



FIRLE PARISH COUNCIL RISK ASSESSMENT 2026-2027

	Clerk and RFO: Lorna Thwaites

	Adopted by FPC:
	Review date
	Review date
	Review date
	Review date
	Review date

	
	May 2027
	
	
	
	



RISK LEVEL GUIDE
	
	
	Likelihood of occurrence
	
	Severity
High - Very serious or worse
Medium - Serious
Low -Minor

Likelihood of occurrence
High -Very likely - it can be expected
Medium -Probable - it could happen
Low -Not likely - It would be unusual if it happened

	
	
	High
	Medium
	Low
	
	

	Likely 
Severity
	High
	H
	H
	M
	
	

	
	Medium
	H
	M
	M
	
	

	
	Low
	M
	M
	L
	
	



Activities with a high risk are not acceptable


	Subject
	Risks Identified
	Control Measures
What precautions are being /will be taken?
	Risk Level
	Further action required
Identify by whom and when

	Financial & Management
	
	Consider:
• legal requirements • good practice • Codes of Practice • generic RAs • own judgement 

	Severity of risk
	Likelihood of risk
	Risk rating

	Identify any additional actions required to make the risk acceptable

	Business Continuity
	Loss of operating information held by the Clerk on the Parish Laptop.
	The clerk has a Microsoft 365 Office account and files are backed up on OneDrive.
The email account is Microsoft Outlook with  premium security features.
The Council Website acts as a secondary back up area for standard documentation and finances.
	High
	Low
	Medium
	None required.

	Business Continuity
	Loss or long-term incapacity of the Clerk.
	Minutes and files and website provide clear information on Parish Council business.
A locum Clerk would be recruited to cover long term absence of the Clerk.
Services of ESALC available to help with locum recruitment.
	Medium
	Medium
	Medium
	None required.

	Business Continuity 
	Full or majority resignation of the Council.
	Maintain and adhere to Standing Orders
Maintain and adhere to Members Codes of Conduct
Clear and accurate minuting of Council meetings 
Clear communication between Council, outside bodies and Clerk
Clear leadership and communication skills from Chair
Subscriptions are held with ESALC and SLCC for support if required. 
	Low
	Low
	Low
	None required.

	Financial Record Keeping
	Mistakes in bank reconciliations
Mistakes in data input of invoices and VAT figures
Mistakes in receipts and payments
	Finances are managed in accordance with the FPC Financial Regulations.
A schedule of payments schedule requiring authorisation form part of the agenda of ordinary council meetings; payment is authorised by resolution of the Council; 
A bank reconciliation forms part of the agenda of ordinary council meetings and is approved by resolution of the Council.
The Clerk checks all invoices are approved and signed with two signatories at ordinary council meetings.
A record of payments made is presented and authorised at ordinary meetings of the Parish Council.
Payments are made online by the Chair, within 3 days of ordinary council meetings; updated bank statements are sent to the Clerk for checking after payments have been made. 
Quarterly progress against budget is presented to the Council by the Clerk.
The finance folder with Invoices, bank reconciliations and cashbook are reviewed regularly at Council meetings by a Councillor appointed at the meeting.
An annual VAT return is made by the Clerk.
The Parish Council’s accounts are audited by independent internal and external auditors
	Medium
	Medium
	Medium
	None required.


	Banking
	Incorrect funds transferred from one account to another
Fraudulent use of bank accounts
Bank charges due to late funding transfers between accounts
Bank charges for returned cheques
	Funds are transferred between accounts by approval of the Full Council at Ordinary Meeting; the transferral is made by the Chair via the online banking system and a bank statement is sent to the Clerk after the transfer.
The online banking system is password protected and accessed only by the Chair. Regular bank statements are sent to the Clerk for checking.

	Medium
	Low
	Low
	None required.


	Legal Liability
	Ensuring activities are within legal powers
	Councillors are made aware of legal powers and responsibilities.
Legal advice is sought where necessary.
The Clerk is CILCA qualified.
	
	
	
	

	Best Value Accountability
	Overspend on services

	Procedures for contracts are followed in accordance with the FPC Financial Regulations.
The Clerk will check that all invoices submitted agree with orders issued.
No payment will be made to service providers by the Clerk until the work has been verified as complete and as ordered.
	Medium
	Low
	Low
	None required.

	Precept
	Adequacy of precept
Requirements not submitted in time to Lewes District Council
Precept not received by Council
	Budget planning starts in November and the precept request is sent to Lewes District Council (LDC) in January of the following year.
The budget is developed using data from the previous 2 years and the precept is setting taking into consideration forecasted spend for the financial year ahead.
The precept level is agreed at a meeting of the full Council prior to sending the request to LDC.
The agreed precept is proposed and seconded during the December meeting.
The Clerk checks when the precept is received via the bank statements, and this is reported to the Council via the monthly accounts statement prepared by the Clerk.
	High
	Low
	Medium
	None required.

	Salaries & Associated Costs
	Salaries paid incorrectly
Wrong hours paid
Unpaid Tax and NI contributions
Data protection and sensitive information not for public consideration
Incorrect pension deductions
	The Clerk prepares an annual salary statement for the Council.
The Clerk’s salary and pension are set up as a regular monthly payment from the bank account after agreement with the Council.
All salaries are paid net of Tax and NI through Knill James payroll services.
All HMRC requirements are undertaken by Knill James.
The Clerk’s pension is with the East Sussex Pension Fund and monthly pension administration and deductions are made. 
The Clerks hours of work are detailed in his/her contract of employment.
Any variation in salary/over time payment is arranged/agreed in a Council meeting.
Within the Council Standing Orders is a provision for the Chair to request the public and press to leave a meeting due to the confidential nature of the business.
Salaries are assessed and applied in line with SALC/NALC salary scales.
	Medium
	Low
	Low
	None required.

	Employees
	Fraud by staff
Actions undertaken by staff
Injury or illness to staff
Claims made against staff
	The Council ensures that all staff receive relevant training and reference books and subscriptions to advisory services such as ESALC, NALC and SLCC to undertake their jobs correctly.
The Chair obtains employer references on previous employers of the Clerk/RFO for any new appointments.
The Council has £10m Employers’ Liability Insurance in case any employees become injured or sick. 
	High
	Low
	Low
	

	Councillor/Chair Allowances
	Councillors overpaid
	Supporting documentation is submitted by Councillors when claiming travel or subsistence expenses to the Clerk and this is approved in the payments section of Council meeting as noted on the payments schedule.
Acceptance/decline of Councillor Allowances is made at a meeting of the full Council.
Any allowances are paid in accordance with the recommendations of LDC. 
	Medium
	Low
	Low
	None required.

	Elections
	Risk of an election cost in a contested election
	When an election is due the Clerk will receive an estimate of the likely costs of a contested election from Lewes District Council and provision will be made for this when setting the precept for the year.
Sufficient reserves are held should the need arise.
	Low
	Low
	Low
	None required.

	Minutes/Agendas/Statutory Documents
	Accuracy and legality of operations of Council
	Agendas are prepared by the Clerk and sent to Council within statutory time frames.
Council members have signed Electronic Agenda agreements for the use of emailing agendas.
Agendas are displayed publicly and uploaded to Council website by the Clerk within the statutory time frames.
Minutes are prepared, circulated, and displayed and uploaded to the Council website by the Clerk within the statutory time frames.
Minutes are approved and signed at the following Council meeting.
The Clerk prepares statutory documents, and these are adopted within Council meetings.
The Clerk consults with ESALC/NALC regarding statutory documents to ensure compliance with legislation.
The Clerk is CILCA qualified and attends training/seminars as required to keep up to date of legislative requirements.
	Low
	Low
	Low
	




	Members Interests
	Conflict of interest with Parish Council Business.
	Register of Members Interests Forms updated at least annually by Council (May ACM).
Declaration of interests is an agenda item on all council meetings to prompt members of their duty.
Standing orders detail the correct procedure.
	Medium
	Low
	Low
	None required.

	Insurance
	Adequacy of cover.
Cost of cover.
Compliance with insurance terms and conditions.
	Annual insurance policy is in place.
A review is undertaken before the time of the policy renewal. The Clerk to liaise with insurance provider and inform the Council.
The Clerk liaises with the insurer to check any insurance queries or changes during the course of the financial year.
	High
	Medium
	Medium
	


	Equipment & Land Owned By The Parish Council
	Risks Identified
	Consider:
• legal requirements • good practice • Codes of Practice • generic RAs • own judgement 

	Severity of risk
	Likelihood of risk
	Risk rating

	Identify any additional actions required to make the risk acceptable

	Assets
	Loss/damage/deterioration to parish assets
	An annual review of the Parish Council assets is undertaken, and a register of assets is kept and updated annually.
	High
	Medium
	Medium
	Assets checked in autumn 

	Maintenance
	Risk/damage/injury to third parties
	FPC is the Leaseholder for Firle Playing Fields and has a sublease of the land to Firle Village Hall and Playing Fields Ltd (FVHPFC) and Firle Cricket Club.
All playground equipment and fencing are assets of FVHPFC and not the Parish Council.
An agreement is in place with FVHPFC for the ongoing maintenance and repair of playground equipment.
All contractors must provide Public Liability Insurance cover of £10m.  The Clerk checks insurance is in place correctly.
The Parish Council has insurance in place.
	High
	Medium
	Medium
	


	Notice Boards
	Risk of injury
	The Parish Council has two notice boards sited around the Parish.  
All are inspected regularly by the Chair and any repair/maintenance requirements brought to the attention of the Parish Council.
Keys to the boards are held by Chair.
	Medium
	Medium
	Medium
	

	Meeting Locations
	Adequacy
Health & Safety
	The Parish Council meetings are held at Firle Village Hall.
The venue is considered adequate for the Clerk, Parish Council and members of the public who attend from comfort and health and safety aspects.
	Medium
	Low
	Low
	None required.

	Council Records (paper)
	Loss through:
Fire
Theft
Damage
	The Parish Council Minutes and Accounts are stored at the Clerk’s home.
	Medium
	Low
	Low
	None required

	Council Records (electronic)
	Loss through:
Fire
Theft
Corruption of Computer
	The Parish Council’s electronic records are stored on the Council’s laptop computer used by the Clerk.
The clerk’s emails are cloud-based and backed up on OneDrive.
The Parish Council website also stores backup copies of standard documents.
Insurance cover is in place
	High
	Low
	Low
	

	Activities Organised By The Parish Council
	Risks Identified
	Consider:
• legal requirements • good practice • Codes of Practice • generic RAs • own judgement 

	Severity of risk
	Likelihood of risk
	Risk rating

	Identify any additional actions required to make the risk acceptable

	Activities On Firle Playing Fields
	Health & Safety of public
Damage to property
	A Lease is in place between Firle Estate and Firle Parish Council and a sublease between FVHPFC and Firle Cricket Club. The Parish Council are not responsible for the organisation of activities on Firle Playing Fields.
	Medium
	Medium
	Medium
	None required
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Clerk and RFO:   Lorna Thwaites  

Ad opted by FPC:  Review date  Review date  Review date  Review date  Review date  

 May 202 7      

  RISK LEVEL GUIDE  

  Likelihood of occurrence   Severity   High   -   Very serious or worse   Medium   -   Serious   Low   - Minor     Likelihood of occurrence   High   - Very likely  -   it can be expected   Medium   - Probable  -   it could happen   Low   - Not likely  -   It would be unusual if it happened  

  High  Medium  Low  

Likely    Severity  High  H  H  M  

Medium  H  M  M  

Low  M  M  L  

  Activities with a high risk are not acceptable      

Subject  Risks Identified  Control Measures   What precautions are being /will be taken?  Risk Level  Further action required   Identify by whom and  when  

Financial & Management   Consider:   • legal requirements • good practice • Codes of Practice • generic RAs •  own judgement     Severity of risk  Likelihood of risk  Risk rating    Identify any additional  actions required to make  the risk acceptable  

Business Continuity  Loss of operating information held by the  Clerk on the Parish Laptop.  The clerk  has a Microsoft 365 Office account and files   are backed up on  OneDrive.   The email account   is Microsoft Outlook  with    premium security features .   The Council Website acts as a secondary back up area for standard  documentation and finances.  High  Low  Medium  None required .  

Business Continuity  Loss or long - term incapacity of the Clerk.  Minutes and files and website provide clear information on Parish Council  business .   A locum Clerk would be recruited to cover long term absence of the Clerk.   Services of ESALC available to help with locum recruitment.  Medium  Medium  Medium  None required.  

