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WESTGATE-ON-SEA TOWN COUNCIL
RISK ASSESSMENT AND MANAGEMENT SCHEME

Introduction

The Council is expected to carry out an annual assessment of the financial and other risks it is
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exposed to and identify any actions it considers necessary to minimise those risks.

The following table attempts to identi
actions. The list is not exhaustive, and
The risks are colour coded to demons

yellow for medium and red for high.

fy the risks involved and recommends the necessary
Council may wish to consider other risks not identified.
trate the likelihood of a risk to occur — green for low,

Service Area

Finances

Comply  with
HMRC
Regulations

Insurance

Risk

-

Recommendation

Ensure procedures adhere to
the  Accounts and  Audit
Regulations 2015 whilst
following guidance from the
Governance and Accountability
for Smaller Authorities in
England for the preparation of
accounts.

VAT payments and claims are
calculated by the RFO using the
RBS software and checked by
the Clir Auditor. Internal Auditor
checks annually at the audit.
Payroll provider calculates the
Income Tax and NI and provides
a report to the RFO who submits
the payment request to Unity
Bank for authorising by two
signatories.

Existing cover £10,000,000

Existing cover £10,000,000

Continue existing cover £2,500

Existing cover £500,000

Loss of revenue.

Ensure that any newly acquired
assets or equipment are
immediately notified to the
insurer and added to the
insurance schedule and an
ro-rata fees paid.

Existing cover £10,000

Existing cover £500,000

Existing cover £250,000




Personal Accident.

Existing cover £100,000 - £200
per week temporary benefit

Vehicle

Payroll

Employees

Adequate cover for the use by
cleansing operatives team and
maintenance person

Back up to cloud-based service
in place for all Town Council
processes. Introduced a payroll
provider to ensure calculation of
salaries and pensions were
undertaken by an independent
professional company to comply
with mandatory regulations such
as the National Minimum Wage
Regulations  2015.

Immediately advertise any
vacancy (if permanent loss) and
request help. Temporary cover
sourced when required.

Service Area

Risk

Recommendation

Risk of claims by employees

Ensure that Councillors and line
managers respect and follow
staff handbook requirements
and that staff confidentiality is
always adhered to. Use risk
assessments where necessary,
for example lone working,
display screen equipment,
machinery, and manual
handling as per the requirement
under the Management of
Health and Safety at Work
Regulations 1999. A Health and
Safety Policy has been
introduced for the Town Council.
Town Clerk successfully
completed the Managing Safely
course validated by IOSH.




Volunteers

Administration
procedures

A Volunteer Policy has been
introduced for the Town Council
and we have a Lost
Children/Vulnerable Adult Policy
that is used for events. Town
Council adopted a Safeguarding
Policy to demonstrate its
commitment to keeping safe
both adults, children and young
people in the community who
may be at risk.

Continue with requirement to
report all payments to Council
for approval.

Continue with requirement for
signatories to initial cheque
stubs. The Town Council
introduced online banking to
enable payments to be made via
BACS, each of the transactions
are authorised by two Town
Councillors.

Continue with bank
reconciliation to be carried out
on the receipt of each
statement.

Continue with memberships of
NALC, KALC and SLCC.

Allotments

Increase in net expenditure.

Review allotment rents annually
and water rates against latest
water bills.

Market
allotments.

vacant for

plots

Precept

Annual precept not the result of
proper detailed consideration.

Each Committee is consulted
and considers budget
requirements for following year
and submits to Finance and




General Purposes Committee to
collate and recommend Budget

to Full Council for Budget
debate and consideration.
Expenditure against budget

reported to Finance & General
Purposes Committee on a
uarterly basis.

Continue to regularly consider

budget  monitoring

(quarterly).

report

llegal expenditure by Me:

discussion  with
Chairman of Council and
Councillor Auditor, RFO to
report illegal expenditure to Full
Council for investigation and

action when applicable.

Following

Service Area

Risk

Recommendation

Accounting

Continue to require adequate,
complete, and statutory financial
records and accounts. The
Town Council Financial
Regulations are reviewed on an
annual basis and are covered in
the Town Council Standing
Orders to ensure they comply
with statutory  accounting
guidelines as set out in
Governance and Accountability
for Smaller Authorities in
England or known as the
Practitioners Guide.

Continue to ensure that all
accounts and returns are
completed and submitted by the
deadlines.

Continue with appointment of
internal auditor

Contracts

Ensure continued value for
money coupled with continuity of
work.

To ensure that the practice of
seeking tenders for contracts
and services is undertaken only
by the RFO and adheres to
financial regulations. The Town
Council follows best practice
and requires three quotations
for any services and/or goods
that are procured; in the event
that a large value contract of
£25,000.00 or more may be
awarded the Public Contracts
Regulations 2015 would apply.
Town Council has adopted a




Procurement Policy to provide
additional guidance on factors
considered when purchasing
goods and services.

GDPR

Data breach that could incur
financial penalties from ICO

Council are aware and
Clerk/RFO keeping Clirs
informed of developments and
updating on a regular basis.
The Town  Council has
appointed the services of a Data
Protection Officer to ensure that
the General Data Protection
Regulation implemented in May
2018 is managed and the risks
are minimised. The Town
Council has adopted a Record
Management and Retention
Policy to outline the process for
record retention and disposal. A
Privacy Policy has been
introduced to address any Data
Protection matters that may
arise.

Office Space

Town Clerk/RFO to ensure all
necessary reports are obtained
and in date, to procure
professional services to

undertake any plumbing or
electrical works.

Policies and
Procedures

Outdated and
legislation referred to.
Members are not fully versed in
the Council policies and
procedures and do not have an
adequate understanding of the
Standing Orders and Financial
Regulations.

incorrect

To review policies at least
annually for the Town Council
to ensure all current legislation
is adhered to.

Service Area

Risk

Recommendation

Governance

That Council are r

potential risk and res

To review the Statement of
Internal Control and Risk
Assessment Management
Scheme on an annual basis.
This is best practice and
complies with statutory
accounting guidelines as set out




in Governance and
Accountability  for ~ Smaller
Authorities in England or known
as the Practitioners Guide.

Management
and planning
for the

corporate body

Inadequate focus for the
corporate body, resulting in loss
of reputation and lack of public
engagement

Town Council has an adopted
Forward Plan which details the
values of the corporate body
and identifies the key themes
and priorities for the next four

Town Council has purchased
laptops for all office-based staff
to ensure all can work from
home if necessary. The phone
system allows for diverts to
external telephone numbers to
ensure the Town Council is still
in contact with residents during
a crisis. The Town Council has
an adopted Community
Emergency Plan.

Business Failure to undertake continuity

continuity planning including business

planning continuity  and community
emergency plan.

Pension

To ensure that all future Town
Clerk/RFO join the LGPS to
ensure continuity of
membership and that the
scheme remains live for the
Town Council.




