pollution

Mainiain record of any

Carry out regular site inspections.

Monthly Low

complaints received and instigate

prompt action where appropriate.
Liaise with local enforcement agencies.

+3; Environmental Fly tipping

Carry out regular site inspections.

Medium &4 Yex

Weekly [

Arrange for safe disposal Lacility,

Ensure any hazardous substances are properly dealt with.
Maintain liaison with local enforcement agencies.
Enforce regulations/byvelaws as appropriate.

Financial Inadequate budget provision

budgetary process.
Physical Property Maintenance

Allocate responsibility

Ensure that service income/expenditure is detailed in

Diefine policy for maintenance of assets.

Annually i Low

[ Low

Annually
and ensure that any training

reguircment is complete
Staft emploved or contract with service provider in place.
Ensure all property is properly maintained through regular

inspection/servicing.

Ensure that proper maintenance records are complete and

up to date.

Physical Personal injury

Ensure that appropriate regulations/controls are in place 1o

Annually Foanw Low

minimize the risk of injury to all facility users.
Arrange regular site inspection to ensure that defined
standards arc being maintained.

Ensure that, where necessary, appropriate signage is in

place.

Maintain detailed records.

Ensure appropriate insurance cover in place.

Completed by:

TR el il Rivk Sustent

Position:
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ort Planning & Development Barling Magna Parish Council

Control Assessment for year 2018 To 2019
= Rights of consultation
Your ..U.h._&a 9 Scorng note:
_ = To meet consultation timetable Low =1,

Requirement P s o | Mot =2 Yaur

Aim = Ensure the reduction in antisocial behaviour is considered and High =3 Likelihood fmpact ~ action
Ref Review of on  Risx reguired

€ . 7 AR R T . sloalors  rrsesemenn Croeedl Valoe (2 3)

.- Environmental Failure to comply within Ensure adeguate number of Planning & Environment Cttee Annually Low Medium 2
consultation deadline meectings are arranged.

Where necessary liaise with the Planning Authority for
possible extension.

Completed by: Date: Position- e of risks soore

FAORS sl € vatiidl Rivk Suatent] SR il DM Selutions Year POV Al vl Favavad
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s# LCRS 5. Risks repo

Your Duty = Power to provide

Requirement = To maintain a register of complaints/injuries and action taken Low = 1,
Aim = Complete complaint etc. register as required and High =3

Ref
n_.m_w Hazard

o Administration/ Inadequate maintenance of records
Legal
Financial [nadequate insurance cover

Finaneial Inadequate budget provision

Physical Personal Injury

Completed by: Date:

RS rial €raiedd Risk Sustan

+  Play Areas

Barling Magna Parish Council

Assessment for year 2018 To 2019

Soaring nole:

Medium =2

maintained.

To include all relevant risks on the councils insurance
policy

Ensure that service requirements are detailed in annual
budget process.

Detine responsibility for regular inspection of play areas.
Define responsibilty for and ensure regular inspection of
play equipment & play surfaces

Arrange periodical inspection and report by suitably
qualified professional.

Ensure that inspection tmetable is adhered to and
inspection log completed.

Maintain records of all inspections/maintenance.

Position:

Review
timing

Annually
Annually

Annually

Dhaily

Mo of misis som

Your
Likelirood impact mn&_u:_
of on Risk required
accurrence Council Valwe (= 3}
Medion Mediom 4 Fes
Laow Low .___
Lagw Low ;—

Medinm  Medium 4 Yes

o o wbﬂmﬁmmm” Mlm.m
_|m score. i
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—-n Provision of Barling Magna Parish Council
" Website/Internet Access Assessment for year 2018 To 2019

Your Duty = Power to provide from 'free resource’

) . mnma.am_ 3w$“
Requirernent = T0 ensure proper financial provision tmau_ﬂ g m.“w_. ﬁq
T = and High =3 Likelihood fmpact
Ref [g LN R ...h.___..__._w_._w.-ll..i. - - " ﬁ__.m.__u .....1..1”.”..!..:.... ._.Hmu_.“__:..ﬂ ...MI-.”H uﬁﬂh..hﬁﬂﬂ
Financial Inadequate budget provision Ensure service requirement included in annual budgetary Anmually Lew Low 1
process
::» Technical Failure of Website/Internet Providers Ensure a backup copy of data is maintained. Weekly  Mediom  Medium 4 Fes
Liaise with provider to ensure early reinstatement of
service, .
T Average
Completed by: Date: Position: Hechaemmmonmdit 2| oo 5

ECRE e el Rick Suseem) S N N B erotet Y Sliitinege Yome STOTT: - ATE ity moeoe s o Sl AR R R TR




Raf

S

SR LY

Your Duty = Power to provide buildings for offices and for public meetings e

LHY 5

Reqguirernent = To provide effective control of facility bookings etc ;qu - q_m
LM =

Aim = and High =3

Administration/ Failure to complete user agreements

Legal

Administration/ Failure to obtain necessary licences.

Legal

Administration’
Legal

Environmental

Financial

Financial

- - Financial

LT RS iTteied Compeedt Rk Rvetaml

Maintenance of diary of evenls elc

Moise et pollution

Inadequate budget provision

Failure to collect income

Failure to set/review charges

Determine responsibility for dealing with user applications.
Completed agreement to be a pre-requisite of tacility hire.
Arrange periodical review of conditions of use etc.
Determine responsibility for obtaining licences.

Maintain adequate records of licence application, renewal
etc.

Determine responsibility for maintenance of events diary.
Completed booking/application for a prereguisite to
facility hire.

All applications to be cross referenced to accountreceipt
number and filed.

Where appropriate set conditions in hire documentation
Carry out regular site inspections.

Maintain record of any complaints received and instigate
prompt action where appropriate.

Liaise with local enforcement agencies,

Ensure that service/facility requirements are detailed in
Budget process.

Dietermine responsibility for collection of income

Ensure that all income due to the council and received is
properly recorded.

Issue receipts for all income received.

Arrange for prompt banking of all income.

Follow defined procedure for reminders in respect ot
unpaid accounts,

Take appropriate recovery action where necessary.
Arrange appropriate internal audit testing,

Council approval required for write-off on any bad debts.
Ensure that all charges are reviewed annually as an integral
part of the budgetary process,

T Comvrietis DMIT Solutions Yoar 000 AT rhobie redrmd

Review

S

Annually

Annually

Ouarterky

Annually

Anmually

Annually

Annually

sort Public buildings and Village Barling Magna Parish Council
HEEE pall Assessment for year 2018 To 2019

Your

Likelihood Impact ~ @tion

af on  Risk required
mnnrreaasa aoneil Valie =3

L Low 1

Livwr Low .ﬂ

L Laow 1

Lirer Laovw .‘

Ly Larw .._

Lon Laiw )|

1siw Low b}
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Public buildings and Village Barling Magna Parish Council

hall Assessment for year 2018 To 2019
Your Duty = Power to provide buildings for offices and for public meetings .
Frowiig note:
i = . : e ki,
Requiremnent = To ensure proper maintenance of premises and minimize risk Emn__q:a i Vi
Aim = and High =3 Likelihood Impact una_._”__:n_
eview Risk regquire
Ref i [ Y P—— G T msq.....l....!... }.:....M_.Hil.l.l -J_JG..H-_:.# Walua = 3}
i Physical Maintenance of buildings Define responsibility for maintenance. Annually  Mediom Mediom 4 Yes

Carry out regular inspections of all buildings.
Ensure that where appropriate proper contractual
arrangements are in place.
Arrange staff training where required.
Maintain detailed records of all work scheduled/completed
- Physical Hazardous substances Define responsibility for use and control. Ansually Ly Low 1
Praovide for any necessary training.
Provide for appropriate proteclive clothing,
Ensure that any necessary licences, certificates for use
have been obtained.
Ensure that security is sound.
Ensure that any disposals are properly dealt with.
Maintain proper records.
sas Physical Fire Ensure Health/Safety testing complete. Quarterly L Migh 3
Ensure appropriate staft training
Provide for strict security/control of combustible materials
held by council.
Provide appropriate extinguishers etc.
Ensure appropriate signage in place.
Ensure appropriate regulations/controls in hire
documentation.
- Physical Vandalism Maintain efficient and effective securily. Annually  Medivm  Mediom 4 Yes
Maintain liaison with local enforcement agencies.
Take action as appropriate against offenders.
-av Physical Thefi Determine responsibility for security. Annually Liw Low 1
Ensure that security of all plant, equipment and premises is
recognised as a priority.
Provide for required stafl training
Maintain register of assets.
Maintain liaison with local enforcement agencies.

....... : = uﬁ
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Requirement = To safeguard council assets

Aim =
Ref
- Physical Securily of premises and conlenls
Completed by: Date:

LORE iLiead Conncil Rixk Svxleml] D R R

“ hall

Your Duty = Power to provide buildings for offices and for public meetings

Scaring note;
Laws= T,
Medium =2
and High =3

[ W B |

Define policy for security of premises and equipment

Allocate responsibility for security/control of equipment.

Maintain asset register.

Position:

Public buildings and Village Barling Magna Parish Council
Assessment for year 2018 To 2019

Your

Likelihood lmpact action
Review of on  Risk required
P e e Forraneidl Walie = 3}

Annually L Medinm 2

[ | Average
Moof nsks scored | 13 ) mﬂﬁmhm... o
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Your Duty = Soring nota;
Reguirement = To minimise risk arising from use. Low =1,
Medium =2
Aim = and High =3
Ref
...... e . ... S Controt
o Physical Injury or damage arising from use.  Carry out regular inspection of public seating & maintain
records,
Have necessary arrangements in place for repair‘renewal.
Ensure that appropriate insurance cover is held.
Physical Fire Ensure Health/Safety testing complete.
Ensure appropriate stall training
Provide for strict security/control of combustible materials
held by council.
Provide appropriate extinguishers ete.
Ensure appropriate signage in place.
Ensure appropriate regulations/controls ahdhered to,
Technical Provision of inadequate public Ensure that all applicants wishing to provide public seating
seating are provided with a copy od the council policy.
Inspect all seats prior to acceptance to ensure required
mgﬁ.—ﬁ—um Eﬂ Enﬁu ................
Completed by: Date: Position:

FORE e Ciiet? Bk Svsting
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Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood Impact action
Review of an  Risy required
timing occurrence Council Valus (>3
Annually 1o Low 1
Anmual by Low Laow 1
Adnually L Laovwr 1

o of mzks sooeed

| - s e
o3 qu.ﬂm_m me 1.0
|~ i score
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Your Duty = Power to provide

Sooring nofe;
Requirement = To ensure proper agreements in place Low = 1,
Meadium =2
Aim = and High =3
Ref
Risk  Hazard Control S B
-y Administration/ Service level agreements Ensure that all service level agreements are fully
Legal completed and operational.

Administration/ Contracts with service providers

Legal

<+ Environmental WVandalism

;u; Environmental Fly posting

snp Environmental  Failure to provide lighting

- Financial Inadequate budget provision
cor Physiecal Maintenance
oo Physical Security of inspection plates ete,

LW veat Caricil Risk Svsten)

Monitor performance to ensure conditions met,

Review conditions periodically.

Ensure that all contracts are signed and sealed.

Monitor performance to ensure that contract
conditions/obligations are met.

Where appropriate examine contractor insurance
documentation.

Review conditions periodically,

Maintain efficient and effective security.

Maintain liaison with local enforcement agencics,

Take action as appropriate against offenders.

Detine policy on fly posting

Maintain laison with enforcement agencics.

Take action as appropriate against offenders.

Monitor Service Level Agreement with major authority on
a regular basis

Report any faulty lights as soon as possible

Monitor service performance and enforce agreement
conditions.

Ensure that service/facility requirements are detailed in
budget process.

Define responsibility for maintenance,

Ensure contractual arrangements in place for renewal/repair
Carry out regular inspections of all equipment.

Maintain detailed records of all work scheduled/completed
Arrange for regular inspection of equipment.

Ensure contractual arrangements in place for
renewal/repair.

Anmzally

Annualky

Annualily
Annually

Chaarterly

Annually

Annually

Aanually

Your
Likalihood Impact action
of on Rigk reguired
OCCUTRNCe Council Valve > 3
1. desa Lawwy ..—
(0 Low 1
Liw Low 1
[ Laow 1
Lo Low .ﬂ
b Low .—
Medium 4 Yes
Hiek Low 3
Nliiet 25 ERE 0T s YRS

Street/Footway Lighting Barling Magna Parish Council
Assessment for year 2018 To 2019




Bo ~ Street/Footway Lighting

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your Duty = Power to provide

Scorng nofe:
irement = To maintain service standards. Low =1,
Requirement AMadivim =2 Your
Aim = ard High =3 Likefihood Impact Hnn__.m:-
Ref Review af on Rigk reguired
Risk Hazard Control timing _occurrence Council Vatue (>3
.......................................................... | ) 9" Avarage -
Completed by: Date: Position: foptasksscoes | 8 1 score:] T
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port Village Signs

Your Duty = Power to erect (with Highway Authority approval)

Barling Magna Parish Council
Assessment for year 2018 To 2019

Seoving nola:
Requirement = To ensure proper financial provision Low =1,
2 RFP P Medium =2 Your
Ajm = and High =3 Likefihood Impact action
Ref Review of on  Risk required
Risk Hazard Control fiming _accurrence Council Vatue  (>3)
Financial Inadequate budgel provision Ensure service requirement inchuded in annual budget. Anally B Low 1
.+ Physical Inadequate maintenance. Determine responsibility for maintenance. Quarterly Lon Law 1
Arrange periodic inspection.
Arrange tor repairs/maintenance as required.
soq Physical Vandalism Carry out regular inspection of signs. Monthly Lirw Low 1
Maintain liaison with local enforcement agencies.
Take action as appropriate against offenders,
[T Average m':H‘l
e In of veks soomed 1 N .
Completed by: Date: Position: et ansieaeg _m, score:

TCRE el el Risk Suatem)
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—lommw Risks re ...”...u... : Barling Magna Parish Council

s G Assessment for year 2018 To 2019

e
Your Duty = Power to utilise well, spring or stream and to provide facilities ———
: . Sooving note:
Requirement = To meet statutory requirements for extraction Low =1,
Medium =2 Your
Airm = arid High =3 Likelihood Impact A
Ref Review of on Risk required
Risk Hazard Control timing _ occurrence Council Value (3
Administration/ Absence of Licence Define responsibility [or obtaining licences. Annually Laver Luow 1
Legal Maintain adequate records of licence application, renewal
ete,
s+ Physical Loss/damage to Water Supply Define responsibility for maintenance of water supply Asand when  Low Low 1
Ensure that system is in place to report and rectify all faults.
Maintain such arrangements as necessary with local
- - B n.—.:-sqmﬁﬁﬁwun. - e - A = ..
gy _ ..... Average i
Completed by: Date: Position: Wegtiskeneos 4 score: M ;
Shet WGl 38020 Taweasev 2020
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g% LCRSS

.r...L.._,_
Your huﬁ.___ﬂ._\ - . Sooring rofe:
Requirerment = To maintain effective administration Lﬂ.ﬁ HN
Lim =
Aim = To have proper control of web-site and High =3
Ref

... Risk Hazard ] Control R

sx Administration/ Content Ensure that all content is specifically approved by council.
Legal

Administration/ Confusion arising from links (o
Legal external websites

i Administration/ Dependence upon an individual
Legal

Administrationy Insurance
egal

Administration’ Lack of motivation for continued
Legal management of websile,

o Administration’ Non conformance with the Data
Legal Protection Act

SECRE iTacal Crrmcil Rivk-Svstemi

S amveieht T Sofutiory Fear 2004 riel eeehaad

Ensure that adequate control is in place and that website
makes clear council privacy pelicy that it is not responsible
for the privacty practices or the content of external Web
sites,

Ensure that a minitmum of two people have the necessary
ahility to undertake all wehsite activity and are up to date
with current site status.

Provide training where necessary to minimise risk.

Ensure that appropriate insurance cover is held by council,

Recognise risks associated with poor site maintenance and
development - lack of users - lack of feed back - user
dissatisfaction - waste of resources.

Ensure that proper recognition is given to site manager.
Arrange for regular review of site content, and
development

Consider setting up a small committee of interested
members to support ongoing development of website,
Where posting information to web site, or storing personal
information, ensure that permission is in place and the
eight principles of data protection have been [ollowed: The
data must be; fairly and lawfully processed; processed for
limited purposes; adequate, relevant and not excessive;
accurate; not kept longer than necessary; processed in
accordance with the data subject's rights; secure; and not
transferred to countries without adequate protection.

Review

Annually

Annually

Coarterly

As and when

Web Sites Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood Impact action
of on  Risk required

occurrence Council Valua (> 3}

Mednon  Mediom L. Yes

High High 9 Yex

Luw Loy 1

Fogew Law 1

Tk High 9 Fes

Clrewt 2 AERE R e e




Your Duty =
Requirement = To minimise risk
Aim =
Ref
.....Risk Hezed == o .
Administration/ Non compliance with Freedom of
Legal Information Act

Administration’ Availability of Soltware tools to
Legal build and manage site

. Administration/ Loss of Data/ Inability to access
Legal backup

5 Administration/ Ownership and Control of Universal
Legal Resource Locator {URL)

. Administration’ The placing of information on site
Legal that may put people at risk.

Administration’ Lack of visiibilty of visitor numbers.

Legal

(RS vl Conmei] Rivk Sinem)

Web Sites

Ensure that ALL information, as declared in the Council
Maodel publication, is available via the clerk to the council

and alternatively via the web site.

Ensure that the council controls awnership of the necessary

Barling Magna Parish Council

Assessment for year 2018 To 2019

Seoving nhote:
Low =7,
Medinm =2
ard High =3

software including web-site editor, FTP{File Transfer

Tool), anti virus software, image management software

and a word processor,

Ensure that a back-up copy of web content is held by the

clerk and is updated on a monthly or other agreed

timescale.

Where web-site is subject to outside management carry out

monthly review.

Ensure that Clerk to the Council is listed as registrant of
website when Web address is purhased and registered.
Ensure that hosting charges and domain renewal charges

are met by council.

Ensure that council has full details of web address, account
name, user name and password to manage the web address.
Ensure that all involved are aware of the risks involved

when publishing information regarding individuals or

groups of individuals . Formulate and implement a policy

that follows best practice guidelines to protect those

involved.

Ensure that a website statistics package is available on site.
Ensure that website statistics are available to council and

are regularly reported to the appropriate council/committee
meeting,
Ensure that examination of detail is an integral part of the
rEVIew process,

Your
Likelihood Impact mn&_u:
Review of on Risk required
timing  occurrence Council Value =3
Annually 1. Low 1
As and when Low High 3
Manthly L Low 1

Anmually Modium 4 Yes
Anmually Lz Law 1
Anmually Wekinm Low 2

Shist A addd IR e 20T




Your Duty = . .
Spewing note:
Requirement = To minimise risk. Eﬂmﬂs,wm
Airmn = and Higf =
Ref
L L SN Control
P P&EEmSw:ﬂ: Compromise of noﬁwq_m_ﬁ by Il website contains links to other sites ensure unzs_ﬁ_a: of

Legal inclusion of website links or frames. destination website is prerequisite.

Technical Inadequate control of web site Ensure in all circumstances where third party is involved in
design and control of web site that a writlen formal
agreement is in place that details financial and other
responsibilities between the council and third party{(s).
Issue a sel of written guidelines controlling site content.

Technical Lack of visability of wehsite o Ensure that the site is registered with leading search

search engines engines ( Rapid registration is available at a cost).
Update and change the front page of the site (and other
pages) regularly to ensure that the search engine Spider
regularly visits the site and udates their listing.

Technical Risk arising from poor design / Ensure that design is undertaken by suitably qualified and

appearance of weh site experienced operators.
Geet details of and view previously developed sites.
Set standards for site design and ensure that council is
provided with full details prior w0 implementation.
;. Technical Failure to meet needs/expectations of Employ only suitably skilled persons to design develop site.
visitors to site. Maintain a record of all views,comments, complaints
received,
Carry out a regular review of the web site, with third
parties where appropriate and initiate agreed
changes/improvements where necessary,
Maintain dialogue with site visitors where appropriate.
Completed by: Date: Position:

LRSS viced Conineil Rivk Sveivnr)

_lomw m m_ @ ? ﬁumc Sites Barling Magna Parish Council

Assessment for year 2018 To 2019

Your
Likelthood Impact action
Review of on  Risk required

timing  occurrence Councll Value __u..&

Aanualby NMediwm Medinm a. H &5

Anmually Lo M edium 2
Chaarterly High Low 3

Asand when  Tiih High 9 Yev
Annually Vedivm  Mediom 4 Fexs

ey of e —....|ww hﬁmﬁmﬁm mﬁlﬂE

scone!
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Your Duty = Powers in relation to enclosure, as to regulation and

Barling Magna Parish Council

Assessment for year 2018 To 2019

Scaring node:
Requirement = To ensure that the council has adequate insurance protection. aﬂﬁm “hm s
. ik = action
Rof Aim = and High =3 — r.ﬁm..%cuﬁ__ h:_nt__._mnu. O
Riel o Control timing _ occurrence Council Value >3
¢ Administration/ Provision of adequate insurance Carry out annual review. Annwally Law L 1
Legal cover Ensure all risks are identified.
Ensure that appropriate insurance cover is held o protect
the council.
o Administration’ Agreements with users not in place.  Ensure completed and signed agreement as a prerequisite Annually Low Low 1
Legal of access to land.
Enforce conditions of agreement.
.« Environmental Weed control Ensue that weed control is carried out annually as planned. Annually Low Low 1
Arrange physical inspection of area(s) and report on
cffectivenass.
Ensure proper control of hazardous substances,
~ Environmental Dog fouling Ensure appropriate sighage in place. Annually ffigh figh 9 Fes
Provide bags/receptacles for dog waste.
Enforce dog fouling laws.
Arrange for appropriate agency to deal with stray dogs.
i Environmental Vandalism Arrange regular inspection. Monthly High High 9 Fes
Review security arrangements.
Maintain liaison with enforcement agency.
Instigate legal action against perpetrators where possible.
;7 Environmental Grass culling/mowing/hay Ensure that grass cutting/ sale of hay is subject to tender Annally Low Low 1
bids.
Enforce conditions of contract.
Inspect contractor's insurance documentation.
Physical Inadequate maintenance of trees &  Define responsibility and ensure that maintenance 1s Annually  Mediosn Mediom 4 Yes
hedges carried out in accordance with a planned programme.

FeRA L abal Council Rivk Sivien)

Ensure that any contracts tor maintenance work are
complete.

Ensure that adequate provision is made for urgent repairs.
Ensure that appropriate staff training is complete.
Arrange for periodical inspection and report.

SRR : Shii A2l 34
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Your Duty = Powers in relaticn to enclosure, as to regulation and

Scoving note:
Reguirement = To ensure proper maintenance and minimize risk. ?Ww@ = ﬂ_m
e =
Aim = and High =3
Ref Review
Risk _Hezard . Control S g
Physical Inadequate maintenance of footpaths Define responsibility for and ensure maintenance is carried Annually

g Physical

o Plhivsieal

LR i anel Conedl Rick Svsten)

& bridle paths

Uncontrolled/unauthorised usage

Personal Tnjury

out in accordance with planned programme.

Arrange provision for urgent'emergency work.

Ensure that any contracts are complete.

Arrange for periodical inspection and report.

Ensure that all necessary approvals re Preservation Orders
ete. are oblained.

Ensure approprate insurance cover in place.

Ensure that grazing etc. is carry out only in accordance Annually
with council policy.

Ensure that a signed agreement is in place for all users,
Ensure that recreational use is restricied 1o approved
aclivity.

Enforce regulations, byvelaws controlling use.

Ensure that gates, fences, hedges ete are properly Annually
maintained.

Ensure that recognised paths & walkways are properly
mantained.

Ensure that periodic inspection is carried oul.

Ensure that the correct, properly maintained
tools/equipment are available as appropriate.

Ensure that all staft have appropriate traiming and adhere to
approved working practices.

Ensure that any risks to the public are minimized and
eliminated wherever possible.

Ensure that all appropriate disclaimer notices, warning
signs ete. are in place.

Ensure appropriate insurance cover in force.

Maintain appropriate records.

Barling Magna Parish Council
Assessment for year 2018 To 2019

Likelihood 'mpact
of oan

Low Laver

T Medium

Sieding Medinm

Wheer A3 wfae

Your
action
Risk required

pecurrence Gouncit Valve (=3

1

4 ¥es

4 Yes
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Your Duty = Powers in relation to enclosure, as to regulation and

Reqguirement = To maintain standards of cleanliness and avoid risk

Ref
... Risk

it EGWE& ]

Physical

Completed by:

SECRY ihacal Coimail Rick Siwem)

Aim =

waste

Inadequate maintenance of fences
and boundaries

Date:

wildlife Reserve

Scoring note:
Lowr =1,
Mediumn =2
and High =3

Control

waste

Consider policing role and maintain liaison with local
enforcement agencies.

Arrange periodic inspection of land and report

Ensure that appropriate signage is in place.

Entforce regulations/byelaw re unauthorized dumping,
Arrange prompt removal of rubbish ensuring that
appropriate steps are taken to deal with any hazardous
waste.

Define responsibility and ensure that maintenance is
catrtied out in accordance with a planned programme.
Ensure that any contracts for maintenance work are
complete.

Ensure that adequate provision is made tor urgent repairs.

Ensure that appropriate staff training is complete.
Arrange for periodical inspection and report.

Position:

fiar of slcs u.w..._..w;m 12 |

Barling Magna Parish Council
Assessment for year 2018 To 2019

Your
Likelihood Impact action
Review of on  Risk required
timing  occurrence Council Value (=3
Anmual by High 9 Yes
Annalby s Medium 4 Yes

] Average ms.:ﬂ.m.tE
| score! i
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