UPTON BY CHESTER & DISTRICT PARISH COUNCIL
RISK ASSESSMENT 2018
ASSESSMENT COMPLETED BY



Clerk to the Council
LOCATIONS





Wealstone Lane, Chemistry Pits and Marl Heyes.

DATE OF ASSESSMENT




30th April 2018
A Risk Assessment has been carried out to arrive at a severity rating of risks identified.  Severity has been measured by using the following calculation of factors.

Hazard Factor
Factor 1

minimal risk – causing eg anxiety, stress, strain or minor injuries such as cuts and bruises. Financial loss or damage to Parish Council property.
Factor 2

moderate risk – causing e.g. broken bones, burns, scalds etc.
Factor 3

serious risk – causing e.g. serious disease, loss of limbs or death. Parish Council exposure to litigation.
Risk Factor
Factor 1

improbable occurrence – unlikely to happen

Factor 2

possible occurrence – a 50/50 situation

Factor 3

common occurrences – frequently happens

Person Factor

Factor 1

1 to 5 people affected

Factor 2

6 to 10 people affected

Factor 3

11 to 20 people affected

Factor 4

21 to 49 people affected

Factor 5

50 or above people affected




HAZARD X RISK X PERSONS AT RISK = SEVERITY
	RISK
	ACTION TAKEN
	HAZARD
FACTOR
	RISK FACTOR
	PERSON
FACTOR
	SEVERITY
RATING

	DATA PROTECTION
	
	
	
	
	

	Unsecure personal data held by the Clerk/Pavilion/PC committees
	Consultation data restricted for use for original purpose only. Personal data destroyed once data is analysed. Email Privacy Statement in place. Consultation data restricted for use for original purpose only. Personal data destroyed once data is analysed. 
	3
	2
	5
	30

	Potential breach of personal data protection regulation leading to litigation and prosecution by the ICO.
	Registered with the Information Commissioners Office. Compliant with GDPR.
	3
	2
	5
	30

	FINANCIAL
	
	
	
	
	

	Bank Account
	
	
	
	
	

	Electronic payments may be made for bogus goods/services
	A list of online transactions (bank statement) is produced against all electronic payments and cross checked against invoices and signed by two members of the Parish Council
	1
	1
	1
	1

	The clerk could submit bogus invoices
	Two Members authorise all payments, checked against invoices.
Fidelity Guarantee Ins up to £100,000 
	1
	1
	1
	1

	Cash Handling
	
	
	
	
	

	Theft by Councillors
	Members have no access to cash.
	
	
	
	

	Cash handling by pavilion staff – potential theft by staff
	Payment is made in cash at the pavilion for room hire and sporting activities. All transactions are recorded, receipts are issued and reconciled against daily takings.
	1
	1
	1
	1

	Stock monitoring – potential theft by staff and visitors
	Payment is made in cash at the pavilion for goods, a sales record is kept and takings reconciled at the end of each day.

Purchased stock is recorded and a stock take is carried out on a quarterly basis by the clerk and the Pavilion Supervisor – a report will be presented to the Parish Council
	1
	1
	1
	1

	Management of cash in the pavilion – potential theft by visitors
	Cash is secured in a locked box during opening hours and locked in the pavilion office if the attendant is called away.

The cash box has a maximum £65 float with surplus cash being secured in a locked cupboard.

Cash is collected and signed for weekly by the clerk. 

Bank deposits are cross referenced monthly by the Pavilion Supervisor against the bank statement

Insurance to the value of £1,000 for cash loss is in place.
	1
	1
	1
	1

	Cash on the premises – potential theft due to break in over night
	Collection of cash is carried out weekly by the clerk; counted by both the pavilion supervisor and the clerk and signed for in the diary on the day of collection.
	1
	1
	1
	1

	Accurate banking procedure – potential discrepancies between takings and banking
	The deposit is cross checked on the bank statement to the diary entry by the clerk and the pavilion supervisor.
	
	1
	
	

	Records
	
	
	
	
	

	
	All records, except deeds are kept either at the home of the Clerk or Chester Records Office.  Deeds  are held at Walker Smith, Way, Solicitors
	
	
	
	

	Records at Clerk home could be

destroyed by fire.
	Smoke alarm fitted.  Archive records sent to Chester Records Office regularly.
	1
	1
	1
	1

	Audit
	
	
	
	
	

	False accounting procedures may lead to theft by the clerk
	The accounting spreadsheet is reconciled to the bank statement monthly and a report is presented to the Parish Council.

An internal auditor is appointed to review the financial accounting and governance prior to the national audit
	1
	1
	1
	1

	Inaccurate accounting and misuse of legal spending powers may lead to unlawful action by the Parish Council
	The Finance Committee sets and recommends an annual budget each year from which the precept is raised.

The clerk identifies the duties and powers of Parish Councils for all payments.
	1
	1
	1
	1

	PAVILION


	
	
	
	
	

	Health & Safety
	
	
	
	
	

	Water entering electrics through leaking roof
	Trip switches have been connected to all sections of the fuse book
	1
	1
	1
	1

	Physical danger to staff from members of the public
	Staff reminded of job description which states that they are not to engage in any argument or physical conduct with any person whilst on duty.  
	1
	1
	1
	1

	Use and storage of cleaning substances
	A COSHH file is held on storage and use of cleaning materials and they are kept in a locked cupboard.
	2
	1
	1
	2

	Unavoidable accidents i.e. cuts & bruises
	A First Aid box in kept in Pavilion and there is a telephone for emergencies.
	1
	1
	1
	1

	Accidents to staff and members of the public
	Two key members of staff have an up to date Emergency Aid certificate.
	
	
	
	

	Fire Regulations


	
	
	
	
	

	Identified in Fire Safety Risk Assessment
	Identified in Fire Safety Risk Assessment


	
	
	
	

	Security of Building
	
	
	
	
	

	Building broken into
	Re-enforced glass has been used in all windows.  A security alarm is set at all times when building not in use.  
	1
	1
	1
	1

	Personal belongings left in changing rooms when using facilities i.e. football
	Notices are displayed warning the public not to leave valuables in the rooms.  
Attendants have been informed that they must not keep valuables for the users.
	1
	1
	4
	4

	FACILITIES
	
	
	
	
	

	Queen Elizabeth II Play Area
	
	
	
	
	

	Injury to members of the public using the facilities 
	Annual RoSPA check on all play equipment undertaken.  Monthly Visual Check by Clerk who is RoSPA certified. Daily check for damage to equipment/litter/glass by attendants.
	1
	1
	5
	5

	Injury from litter and broken glass
	Attendant employed to check the area daily
	1
	1
	5
	5

	Ilness caused by contact with dog  faeces left on the playing field
	All dog walkers are asked to keep their dog on a lead and to pick up faeces. Dog waste bags are available at the pavilion. Pavilion staff carry out regular patrols of the playing field
	
	
	
	

	Bowling Green
	
	
	
	
	

	Incorrect alignment of wooden boards

surrounding the green
	Advised that correcting alignment would create a greater risk of tripping.  All members who use the bowling green to be made aware of the problem.
	1
	1
	3
	3

	Injury from litter and broken glass
	Attendant employed to check the area daily
	1
	1
	3
	3

	Chemistry Pits Play Area
	
	
	
	
	

	Injury to members of the public using the facilities 
	Monthly visual check by Clerk.  Weekly check for damage to equipment/litter/glass by attendants.
	1
	1
	5
	5

	Injury from litter and broken glass
	Attendant employed to check the area daily
	1
	1
	5
	5

	CAR PARK
	
	
	
	
	

	Risk of accident and injury to pedestrians crossing the car park to access the play area, pavilion, doctors surgery and library.
	Parking bays are clearly marked restricting the number of vehicles in the car park.

At busy periods the pavilion attendant will monitor the flow of vehicles using the car park and direct pedestrians towards the grassed areas to access the playing field and facilities
	2
	2
	3
	12

	INSURANCE
	The Parish Council has the following Insurance in force – Public Liability, Employers Liability, Libel & Slander, Money, Fidelity Guarantee, Property Damage, Officials Indemnity, Personal accident and Play Equipment at Wealstone Lane Play Area
	
	
	
	

	There is no Insurance for loss of revenue
	No action taken as revenue other than precept is minimal.
	1
	1
	5
	5

	There is no insurance for gates,fences,War Memorial & sports equipment
	No action taken as extra cost in Insurance far outweighs risks of costly repair.
	1
	1
	2
	2


