PAPPLEWICK PARISH COUNCIL

FINANCIAL
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Readopted with amendments!" Sanuary 2008
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PAPPLEWICK PARISH COUNCIL

Financial Risk Management Policy

Papplewick Parish Council is committed to identifying anémaging risks, using the
following procedures, and to ensuring that risks are maiathat an acceptable level. Any
action that is felt necessary will be taken by Papjk Parish Council.

The Clerk will review risks on a regular basis, including argwly identified risks, and
will report to the Council. The review will include identifation of any unacceptable
levels of risk.

The Local Councils Governance and Accountability Guidameakes the following
observations regarding risk management.

1. Risk management is not just about financial managements about setting
objectives and achieving them in order to delivghlguality public services.

2. The new approach places emphasis on local councils stesmigg their own
corporate governance arrangements, improving their stshg of public
funds and providing assurance to taxpayers.

It goes on to make the point that Councillors are ultimatedgponsible for risk
management because risk threatens the achievement ofy pajectives. Members
should, therefore —
a) take steps to identify key risks facing the @ol,
b) evaluate the potential consequences to the clatian event identified as a
risk takes place,
c) and, decide upon appropriate measures to avoid, redwzmnool the risk or its
consequences.

To identify the risks facing a council, the Guidance recomdsebeginning by grouping
the three main types of decisions that have t@kertinto the following areas:

)] Areas where there may be scope to use insurarntelp manage risk

i) Areas where there may be scope to work with ke help manage risk
i) Areas where there may be need for self-managgd
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SECTION 1
AREAS WHERE THERE MAY BE SCOPE TO USE INSURANCE TO HELP
MANAGE RISK®

1 A. RISKIDENTIFICATION

a) Protection of physical assets e.g. buildings)ifure, equipment and regalia.
All physical assets are insured with Allianz Cornhill undee NALC Block
Scheme.

b) Risk of damage to third party property or individuals aseauit of the Council
providing services or amenities to the public.
i) In accordance with statutory requirements risk assestsneill be
compiled and used to reduce risks as far as rebopiacticable.

i) The 'Event Health & Safety Guide' will be followed duriradl events
organised by Papplewick Parish Council or in wtited Council takes part.

lii) Papplewick Parish Council has public liability indemycover of £5
million. It also has employer's liability cover for empl@sand volunteers
under the above policy.

c) Loss of cash through theft or dishonesty (figegjuarantee)
The Council has Fidelity Guarantee cover up to £22,000 fothbo
councillors and employees.

d) Legal liability as a result of actions by colllocs or employees
The Council has Officials Indemnity insurance cover

e) Legal liability as a consequence of asset ovie(public liability).
See b) above.

1 B. INTERNAL CONTROLS

a) Maintain an up-to-date register of Assets awvedtments.
An Asset Register is compiled annually by the Responsibleartial
Officer and presented to Council with Annual Acctsueach year.

b) Regular maintenance for physical assets.
The Clerk and Councillors undertake regular inspectionghef Playing
Field and its equipment. Playground equipment is checkddpandently
by ROSPA on an annual basis Maintenance of equipment is takeer on
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a responsive basis. The notice boards are checked at lezsiewgary two
months by the Clerk. Seats are checked annualyduncillors.

c) Annual Review of risk and the adequacy of insae cover
The Clerk as Responsible Financial Officer (RFO) reviews itisurance
cover annually, makes recommendations, as necessary,etd-ittance
Committee and updates cover as required.

d) Ensuring robustness of insurance providers
There are two main insurers for local councils — Zurich Mipat and
Allianz Cornhill. Papplewick Parish Council uses Allianp@hill and the
RFO is confident that Allianz Cornhill Insurance cover isffiently
robust.

1 C. INTERNAL AUDIT ASSURANCE

a) Review of internal controls in place and tlieicumentation.
Internal controls are reviewed as necessary by the Clerk Iatainal
Auditor. Recommendations from the Clerk and Internal Aadiare
submitted to Council.

b) Review of management arrangements regardinganse cover.
This forms part of the Finance Committee review at time of uahn
renewal.

c) Testing of specific internal controls and repy findings to management.

This is undertaken as part of the audit process. Reportsrasemted to the
full Council and minuted accordingly.
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SECTION 2

AREAS WHERE THERE MAY BE SCOPE TO WORK WITH OTHERS TO HELP
MANAGE RISK

2 A. RISK IDENTIFICATION

a) Security for vulnerable premises or equipment.
1) The Council’'s Playing Field is inspected by the duty Callocat least
weekly. In the event of any criminal activity measures aketaas soon as
practicable to repair the property or take it out of use. @riraports are
obtained for all damage to Parish Council property by cdirigc
Nottinghamshire Police.

i) Church Lane is inspected as part of Nottinghamshire @p@ouncil's
Parish Paths Partnership scheme twice annually. A dog wastdas
provided to comply with requirements to keep the land fremmfrdog
faeces.

b) Maintenance for vulnerable premises or equigmen
All premises are maintained within approved budget. Indgomaintenance
is undertaken where possible and contractors used as needtd
quotations received in advance of any work.

c) Banking Services.
Reviewed periodically by Finance Committee. All chequegune two
Councillors' signatures. The full Council reviealspayments.

d) Provision of premises or equipment for locahoaunity groups.
i) The Council may approve the use of its Playing Field andeioth
equipment on a charge basis. Users are advised to ensurewhepublic
liability insurance cover.

i) Where Papplewick Parish Council is a participaee also 1 A. b) ii)

e) Professional services, contractors etc.
i) The Council endeavours to ensure that wherever possikias the
opportunity to select (from several) the provider of anyfg@ssional service
it requires, including approved contractors. Any profesals whose
services it uses are well established and often selectedommmendation.
Ideally a short-list of three is drawn up.
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i) The 'Contractors Health, Safety and Environmental Goors' will
form a part of all contracts issued by Papplewiakish Council.

2 B. INTERNAL CONTROLS

a) Standing Orders and Financial Regulations dealing withaward of contracts for
services or the purchase of capital equipment.
The Council has Standing Orders. These were last review&emember
2006. The Council also adoptinancial Regulations in 2000 and which
were reviewed in 2007.

b) Clear statements of management responsibaitgdch service.
The Clerk is responsible for all services.

c) Arrangements to detect and deter fraud ana/ouption.
Invoices are subjected to scrutiny by both the RFO and then€lbhefore
authorisation for payment.

d) Regular bank reconciliations, independentlyaeed.
Bank statements are received monthly and are sethelClerk as RFO. A
reconciliation is presented at each Council meeting at lwtiroe the bank
balances are confirmed.

2 C. INTERNAL AUDIT ASSURANCE

a) Non-compliance with internal audit requirements
Appoint internal auditor

b) Internal Audit Terms of Reference
i) Internal Audit Terms of Reference annually approved incrdance with
the minimum requirements suggested in “Governance anduktability in
Local Councils in England and Wales — A Practitioners Guidlppendix 8
Page 129

i) Internal Audit takes into account the Council’s risk nagement
processes (this document) and internal controls.

lii) Terms of reference define audit responsibilities idat®n to fraud
(direct reporting to Chair of Council).
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c) Internal Audit Independence
i) Internal auditor has direct access with those chargeti gitvernance
(Council).

i) Internal audit reports made in own name to agament.
iii) Internal auditor to have no other role withiime Council

d) Internal Audit Competence
i) There should be no evidence that the internal audit work i@t been
carried out ethically, with integrity and objectii

i) Responsible officers (Clerk and RFO) are consulted anititernal audit
plan and on the scope of each audit.

iii) Internal audit is expected to report on a “negative” isageport only
areas of concern/recommendations.

e) Review of internal controls in place and tlieicumentation.
Internal controls are reviewed as necessary by the Clerk latetnal
Auditor. Recommendations from the Clerk and Internal Aaoditire
submitted to the full Council.

f) Review of minutes to ensure legal powers are available tardbasis of the powers

recorded and correctly applied.
The Clerk undertakes to ensure that the Council does notdtca‘Vires’
when a decision is taken. It is recorded if the Council dexidgainst the
Clerk’s advice. The precise powers under which expendituapproved is
only recorded for s.137 payments in accordance with Accoant Audit
Regulations 1996 and s.214 and Schedule 26 of the Local Gmest Act
1972.will be recorded in the minutes against decisionsrtakéne minutes
of meetings are also reviewed during the auditgssc

g) Review and testing of arrangements to prevedtdtect fraud and corruption.
The use of Standing Orders, internal controls and condideray Council
are all methods which contribute to prevent anermdeaud and corruption.

h) Review of adequacy of insurance cover provigeduppliers.

Any contractors working for Papplewick Parish Council askeal for proof
of insurance cover.
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SECTION 3
AREAS WHERE THERE MAY BE A NEED TO SELF-MANAGE RISK

3 A. RISK IDENTIFICATION

a) Keeping proper financial records in accordamitle statutory regulations.
Financial records kept in accordance with the statutoryireqents fall
with the responsibility of the full Council and are reviewasd part of the
Audit process.

b) Ensuring all business activities are withindlegowers applicable to Parish Councils.
See Section 2 Internal Audit Assurance (b)

c) Complying with restrictions on borrowing
The Council is within the current borrowing perirest

d) Ensuring that all requirements are met under employnemtand H.M. Revenue &
Customs regulations.
H.M. Revenue & Customs calculations are made by the Clerk aed
subject to the audit process. Salary forecasts are unéeriak part of the
budget setting process and incremental increases are memaded by the
Finance Committee to full Council. for adoption. Indepemdegal advice
Is taken as necessary.

e) Ensuring all requirements are met under H.M. Revenue &tdbus regulations
(especially VAT).
All such requirements are met by the RFO and thexrial Audit process.

f) Ensuring the adequacy of the annual precegtimwgound budgeting arrangements.
Committee budgets are reviewed by the Finance Committeeapprbved
by full Council in accordance with the Council’sdget procedure.

g) Ensuring the proper use of funds granted to local commuotdies under specific
powers or Section 137.
Grant applications are considered by the full Council foprapal. Section
137 grants are listed separately in the annualiextso

h) Proper, timely and accurate reporting of Columgsiness in the minutes.
Council minutes are prepared by the Clerk. They are digetbuo
Councillors in advance of the subsequent meeting, verifisda correct
record as one of the first items of business of that meetinigsagned at the
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meeting. Failure to do so is recorded. Committee minutepeented to
full Council for information and comment and are signed asraect record
at the subsequent Committee meetings.

1) Responding to electors wishing to exerciserthights of inspection.
The rights of inspection to electors is adhereuh 'ccordance with current
legislation. In accordance with the Freedom of Informatan, all relevant
documents are available on demand by post and in additiortimge
agendas and minutes, once approved, are published on theciCou
website.

j) Meeting the laid down timetables when respogdmconsultation invitations.
Every effort is made to meet specified timetables when nedipg to
consultation invitations.

k) Proper document control
Paperwork and documents conveyed electronically are nedaiin
accordance with national guidelines and relevant docusnerdg available
for viewing on request. All incoming mail is dat@amped.

l) Register of Councillors’ interests and gifts and hodfitas complete, accurate and up-
to-date.
The Councillors’ register of interests is held by the Clenkl @ copy is held
by the Monitoring Officer at Gedling Borough Council. To thmest
knowledge of the Clerk these are accurate and up-to-dateis the
responsibility of Councillors to notify the Clerk changes.

m) Loss of services of an employee
Temporary loss will be covered by councillors or consideratgiven to
employing temporary cover. If the loss is recognised as peent, the
Council’s recruitment process will begin

3 B. INTERNAL CONTROLS

a) Regular scrutiny of financial records and proper arrareggs for the approval of
expenditure.
Comprehensive measures are in place for the internal aednaxtapproval
of expenditure.
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b) Recording in the minutes the precise powers under whighemditure is being
approved
See Section 2 Internal Audit Assurance (b)

c) Regular returns to the H.M Revenue & Customs, contracesrgiloyment for all staff;

systems of updating records for any changes ivaatdegislation reviewed by Council.
H.M Revenue & Customs returns are completed and submittethbéy
Clerk. Salaries are calculated by the full Council on reca@andation of the
Finance Committee and are subject to internal audit. &tafisues will be
referred to an ad hoc Committee established for this purpiuse
recommendation to full Council.

d) Regular returns of VAT.
The Clerk as RFO is responsible for completion and submissfoVAT
returns. Presented to full Council and submitted as and wiesessary
according to level of reimbursement.

e) Developing system of performance measurement.
In accordance with legislation, staff appraisals will belertaken annually,
by Chairman and Vice Chairman in the case of the Clerk, andhé&yierk
in the case of other staff. These are reportedbtn@il.

f) Procedures for dealing with and monitoring gsaor loans, made or received.
Ad hoc procedures depending on requirements or grant makidg. There
are no outstanding loans.

g) Minutes properly numbered with a master cogyt ke safekeeping.
All Council and Committee minutes are correctly numbered paginated.
These are loose leaf. Original copies are kept in Minute bookthe
Clerk’s possession.

h) Documented procedures to deal with enquiries fthe public.
Calls, letters and e-mails are dealt with as soon as pradticanless
referred to Council or Committee. In such cases, acknowesmt of
enquiry is made.

i) Documented procedure to deal with responsesmsultation requests.
Consultation requests are referred to full Council. They rba further
delegated to a Committee or working group. The course obadtken is
minuted. Copies of correspondence are available to all Cithors on
request.
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j) Monitoring arrangements regarding Quality Caustatus.
Currently not applicable.

k) Documented procedures for document receigtulation, response, handling and filing
The Clerk receives and delegates all mail. All relevant nsatirculated
amongst Councillors and listed with Council for considemat of
information. Mail for action by administration is dealt Wiaccordingly and
filed when actions are completed.

[) Procedures in place for recording and monitoring menibieterest and gifts and
hospitality received.
See Section 3 Risk identification (I.)

m) Adoption of Codes of Conduct for members anglegees
The Council adopted the Code of Members Conduct in July 2007.
Employees’ Code of Conduct is in accordance with their iihlial
contracts of employment. At present there is no other sigtutode for
employees.

3 C. INTERNAL AUDIT ASSURANCE

a) Review of internal controls in place and tldgicumentation.
Internal controls are reviewed as necessary by the Clerk Iatainal
Auditor. Recommendations from the Clerk and Internal Aadi@re
submitted to full Council.

b) Review of minutes to ensure legal powers icg@laecorded and correctly applied.
See Section 2 Internal Audit Assurance (b.)

c) Review and testing of arrangements to prevedtdetect fraud and corruption.
See Risk Assessment Strategy.

d) Testing of specific internal controls and repay findings to management.
Where appropriate, the results of such testing as part ahteenal controls
will be reported to the full Council. Similar reporting to Gacil will be
made as part of the internal audit.

e) Computer data safety.
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All necessary procedures and documents are computerisedllarelevant
areas of Clerk's computer are backed-up weekly to CD. A cdpyeoback-
up CD will be lodged with the Chairman at every buncil meeting.
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