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RECORD OF AMENDMENTS 

 

Issue Date Changes & Authorisation 

n/a 10-03-2004 Adopted 10th March 2004 as Risk Management Plan 2003 

1.2 08-12-2004 Annual review Oct-Nov 2004; changes adopted 8th December 

2004 

1.2 10-05-2006 Annual Review April 2006 – No amendments required. 

1.2 05-12-2006 Diary of Annual events updated 

1.2 15-01-2007 Cemetery Fees review added to diary 

1.2 11-04-07 Annual review 11th April 2007; no amendments required. 

1.2 10-10-07 Diary of Annual events reviewed 

1.3 13-02-08 Annual review of risk management plan Jan – Feb 2008; changes 

adopted 13th February 2008 

1.4 December 2008 Internal audit updated. Changes adopted 10 December 2008. 

1.4 11-02-09 Internal audit amended. 

1.4 Nov 09 Diary of events updated (risks facing the council) 

1.4 Feb 10 Notification with ICO added. 

1.5 December 2010 Annual review 

Diary of events amended 

Adopted April 2011 

1.6 November 2011 Annual review 

Diary of events amended 

Adopted February 2012 

1.7 February 2013 Annual review 

Diary of events amended 

1.8 Oct 2015 Annual review 

1.9 February 2017 Annual review 

Diary of events amended 

2.0 April 2018 Annual review 

3.0 September 2020 

Ratified Nov 

2020 

Review 

BPC meeting 11th November 2020 

3.1 December 2021 Annual Review 2021 – No amendments required. 

3.2 December 2022 Annual Review 2022 – No amendments required 

3.3 December 2023 Annual Review 2023 – No amendments required 
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3.4 December 2024 Annual Review 2024 – No amendments required 

3.5 December 2025 Annual Review 2025 – No amendments required 

 

PART A.  Review of the Risks facing the Council. 

The Council believes it faces the following risks that could threaten its ability to provide 

services to the community: 

1. Potential legal liability for injury to members of the public and damage to third party 

property as a consequence of the Council owning physical assets and providing 

services and amenities to the public, including: 

a. ownership of land, buildings and large trees; 

b. ownership and operation of mobile plant and machinery; 

c. ownership and management of recreational facilities (recreation grounds, 

skateboard ramp and bike course, children’s playgrounds and equipment); 

d. allowing events to take place on Council land. 

2. Financial loss resulting from:  

a. loss of or damage to its physical assets; 

b. loss of cash through theft or dishonesty,   

c. loss of cash through failure of a financial institution and 

d. loss of revenue due to emergencies such as a pandemic. 

3. Having insufficient funds because of: 

a. inadequate budgeting,  

b. inadvertent overspending or 

c. unforeseen expenditure as in 2d above. 

4. Having penalties imposed upon it or any of its members or employees, and/or its 

reputation damaged, as a consequence of failure to meet statutory requirements and 

Codes of Conduct governing the performance of its obligations, including those 

governing: 

a. keeping of financial records; 

b. authorisation of spending; 

c. administration of PAYE and VAT; 

d. appointment of internal auditor 

e. members’ interests 

5. Having penalties imposed on it for acting ultra vires. 

6. Risks arising from a national pandemic or other event affecting the whole village and 

the council introducing emergency measures. 
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PART B.  Risk Management: how the Council intends to reduce the 

impact of the identified risks on its ability to provide its services.  

The Council takes the following actions to minimise the impact of risk to the council: 

1. Maintain and review annually a register of physical assets, recording where 

appropriate their value, location and who is responsible for their custody and 

management. Including details of all insurance policies and leases and where those 

documents are kept. Also maintain a separate register giving details and location of 

all large trees on land owned by the Council. 

2. Maintain a register of important Council records and their locations.  

3. Maintain and review annually a Diary of Annual Village Events to ensure that all 

risk issues are dealt with in a timely manner. 

4. Make sure that all physical assets have the best practicable protection against theft, 

fire etc. 

5. Request users and/or custodians of all mobile plant to report promptly any 

maintenance needed and obtain authorisation for its timely repair. 

6. Review at appropriate intervals all measures for the safety and protection of the 

public on Council property  (e.g. fire exits clear and clearly marked, firefighting 

equipment inspected, visible and ready to use, warning signs and protective barriers 

in place and in satisfactory condition etc). This review is to include: 

a. a regular professional review of the condition of all significant and 

established trees on land owned by the Council with regard to any risks they 

may pose to the public, with maintenance carried out as recommended by a 

review 

b. an annual review by the Parish Council of measures needed for the safety and 

protection of the public on the recreation grounds and in the buildings thereon  

7. Maintain effective arrangements for regular inspection, reporting and maintenance 

of the skate ramp, BMX park, TFF Play Space and children’s playground; in doing 

this, follow the recommendations of the Oxfordshire Playing Fields Association as 

far as practicable, and make sure that the insurance requirements are fully met. 

Annually review the checklists and routine for weekly/monthly inspections of these 

facilities  

8. Review written policy statement regarding the use of Tickers Folly Field for public 

and private events. 

9. Review and update at least annually the level and extent of insurance cover for: 

a. Physical assets, including those managed on the Council’s behalf ; 

b. Public Liability 

 

 

The Village Hall is managed by the Village Hall Executive Management Committee (a Charitable Trust). 

The Parish Council insures the village hall as part of its annual comprehensive insurance. The village hall 

share of the annual insurance cost, is reimbursed by VHEMC. Both the Parish Council and the VHEMC must 

be satisfied that insurance cover is adequate on an annual basis. 
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c. Fidelity Guarantee  

10. Make sure that all requirements of insurance policies are fully met. 

11. Make sure that employees and volunteers, as far as reasonably practicable, are 

experienced and qualified to do their jobs and operate the relevant plant; provide 

training where necessary or appropriate; supply appropriate safety/protection gear 

(e.g. hearing & eye protectors, safety helmets, safety cones etc.). Review safe 

working practices at least once during each year. In particular: - 

a. herbicides are only to be applied by a person trained to do so safely (and 

having a certificate to prove it) 

b. the tractor shall only to be driven by persons whose competence to do so 

safely has been confirmed by a competent person approved by the Council 

12. Maintain in a safe place – namely, Equipment Store - within a fireproof cabinet, all 

council minutes, financial records, leases, contract records, insurance documents etc. 

that are not in current use by the Clerk. [Note: it is a requirement of the LGA 1972 

that the Parish Council either provides a “proper repository” for its records or 

requests the District Council to do so, in which case the latter must comply with that 

request (s227(1))]   

13. Maintain in similar safe custody any ceremonial or historic property (including 

historical records, charters etc).  

14. Make sure that all contractors, as far as reasonably practicable, have appropriate 

Employers and Public Liability insurance. Check all contract terms and identify any 

potential transfer of contractor liability to the Council. 

15. Adopt and follow a set of Standing Orders and Financial Regulations conforming to 

the up-to-date recommendations of the National Association of Local Councils and 

the guidance contained in “Governance and Accountability in Local Councils in 

England and Wales – A Practitioner’s Guide” and incorporating such control 

procedures as are required by the Council’s insurers.  

16. Where the Council has oversight of, or involvement in, projects which fall outside 

the ordinary course of business (particularly capital projects), it will budget and pay 

for the involvement of suitably qualified professional advisors as appropriate. 

17. Maintain tight financial controls, including book-keeping, reconciliations and 

budgeting procedures, in accordance with best practice and the Council’s adopted 

Financial Regulations. 

18. Approve the terms of reference of the Internal Auditor and the scope of the audit 

work annually by approval at a full Council meeting  

19. Ensure the Clerk has sufficient training and/or experience in all aspects of the 

Clerk’s responsibilities, including VAT, PAYE and other relevant taxation 

requirements. 
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PART C.  Diary of Annual Events having a potential impact on the risks facing the Council 

Diary of Annual Events 

Month Date Event Other Village 

Organisation(s) 

responsible or 

involved 

Risk impact and 

handling/Council property 

involved 

April  Review public liabilities, assets and their insured 

values for renewal of insurance 1st June (motor) 

and October (general) 

 Adequacy of insurance cover: Public 

Liability, Damage to Property; breach 

of lease terms (KAP/OCC) 

  Prepare and complete internal audit of last year’s 

accounts to meet statutory and audit dates (note: 

deadline for this is governed by the audit dates set 

each year by External Auditor) 

 Failure to get accounts considered and 

approved by statutory dates and audit 

dates set by external auditor 

  Annual Parish Meeting All electors Legal requirement to hold 

May In election 

years only 

(next 2023) 

Appointment of new council following elections: 

declarations of acceptance of office, code of 

conduct procedures, election of Chairman & Vice 

Chairman, election to committees 

 Legal requirements 

 2nd Wed of 

month (& all 

months) 

Annual meeting of the Parish Council   

  First quarter review.  Adequate financial controls 

August  Review current year’s income and expenditure 

and start budgeting process for next financial year 

  

September  Second quarter review  Adequate financial controls 
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October  Review compliance with Freedom of Information 

Act 

Check salt & grit bins and put a note in Bulletin 

 Legal requirement 

  Start budgeting process for next financial year.   

November  BVS Bonfire & Fireworks Party BVS Tickers Folly Field/risk assessment & 

management/event insurance 

 5th  Start annual review of risks facing Council   

 Cemetery Fees due for review  Last reviewed Dec 2025. Fees increased 

from Jan 2026. 

 Finance Committee to consider budget for next 

financial year. 

Plus Risk Management Review, inc internal audit 

controls review 

  

December  Prepare & hold Financial meeting 1 week after 

monthly meeting to agree next year’s budget & 

precept – for approval at January meeting. 

 Robust financial management 

Before 

Christmas 

Santa’s sleigh – risk assessment BVS Play Close (not PC property!) 

24th  Boxing Day walk – risk assessment BVS Village Hall car park 

 26th  Deadline for carrying out Annual Inspection of 

Children’s Playground & Equipment, and Skate 

Park 

 Suspension of insurance cover for 

public liability 

January 31st New Year’s Day Walk (Walk to Aldworth in 

memory of Roger Cambray – independent of PC) 

BVS  
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1st  Deadline for approval of next year’s budget and 

precept 

 Failure to make precept by District 

Council’s deadline. 

February 13th  Book venues for all next year’s meetings of 

Council, Finance Committee and Parish 

 Availability of rooms. 

  Renew notification with ICO  Non-compliance with Data protection 

act. 

March  Complete annual review of risks facing the 

Council, updating all sections 

 Risk of insufficient insurance cover. 

  End of Financial Year   

  Appoint internal auditor.  

Closedown accounts at the end of the month. 

 Failure to get accounts considered and 

approved by statutory dates and audit 

dates set by external auditor 
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Part D  

Internal Audit 
 

The Internal Audit is an independent appraisal function that reviews the Council’s activities, 

both financial and non-financial. 

The Internal Auditor is appointed annually by approval of the full Council and shall carry out 

the work required by the council in accordance with proper practices. The Internal Auditor, who 

shall be competent and independent of the operations of the Council, shall report to Council in 

writing, or in person, on a regular basis with a minimum of one annual written report in respect of 

each financial year. In order to demonstrate objectivity and independence, the internal auditor 

shall be free from any conflicts of interest and have no involvement in the financial decision 

making, management or control of the council. 

The Internal Auditor provides a service to the whole Council in order to provide assurance on 

the effectiveness of the Council’s corporate governance, risk and business management and 

internal control arrangements. 

The Internal Auditor will comply with internal auditing standards, for example, the Chartered 

Institute of Public Finance and Accountancy (CIPFA) Code of practice for Internal Audit in 

Local Government. 

The Internal Auditor reports to directly to the Council via the Clerk. 

 

Terms of Reference 

To provide a high quality, effective audit service that meets the Council’s needs. 

To review and assess the soundness, adequacy and reliability of financial management 

systems. 

To review and assess the effectiveness of internal controls. 

To review and assess the adequacy of procedures of the safeguards for Council’s assets and 

interests from theft, fraud, waste, extravagance, inefficient management, poor value for money 

or any other cause. 

To review and assess the suitability and reliability of financial and other management data. 

To check the compliance with rules, legislation, policy and procedures. 

The Internal Auditor should have access to all relevant records, documents, correspondence 

and data required to conduct the audit. 

Have access to all members of the Council to receive such explanations as are necessary 

concerning any matter under examination. 

To require any employee or agent to produce cash, stores, or any other council property under 

their control. 

Be able to undertake independent advice into allegations of fraud and irregularity in 

accordance with Council policies and relevant legislation. 
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Internal Control  

 

Internal Control Suggested testing Yes/No  

Amendments Req’d 

Proper bookkeeping 

 

• Is the cashbook maintained and up to date? 

• Is the cashbook arithmetic correct? 

• Is the cashbook regularly balanced? 

 

a) standing orders and 

financial 

regulations adopted 

and applied;  

b) payments controls 

 

• Has the council formally adopted standing orders and 

financial regulations? 

• Has a Responsible financial officer been appointed with 

specific duties? 

• Have items or services above the de minimus amount 

been competitively purchased? 

• Are payments in the cashbook supported by invoices, 

authorised and minuted? 

• Has VAT on payments been identified, recorded and 

reclaimed? 

• Is s137 expenditure separately recorded and within 

statutory limits? 

 

Risk management 

arrangements 

 

• Does a review of the minutes identify any unusual 

financial activity? 

• Do minutes record the council carrying out an annual risk 

assessment? 

• Is insurance cover appropriate and adequate? 

• Are internal financial controls documented and regularly 

reviewed? 

 

Budgetary Controls 

 

• Has the council prepared an annual budget in support of 

its precept? 

• Is actual expenditure against the budget regularly 

reported to the council? 

• Are there any significant unexplained variances from 

budget? 

 

Income Controls 

 

• Is income properly recorded and promptly banked? 

• Does the precept recorded agree to the Council Tax 

authority’s notification? 
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• Are security controls over cash and near-cash adequate 

and effective? 

Petty cash procedures  N/A BPC 

Payroll Controls 

 

• Do all employees have contracts of employment with 

clear terms and conditions? 

• Do salaries paid agree with those approved by the 

council? 

• Are other payments to employees reasonable and 

approved by the council? 

• Have PAYE/NIC been properly operated by the council 

as an employer? 

 

Assets controls 

 

• Does the council maintain a register of all material assets 

owned or in its care? 

• Are the assets and Investments registers up to date? 

• Do asset insurance valuations agree with those in the 

asset register? 

 

Bank Reconciliation 

 

• Is there a bank reconciliation for each account? 

• Is a bank reconciliation carried out regularly and in a 

timely fashion? 

• Are there any unexplained balancing entries in any 

reconciliation? 

• Is the value of investments held summarised on the 

reconciliation?  

 

 

 

 

 

N/A no investments 

held by BPC 

Year-end procedures 

 

• Are year-end accounts prepared on the correct accounting 

basis 

(Receipts and Payments)? 

• Do bank statements agree with the cashbook? 

• Is there an audit trail from underlying financial records to 

the accounts? 

• Where appropriate, have debtors and creditors been 

properly recorded? 

 

 

 

 

 


