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Maintenance of buildings etc

Buildings currently maintained on an ad hoc basis. Electrical and
safety equipmentin place.

Fire risk assessment and fire extinguishers serviced annually.

Fixed Installation Test conducted in 2023. Portable Appliance Test
done every two years.

Asbestos Survey conducted 2013.

Boiler serviced and Gas Safety Certificate issued, both annually.

Staff

Continuation of management of all matters to ensure
smooth running of parish affairs

Clerk consults closely with Chairperson and other councillors
and provides regular updates to council.

Staffing Committee meetings at least twice annually.

Access to building

Access via alternative entry (Pavilion doors) if power failure
prevents direct access to office due to shutters becoming
inoperable. Keys held by clerk, office staff, cleaner and
chairperson.

Finance &
management

Banking

Precept paid into Unity Trust current account. Signatories
reviewed and amended 2023. Mandate requires two authorising
signatories. Total of four signatories to ensure prompt
authorisation.

Corporate Credit Card

Card details not saved on any devices or linked with any business
accounts.

Card held by the Clerk.

Credit Card bank statement checked monthly by other staff
member (not Clerk) to ensure no anomalies and that the
statement matches with invoices/receipts.

Any discrepancies to be reported to both the Finance & Staffing
Committee and investigation completed by a nominated
Councillor.

Risk of consequential loss of income

Insurance cover of £10,000 (‘Insured Perils applicable to Business
Interruption’). Important documents backed-up and stored in
locked cabinet. Cloud backup with Microsoft Office 365.
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Comply with HMRC requirements

Payroll company submit RTIl. Monthly PAYE, NI & SL payments
made to HMRC.

VAT calculated & reclaimed regularly.

Internal and external auditors conduct annual checks.

Comply with Employer Workplace Pension Duties under
Pensions Act 2008*
Accurate and timely payment of pension
contributions following deduction/payroll.

Actions take to Enrol new employees into the
relevant pension arrangement in line with regulatory
requirements.

Accurate implementation of regulated contributions
increases in timely fashion.

*Under the Pensions Act 2008, every employer in the UK
must put certain staff into a workplace pension scheme
and contribute towards it. This is called 'automatic
enrolment'. If you employ at least one person you are an
employer and you have certain legal duties.

Pension legislation and regulatory changes complied with in line
with required timescales.

Regular Reconciliation of pension contributions paid against
payrollrecords.

Budget for Increases in pension contributions, estimating
expected increases during the financial year.

Safety of staff and visitors

Regular H&S risk assessment checks of Pavilion made by clerk.
Fire & non-smoking regulations complied with. Premises Licence
obtained for music & dance. Lone Working policy reviewed
annually. Manual fire alarm and smoke detectors installed in
Pavilion. Carbon Monoxide detectors in Pavilion. Window blinds
installed in parish office 2016.

Legal Liability

Ensuring activities are within legal powers

Clerk clarifies legal position on new proposals. Independent legal
advice sought where necessary. Membership of BALC, NALC &
SLCC.

Clerk working towards Certificate in Local Councit
Administration.
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