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Scores 0 - 6 Low 13 - 18 High

7  - 12 Medium 18 - 25 Very High
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Measures in place Measures to be taken to Reduce/Minimise/Control Risk
Responsible 

Person
Review

Physical 

Assets
Council Property Loss or damage to physical assets 5 2 10 Med.

Maintain & update register of assets, insure those assets in 

the Councils possession against damage or theft. All assets 

to be insured with value increased annualy by RPI

Update Asset Register on continual basis and amend 

insurance accordinglyTo be continually reviewed as new 

assets acquired

Clerk Annually

Physical 

Assets
Council Property Loss of documents 5 1 5 Low

Key documents copied electronically and originals stored at 

Solicitors.  Copies with Clerk.

Investigate storage by electronic means  Deposit historical 

records with County archives after review.
Clerk Annually

Physical 

Assets
Council Property

Risk or damage to third party property 

or individuals
4 3 12 Med. £10,000,000 Public Liability Indemnity in place.  Review annually, Clerk Annually

Physical 

Assets
Council Property

Injury to third party  through lack of 

maintenance
5 3 15 High

All assets to be inspected annually and maintained as 

required

To be reviewed throughout the year with a Log Sheet to 

record inspections, compliance with Policy and actions 

Councillors 

and Clerk
Annually

Physical 

Assets
Council Property

Accident or injury during volunteer 

maintenance of assets
5 3 15 High Insurance in place

Carry out risk assessment on all Council matters and 

projects generally in particular Member and Volunteer 

involvement at Cemetery & Recreation Ground.

Clerk and 

Councillors
Annually

Physical 

Assets
Cemetery Inadequate provision for future demand 3 2 6 Low Land purchased March 2011 to provide ….. grave spaces Site in need of development within 5 years.

Clerk and 

Councillors
Annually

Physical 

Assets
Cemetery

Injury to third party from unsafe 

Memorial Headstones.
5 2 10 Med.

Undertake action to carry out safety tests on memorial 

headstones. Memorial Headstone erection policy included 

in Cemetery Rules.

Carry out safety tests on memorial headstones.  Act on 

results. Computerise records of Grave Spaces to determine 

grave owner's identity.

Clerk and 

Councillors
Annually

Physical 

Assets
Cemetery Fabric

Injury to third party from instability of 

Boundary Walls, Trees and Hedges
5 2 10 Med.

Undertake inspection of all boundary fencing, walls and 

ornamental trees for stability.

Act on inspection of all boundary fencing, walls and 

ornamental trees for stability.
Councillors Monthly

Physical 

Assets
Cemetery Income

Loss of income through non-Collection 

of proper fees.
5 1 5 Low New system of invoicing fees in place May 2011. 

Ensure Cemetery Rules enforced.  Computerisation of  

burials records in progress.
Clerk Annually

Physical 

Assets
Cemetery Income

Loss of income through failure to 

Review Fees
3 2 6 Low Annual Review of Charges by Council Review annually in November Councillors Annually

Physical 

Assets
Cemetery Income Banking of Fees 5 1 5 Low

Clerk banks receipts within 2 working days of receipt 

thereof.
Clerk Annually

Cemetery Cemetery Service
Risk that Burial Service will be 

unavailable while Clerk is on holiday
2 2 4 Low

Councillor appointed as alternative contact and instructed in 

proper procedures.  Leave answerphone message with 

alternative contact details.  

System for deputising in place
Councillors 

and Clerk
Annually

Financial
Borrowing/ 

Lending
Inadequacy of finances to repay loan 5 1 5 Low Provision made in Annual Budget

Councillors 

and Clerk
Annually

Financial
Borrowing/ 

Lending
Compliance with borrowing restrictions 5 1 5 Low No additional borrowing likely at present Annually

Financial Budgeting Overspend 5 1 5 Low
Clerk/RFO to monitor  spending monthly & report to council 

monthly.

Councillors 

and Clerk
Annually

Financial Financial Records Inadequate or incorrect Records 5 1 5 Low

Monthly reconciliation by RFO. Two signatures on cheques 

and invoices. All payments approved by Council. Internal 

and External audits. Minutes reviewed, signed and dated at 

following meeting.

Councillors 

and Clerk
Annually

Financial Financial records
VAT and HMRC payments not 

made/claimed
5 1 5 Low

VAT and HMRC payments and claims calculated by RFO. 

Internal and external audit provide further checks
VAT re-claim to be reported to Council at least annually.

Clerk and 

auditors
Annually

Financial HMRC Improper recording of input/output VAT 5 1 5 Low Analysis sheet provided to H.M. Customs and Excise Clerk Annually
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Financial HMRC
PAYE & NIC payments not made to 

HMRC
5 1 5 Low

Council registered as employer as directed by HMRC & 

using PAYE Realtime 
Registered to receive notices and tax codes online Clerk Annually

Financial Income
Lack of sound budgeting to underpin 

annual precept
5 1 5 Low

Council commence budget process in late Autumn, Precept 

derived directly from this.  Receipts & Payments against 

budget reported to Council monthly

Receipts & Payments Schedule to be reported at each Full 

Council Meeting as Standing Agenda item

Councillors 

and Clerk
Annually

Financial Income Precept request Not Submitted 5 1 5 Low Budget process in to begin in late Autumn
Councillors 

and Clerk
Annually

Financial Income Precept Not paid by County Council 5 1 5 Low Clerk/RFO to monitor and report to Council Paid directly to bank account by BACS
Councillors 

and Clerk
Annually

Financial Income Inadequacy of Precept 5 1 5 Low

Clerk RFO to present monthly Reconciled Accounts, All 

monthly Receipts and Expenditure in Financial Summary to 

Council meeting

Council to review/compare budget to actual at least 

quarterly

Councillors 

and Clerk
Annually

Financial

Investment 

Strategy 

Income/Policy

Poor return on investments. 3 2 6 Low Review Annually

Consider Council Agenda Standing Item to consider higher 

interest deposit account for funds where instant access is 

not required

Councillors 

and Clerk
Annually

Financial Loss of Money Business Interruption 5 2 10 Med. Insurance in place
Councillors 

and Clerk
Annually

Financial Loss of Money
Loss through theft or dishonesty of Staff 

or Members
5 2 10 Med.

Monthly reconciliation by RFO. Two signatures on cheques 

and invoices. All payments approved by Council. Internal 

and External audits

Bank Reconciliation to be reported at each Full Council 

Meeting as Standing Agenda item. Fidelity guarantee of 

£250,000 in place.Review annually in September

Clerk and 

auditors
Annually

Financial
Reserves – 

Earmarked
Ensure Adequacy 5 1 5 Low Consider at Budget Setting Councillors Annually

Financial
Reserves – 

General
Ensure Adequacy 5 1 5 Low Consider at Budget Setting Councillors Annually

Financial IT Reserve Ensure Adequacy 5 3 15 High Consider at Budget Setting Councillors Annually

Financial Staff expenses Wrong Expenses Paid 5 2 10 Med.
Clerk’s expenses presented to Council monthly and 

Chairman to scrutinise details of claim

Clerk and 

Councillors
Annually

Financial Staff Salaries Wrong Rate Paid 5 2 10 Med. Check National Agreed Rates for Clerks
Clerk and 

Councillors
Annually

Financial Staff Salaries Proper deduction of tax 5 1 5 Low Audit to verify
Clerk and 

auditors
Annually

Financial Grants Legal Power to contribute 5 2 10 Med. Compliance with section 137 and other legislation Clerk advises when necessary
Clerk and 

Councillors
Annually

Financial Grants Compliance with Council Policy 5 1 5 Low Introduce written policy?
Clerk and 

Councillors
Annually

Financial Loss of money Through Business Interruption 5 2 10 Med. £10,000 Insurance cover for increased cost of working. 
Clerk and 

Councillors
Annually

Councillor 

Propriety

Training of 

Councillors
Illegal decisions could be made. 5 2 10 Med. Continually review training required for councillors. Training in Code of Conduct provided.

Clerk and 

Councillors
Annually

Councillor 

Propriety

Training of Clerk / 

Staff
Illegal decisions could be made. 5 1 5 Low Clerk’s training ongoing. Review annually.

Clerk and 

Councillors
Annually

Councillor 

Propriety

Declarations of 

Interest
Risk of bringing council into disrepute 5 1 5 Low

Register of Interest file to be held by Council and sent to 

CCBC Monitoring Officer.  Declaration of Office signed by 

all members and copies held by Council.  

Ensure compliance by Agenda Item on all Council Agendas 

and retain copy of Members Registered Interests with Clerk

Clerk and 

Councillors
Annually

Councillor 

Propriety

Register of 

Interests etc.
Risk of bringing council into disrepute 5 1 5 Low

Ensure all Councillors complete Register of Interests & Gifts 

and Hospitality

Register of Interest file to be held by Council and sent to 

CCBC Monitoring Officer.  Declaration of Office signed by all 

members and copies held by Council.  

Clerk Annually

Governance
Financial 

Assistance
Legal Power to contribute 5 2 10 Med. Compliance with section 137 and other legislation

Clerk and 

Councillors
Annually
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Governance Health & Safety
Comply with Health & Safety 

Legislation
5 2 10 Med.

Develop Health & Safety Policy for Council Activities 

generally and for Clerk's Safety and Working 

Environment

Consider and review Health & Safety Policy issues 

generally for Council, Staff and Volunteers

Clerk and 

Councillors
Annually

Governance
Legal 

Requirements

Risk to third party, property or 

individuals
5 2 10 Med. Insurance in place, 

Put Health & Safety Policy in place. Carry out risk 

assessment on all Council matters and projects as 

above

Clerk and 

Councillors
Annually

Governance
Legality of 

actions

Ensuring activities are within legal 

powers
5 1 5 Low

Clerk clarifies legal position on any new proposal. .Legal 

advice sought where necessaryClerk’s training ongoing. 

Review annually.

Ensure that appropriate legal advice is obtained fromOVW 

when necessary and consider formal training for Council 

Members in this respect

Clerk Annually

Governance

Register of 

Members 

Interests.

Identification of interests and recording 

of gifts and hospitality
3 1 3 Low Code of Conduct adopted by Council and implemented.

Clerk and 

Councillors
Annually

Governance
Legal 

Requirements

Proper and timely reporting via the 

Minutes
5 1 5 Low

Council meets monthly where it  receives and approves 

Minutes of Meeting. Minutes made available to press and 

public at meetings. Minutes displayed on Notice Board and 

in Post Office.

Improve community information through  setting up a 

dedicated Community Council web site.
Clerk Annually

Governance
Cemetery 

Records

Mistakes made through Incorrect Grave 

Allocation
5 1 5 Low

Transfer of burial records to computer ongoing.Updating of 

Burial Register and Grave Register ongoing. 

 Computerisation of registers to be undertaken as soon as 

possible.Ensure that Certificates are made out to Purchaser, 

not Undertaker. Issue computer generated Certificates

Clerk Annually

Governance
Cemetery 

Records
Incorrect Grave Allocation 2 5 10 Med. Check that correct grave is opened before burial.

Plan of grave spaces redrawn on computer. Enter all 

information on Plan.  Check that plan matches situation on 

the ground..

Clerk Annually

Governance
Cemetery 

Records

Loss of records - maps of grave spaces 

in very poor condition.
2 5 10 Med. Computerisation of map ongoing. New Plan complete - additions made as necessary Clerk Ongoing

Governance
Cemetery 

Records

Incomplete/inaccurate  record of 

Certificate of Exclusive Burial - 
2 5 10 Med.

Ensure that Certificates are made out to Purchaser, not 

Undertaker.Check back through recent certificates for 

correct Grantee's name.  Correct if possible by contacting 

undertaker or purchaser. 

Send Certificates direct to purchaser. Continue checking 

records for owners of graves. Computerise records.  

Cemetery consultation results in new information 

Clerk Annually

Governance
Cemetery 

Records

Inadequate burial records because of 

delay in provision of documents by 

undertakers.

5 2 10 Med. Ensure all documents are provided BEFORE burial. 
Continue to ensure documents produced and payment 

made before burial.
Clerk Annually

Governance Legal Powers Illegal Payment or Activity 5 2 10 Med.

All statutory powers to undertake work to be recorded in 

Minutes.  Ensure compliance with Standing Orders and 

Financial Regulations. 

Review of Standing Orders and Financial Regulations at 

least annually.

Clerk and 

Councillors
Annually

Governance Legal Powers Illegal Payment or Activity 5 2 10 Med.
Clerk clarifies legal position on any new proposal.Legal 

advice sought where necessary

Clerk and 

Councillors
Annually

Governance
Planning 

Consultations
Meeting of deadlines for response 3 2 6 Low Meet between normal meetings if necessary

Clerk and 

Councillors
Annually

Governance Policies Compliance with Council Policy 5 1 5 Low Remind Members of Policy
Clerk and 

Councillors
Annually

Governance Employer Liability Failure to comply with Employment Law 5 1 5 Low
Council  is One Voice Wales Member. 

£10,000,000.Employers Liability Insurance in place.

Clerk and 

Councillors
Ongoing

Governance Employer Liability Comply with Health & Safety Legislation 5 3 15
Develop Health & Safety Policy for Council Activities 

generally and for Clerk's Safety and Working Environment

Consider and review Health & Safety Policy issues generally 

both for Council and Volunteers

Clerk and 

Councillors
Annually

Staff Staff

Loss of key personnel – Clerk 

through ill health, retirement, long 

term sickness or even death

5 1 5 Low
Review staff structures, working hours, duties and 

responsibilities annually. 

Clerk and 

Councillors
Annually
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General
Document 

Security
Appropriateness of existing facilities 5 2 10 Med.

Deeds etc deposited with Solicitor. Copies in Asset 

Folder.Deposit historical records with County archives after 

review.

Clerk Annually

General
Disaster 

Recovery

Loss of Computer records. Council 

unable to operate due to loss of key 

records.  Loss of sensitive data because 

records stored on Clerk's personal 

computer..

5 2 10 Med.

Financial records updated monthly and kept on external 

Hard Drive.  Backed up weekly. Look at online storage 

facilities.

Council computer purchased.  Computer & data is 

password protected.  All data backed up weekly to 

external hard drive & Google Docs 

Clerk Annually
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