HIGHWORTH TOWN COUNCIL

FINANCIAL AND MANAGEMENT RISK REPORT/ASSESSMENT

This risk assessment systematically examines the Town Council’s working practices, enabling the Council to identify all potential risks
inherent in its financial and management systems. Based upon a completed assessment, the Council is able to take the practical and
necessary steps specified to control, reduce or eliminate the risks. The risk assessment enables the Town Council to assess the risks that it

faces and satisfy itself that it has taken all reasonable steps to minimise them. The risk assessment specifies the controls in place and
identifies further controls required.

The risk rating balances the likelihood of a given risk with impact of the risk in question and results in an overall risk rating, as well as a RED

(not acceptable), AMBER (reasonably acceptable/action may be required), GREEN (reasonable acceptable/no action required, review)
colour indication.

Received at the Finance and General-Purpose Committee Meeting on 17t June 2025 — Minute reference F&GP 13c
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Controls in Place Additional Controls required
Governance &
Information
GDPR 2 GDPR online training. Staff are required to maintain a Revisit training. Reminders at team
clear desk policy. IT systems are in place. meetings. Keeping up to date with current
legislation.
Breach of data 2 Thorough review of all rules with regards to GDPR.
protection Passwords for on-line email system changed regularly.
Data Protection Policy in situ.
Toolkit supplied by NALC has been implemented.
Loss of data 3 Data Policy Assertation 10 tender for IT provision

All systems are securely backed up on an external hard
drive/to the cloud.

Due to compliance, a wealth of HTC information is
available on-line as it is uploaded onto the Town Council
website.

Signed paper copies of all TC minutes are held on file,
older minutes are taken to the Wiltshire archives in
Chippenham.

2025/2026

Freedom of
Information —
excessive requests

There have been minimal requests for information to date
but if a substantial request arrives then this might require
many hours of additional work. The Council may request a
fee if the work will take more than 15 hours but the
applicant may re-submit the request, broken down into
sections, thus negating the payment of a fee.

All information required in the Transparency Code is
available on the Town Council website

A record of the requests are kept and will be
logged on the website.

Advice is sought on a case by case basis.

2




Freedom of Information Policy

Council Records —
Paper

Loss through fire,
theft or damage

Original deeds and land registry documents are held in a
fire proof safe, copies are accessible if information is
required both in paper format and electronic.

Older documents that are not required in the day to day
running are sent to Chippenham Wiltshire archives.

Council Records —
Electronic

Loss through fire,
theft, damage,
computer failure,
hacking, virus
filtration

Electronic records are backed up daily to the cloud. IT
provider ensures anti virus software is in place and
updated as required.

Provision of Internet
access

Policy related to internet usage. Password security and
limited access.

tender for IT provision 2025/2026

Social media — HTC
website and other
providers

Annual review of policy (or as required) Dedicated staff
Dedicated website developer NALC / Gov.uk guidance
circulated to relevant staff, suppliers & partners

Advertising — such
as in the Link/use of
noticeboards

All articles are to be signed off by the Town Clerk or in her
absence the Assistant Town Clerk, any political literature
is not permitted.

CCTV

The CCTV Policy is in place and published on the
website. Only authorised personal are allowed to view the
cameras and footage. Any request made from members of
the public must be viewed by the police.




the RFO will have carried out the following:
- identified all committed spending expected for the
remainder of the year
- identified any income expected or accounts unpaid
- identified VAT paid but not reclaimed
- estimated all income for the remainder of the
year
- checked all committed spending to ensure nothing
is missing
Following the above a calculation of balances + expected
income — committed spending = projected EOY balances
(to off-set the precept)
Budget and expenditure is monitored on a monthly basis

Managing Room The HTC Administrative team are responsible for HTC is currently exploring the use of online
Bookings bookings for the Community Room, Council Chambers room booking systems to streamline the
and Podium and Market. Those wishing to book the room | process. This has been reviewed and is not
complete a room or podium booking form and provide required presently (July 2025)
relevant insurances etc prior to approval being issued.
Bookings are recorded on an annual room booking
spreadsheet or Market/Podium booking spreadsheet.
Attention is paid to ensure that bookings for those who
regularly use the Community Room are
prebooked/prioritised for the following year.
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m Controls in Place Additional Controls required
Precept Inadequate | 4 | 1 4 | Prior to the January budget meeting of the Full Council Town Council to develop aims and objectives

through community engagement and
preparation of a business/action plan.
2026/2027 following the elections.

By having short/medium/long term planning
in place, it will allow better budget planning.




Council overspend

Areas of spending are closely monitored by the RFO and
reported to the Full Council on a monthly basis.
Substantial spending requires a council meeting and the
RFO will have already allocated financial resources within
the budget.

Have a cut-off point during the year (end of
February) for all spending not already
committed.

Incomplete or
inaccurate financial
records

Rialtas finance package is used, any discrepancies can
be easily identified. The accounts are reviewed on a
monthly basis by the RFO and presented to Finance and
General Purpose Committee to be signed off.

The Council complies with Governance and Accountability
for Smaller Authorities in England and the practitioners
Guide 2025. HTC has published Financial Regulations
which are adopted annually.

Breach of Financial
Regulations

Members and officers are required to comply with
Financial Regulations.

All spending levels have an element of control with the
Financial Regulations.

Additional checks could be carried out by
bank signatories. This has been
implemented May 2025.

Damage/loss/theft of
Town Council assets

All assets are listed in a comprehensive assets register
and are insured.

The RFO has built up a list of trusted contractors who can
attend to damage when necessary, although a lot of the
maintenance and installation is carried out internally by the
grounds team.

Recent audit of benches, litter bins and dog bins has been
carried out.

Asset package as part of the Rialtas finance
package to ensure assets are recorded at
point of delivery. This will enable regular
reports and reviews including photo
evidence. To be completed by December
2025.

Misuse of Grant
Funding

A comprehensive grant policy is in place and published on
the website along with guidelines.

All Grant applications detail why funding is being
requested and include the group constitution. Where
applications exceed £500 a business plan is also
requested.

The application is submitted to finance and general
purpose for decision.

Grant process and form reviewed by F&GP
17.6.2025 Minute reference F&GPO7




Incorrect VAT
claim/Noncompliance

VAT is reclaimed using the Rialtas finance package. VAT

is checked by the RFO on submission, the internal auditor

at the interim audit and year end.

Insurance
inadequate

The assets register is reviewed annually and cashbook
purchases are added. The value of assets acquired at nil
cost has been estimated and included in replacement
costs. These assets are listed at £1 acquisition cost as
required by External Auditor.

Develop an assets management policy.

Asset package as part of the Rialtas finance
package to ensure assets are recorded at
point of delivery. This will enable regular
reports and reviews including photo
evidence. To be completed by December
2025

Banking errors

The Council has Financial Regulations setting out the
requirements for banking, cheques and the reconciliation
of accounts. It has three bank accounts (a current
account, a savings account with instant access, and a
higher interest account CCLA).

Bacs payments go through a 2-stage process, RFO/ClIr
1/ CliIr 2 prior to being processed. The on-line process
requires the RFO or Assistant Clerk to set up a payment
and a ClIr to check and send the payment. Any errors in
processing payments are discovered when the bank
accounts are reconciled every month. These are dealt
with immediately.

Money is transferred from the COOP deposit account to
the Current account prior to making payments. Surplus
funds are held in the CCLA.

An Asset Reserve Fund is held in the higher
interest account, to achieve an optimal rate
of return on this capital sum. Monitor the
performance of this account, giving
consideration to (1) other savings
instruments (2) increasing sums held in
higher interest-bearing forms, while ensuring
adequate funds for the Council’s business
activities.

Loss or theft of cash

Fraud by staff

There are limited times that large amounts of cash are
held on the premise. These are always counted and
banked by two members of staff. Cash is regularly
reconciled.

All records are held in the office.




Debtors/ collecting
income from assets

The Council has few debtors (Cemetery, allotments, room
hire and events) Invoices are raised and expected to be
paid within 30 days. When invoices are not paid on time a
further 2 letters are issued by recorded delivery. Where
invoices remain unpaid following reminders future
opportunities are withdraw. e.g. a memorial mason would
not be permitted to continue working in the cemetery.

Asset Reserve Fund;
safeguarding of
reserve for intended
purposes

Funds are transferred to support capital works, and
additions to the fund are approved as part of the budget
process at the start of the financial year. If required there
will be a separate annual resolution approving the Asset
Reserve Fund that makes clear that the Fund is reserved
for the funding of approved capital works only.

Unknown budget
costs due to taking
on assets without
due diligence

Those assets and functions already transferred are within
the council’s functions, i.e. skate park, litter bins, play
areas, eftc.

The council should agree to pay for professional advice
whenever necessary, ensuring professional indemnity
guarantees.

All decisions are taken in the public domain and subject to
the usual financial regulations of the council.

The council should consider working with
experienced partners.

Any building transfers should come with a
buildings condition survey.

Reporting and
auditing

The accounts are open to public examination each year
as required by the accounting and audit regulations.

The AGAR is published on the council website annually.
Two internal audits take place throughout the year by an
independent auditor and the reports are noted by council.
An external audit takes place annually and again is signed
off by council.

Grants — receivable

The income is identified under a separate cost centre in
the accounts.

Best value —
accountability

Work awarded incorrectly — the council has adopted
financial regulations that set out the requirement of




awarding the contracts, all contract awards are made by
Full Council.

Risk to budget from |2 |2 4 The risk is higher in an election year. The Town
an unforeseen Clerk obtains an estimate of costs from Swindon Borough
election cost. Council for a full election and an uncontested election.
There are no measures that can be adopted to minimise
the risk of having a contested election as this is a
democratic process.
Money is set aside in an EMR every year to split the cost
as evenly as possible.
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Properties &
Assets
Intentional damage |3 |2 6 Police would be notified of the incident if not already done | The Town council could approve a standard

or loss such as thefft,
vandalism or fire
damage

SO.
Benches — where possible replacement benches are
made of recycled plastic and are fire resistant.

Play areas/skate parks - All play areas are inspected
weekly by a ROSPA trained member of the Grounds team
and have a further independent third party inspection by
ROSPA annually.

Public Toilets - Operational closures can be undertaken
without Town Council approval but need to be reported to
the Town Clerk immediately and the issue rectified as
soon as possible. A permanent closure can be undertaken
for several reasons such as major mechanical failure that

bench type that meets all the H&S BSEN
standards as well as being made from
recycled plastic making it fire and vandal
resistant and a policy for memorial benches.

A bench policy is being prepared and will be
presented to council for approval by October
2025.
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cannot be easily rectified or on public health grounds such
as infection risks during a pandemic. Such a closure
would need to be discussed at Town Council level and
agreed but a temporary closure may take place until this
process has been completed. In all cases closure would
be indicated at the site by signage with the date of closure,
expected length of closure and contact details for
enquiries.

Offensive graffiti to be removed immediately.

Any damaged equipment/property to be made safe or
removed as required.

Any repairs or damage needing immediate attention is
carried out by the Grounds Team who will bring in
contractors if and when required.

Accidental damage

Any damaged equipment/property to be made safe or
removed as required.

Any repairs or damage needing immediate attention is
carried out by the Grounds Team who will bring in
contractors if and when required.

Maintenance

All assets are logged on the asset register when
purchased/acquired. The asset register is reviewed
annually.

The HTC office building and Cemetery chapel are
occupied by staff during the working week and all faults
reported to the Town Clerk.

The public Toilets are inspected by the contract cleaner
daily and any faults reported to the HTC Office for either
the Grounds Team, or if needed an external contractor to
resolve. Monthly recorded checks are made to the
buildings function and structure by the Grounds Team
Manager and reported to the Town Clerk as required.

Building condition surveys have been carried
out to ensure correct budgets are in place for
any maintenance work required.

Report to council September 2025.

Cleaning of property
and assets

Regular cleaning practices are in place with duties split
amongst office cleaner, Grounds Team and regular
additional contract cleaning staff for public toilet block.
Cleaning records are made daily within the public

Independent audit and spot checks.
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toilets and office with date, specific area and who by.
Rules and regulations for hiring the Community room,
Council Chamber and the Podium are signed at
booking to ensure the property is left in a clean state
and users of he Community Room are instructed to
take their own rubbish away with them.

Office cleanliness is discussed as part of staff
induction.

Insurance

The Town Clerk is responsible for ensuring that adequate
insurance provision is made, budgeted for and
implemented. This forms part of the annual budgetary
processes.

An annual review is undertaken prior to the renewal date
of all insurance arrangements in place.

A three-year agreement for public liability insurance is
normally agreed to ensure best value for money.

Building reinstatement surveys required as
part of the insurance review. Caried out in
2024, Full report to go to council September
2025.

Members of the
public, staff or Clirs
injured at HTC
office, event or on
land owned or
leased by the

Public and employers liability insurance in place which
covers ClIrs and volunteers at events. All council run
events are subject to an event management plan. All
those attending events to provide PLI.

Risk assessments are carried out for all TC events.
Play Area checks carried out by qualified officers on a

Council weekly basis.
RoSPA Play Safety inspection carried out annually.
A comprehensive Health and safety management manual
and employee guide is in place.

Allotments One person in the offices takes the lead with managing

the allotments. Annual inspections are undertaken. Work
undertaken under the guidance of the Allotment Act 1950.
Allotment software is now in place.

Saturday Market

Insurance — Administrative staff, and Assistant Town Clerk
are required to ask for/gather client information including
insurance as part of the booking process and in turn forms
part of the terms and condition of hire. The Town Clerk is
reminded to review Public Liability insurance annually and
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adjust cover to meet expected future demands before
renewing.

A Market Manager is in place and is responsible for
collecting the fees from the traders.

an environmental statement.

The town council accepts it has control over its local
estate but will lobby government for policy change
(statutory) to enforce change on the public and
businesses.

Cemetery 2 |1 2 The Grounds team have a procedure in place for Work towards a cemetery management plan
checking and inspecting memorials, grass cutting and and green flag status.
hedges and remedial work undertaken where necessary
as instructed by the Grounds Manager. The cemetery
records are being digitalised and mapped electronically. Once mapping is complete a search option
will be put on the website.
Planning and 2 |1 2 A Neighbourhood plan has been made for the parish and
development is currently under review.
Car parks 1 |1 1 Inspections are carried out monthly and any findings are | Investigate parking options and ringfence
reported and actioned as appropriate. any income for maintenance.
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Controls in Place Additional Controls required
Climate Emergency |2 | 1 2 The Environment and Leisure committee have adopted

The Town Council could develop a
climate emergency action plan.
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National & 4 |1 4 The Council will follow Government guidance.
International
incidences such as
death of monarch,
war or pandemic

Fire 4 11 |4 All mandatory checks are met and recorded. Staff have | Continue to monitor and check guidelines
online training. Fire alarm is checked and serviced and advice regularly. Fire safety is an
regularly. Other groups affected are briefed on ongoing process which involves all staff
procedures, with a recorded induction for hirers. members to be fire aware, annual updated
Checks include fire alarm test, fire fighting equipment training is essential to achieve this.

check, fire doors and escape route checks. There are
two appointed fire marshalls . Fire alarms are checked
and serviced regularly by a competent engineer and all
records of checks and servicing are kept. Procedures
are regularly reviewed and legislation monitored for
changes. Fire risk assessment is in place and renewed
every five years or if the building significantly changes.
Regular fire drills are also undertaken and recorded.

Fire extinguishers in buildings and machinery are
routinely inspected annually by a competent engineer.
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Controls in Place Additional Controls required

Events &
Engagement with
the Community
Entertainment and 3 |2 6 Internal and external events go through a standard Review emergency planning protocols
the arts - Failure to planning process which is overseen by Full Council.
prepare budgets for Adequate insurance is in place as well as the usual H&S
uncontrollable risks package which includes risk assessments of activities,
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such as weather
,delayed acts,
accidents, public

buildings and systems when planning events. Emergency
plans also form part of the Town Councils standard
planning process as well as reviewing of possible areas at
risk and failure. Budgets form a part of that process and
are discussed and set at the working group level with final
approval by the Town Council. Each event is assessed on
it's own merit as no event is the same although they are
often variations of a theme.

Safety An Event Management Plan is prepared for each event
and submitted to the event safety advisory group at
Swindon Borough Council.

Licenses All correct licenses are obtained prior to any event, if a

stall holder does not have the correct license or
paperwork they are not permitted to trade. Highworth
Town Council holds a premise license for the Market
Square which is renewed annually.

Waste management

Traders take their waste away with them when they leave
the event.

HTC holds a waste transfer license, this will be published
on the website as required by the PG2025.

Security

With attendance expected at over 500 at any one time
security is employed to assist with the event.

13




to fulfil council
objectives

which is reported to the staffing committee, the staffing
committee is responsible for the appointment of a Town
Clerk.
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Controls in Place Additional Controls required
Incorrect gradesfor | 2 | 1 2 | Salary rates are based on the National Joint Council LC grading to be published on website as per
staff (NJC) for Local Government services Pay Scales and all | PG2025
changes are reported and approved by the staffing
committee. Job descriptions are drawn up in consultation
with staff and evaluated using the NALC/SLCC
guidelines.
Staff have an annual appraisal where concerns regarding
grading can be brought.
Inadequate capacity | 2 | 2 4 | The Town Clerk is responsible for the recruitment of staff
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Future objectives identified are executed following any
need for recruitment.

The Town Clerk monitors the staffing budgets and makes
recommendations to council during the precept setting
period.

Inadequate training

Councillors are responsible for their own development and
are sent training opportunities via NALC, SBC and other
local training providers.

Annual appraisals can identify staff training needs.

NALC issue regular updates on legal topic notes.

Payroll inaccurate

An interim audit would identify any errors in calculating
payroll. Where payroll errors are made these are easily
rectified.

Tax and NI is calculated using the Inland Revenue
automated system, likewise Pension contributions are
automatically calculated, the RFO carries out year end
checks inline with Wiltshire Pension Fund.

Overtime is authorised by the manager and counter
signed by the Town Clerk. This is provided with the payroll
payments when bank approval is made. An external
payroll provider is commissioned to process the payroll.

HMRC Payments
late/incorrect

An external company is contracted to process the payroll
every month. Time sheets have to be submitted and
signed by the line manager and Town Clerk.

Payments are made via electronic payment.

Monthly checks are made to the HMRC account to ensure
no discrepancies.

Allegations of
bullying and/or
harassment
received from Clirs,
Officers or members
of the public (could
also be noted in

‘reputation’)

With regards an allegation against a Clir. All Clirs receive
a copy of the Code of Conduct and Standing Orders when
elected to office. Any complaints against Clirs are
reported to the monitoring officer.

The Council has a dedicated Staffing Committee and a
Grievance Procedure in place if the allegation concerns a
member of staff.
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The council has an adopted anti bullying and harassment
policy.

safety employee guide and management manual.

Lone working 3| 1 3 | The council has an adopted a lone working policy.
Office staff are required to sign in and out of the building.

Recruitment 2| 1 2 | The council ensures the correct recruiting procedures are
followed. Advice is sought from South West Councils if
required.

Poor performance 21 1 2 | The council has a capability and performance
improvement policy.

Actions undertaken 21 1 2 | All staff are provided with the relevant training, reference
by staff books, access to assistance and legal advice required to
undertake the role.

Loss of key 2| 1 2 | The Assistant Town Clerk is suitably qualified to cover
personnel short term for the Town Clerk.
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Controls in Place Additional Controls required

Health & Safety |
COSHH 3 |1 3 The council has adopted a comprehensive health and

16




COSHH products have a corresponding Safety Data
Sheet, and new ones are obtained when new produces
are produced.

coverage

The council has adopted a social media policy.

Use of grounds 3 |2 6 The council has adopted a comprehensive health and
maintenance safety employee guide and management manual.
equipment such as Training is provided as needed for us of equipment.
lawn mower
Personal Injury 3 |2 6 Regular checks of the building, fire & security.
Contract with supplier to carry out electrical, fire,
security checks of warning system and equipment.
Any equipment/faults reported through appropriate
channel. Fixing of any unsafe equipment/fault
reporting.
First Aid is recorded immediately including near misses,
details of this can be found in the health and safety
employee guide and management manual.
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Adverse press 2 |2 4 Public and press welcome to attend council meetings.
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Regular updates on social media, website and Link
magazine (which includes a mayoral column) to ensure
residents are kept informed.

The Clerk to agree any media prior to being released on
Town Council website or social media.

Good working relationship with local reporters.

Lack of community
engagement

The Council seeks ways to interact with the community via
events such as Christmas Light Switch on, May Day,
Saturday Market etc.

Public consultations are held on a regular basis to include
the public.

Young Peoples Council — getting younger
people engaged

Investigate youth council

Adverse relationship
with Swindon
Borough

Council

Regular two-communication with local officers at
neighbourhood level and with Borough Councillors.
Issues raised with Borough Councillors and reported to
Full Council.

Representatives appointed to the SLCF and the Town
Clerk and Chairman attend the quarterly leadership
meeting.

High quality service
provision free from
discrimination and
accessible to all

Ensure that all conditions of the act as they affect
service provision are met. Allocate responsibility to
ensure that standards/ongoing requirements are met.
Carry out periodical review of service. Ensure disabled
access remains a priority for all areas.

As the council takes on more services, we need to be
mindful of Equality Legislation.

Equal Opportunities Policy in place.
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Legal/ Code of
Conduct
Breach of standing |2 |3 6 NALC model Standing Orders are adopted each year by
orders the council and published on the website.
Where it is thought that Standing Orders have been
breached, external written advice is sought and
presented. If the breach is proven, any decisions would
be revisited.
Members fail to 2 |2 4 The Code of Conduct is adopted by the council at the
behave in Annual Council Meeting each year, members are provided
accordance with with a copy. All Clirs sign a declaration of acceptance of
Code of Conduct office. Any complaints are reported to the Monitoring
Officer.
Conflict of interest 1 |1 1 Clir induction pack (hard copies) provided to all new Clirs
not declared or dealt (co-opted & elected). Clerk to report any concerns to
with appropriately monitoring officer. All members complete a declaration of
interests form at the outset of the political term.
‘Declarations of interest’ is on every agenda which acts as
a reminder, declaring an interest is the responsibility of
individual ClIrs.
Council meetingnot |1 |2 2 Attendance recorded as part of minute taking to evidence

quorate or not
minuted properly

quorum. Where quorum is not achieved, the Clerk would
declare the meeting could not take place.

Draft minutes are circulated and once approved the paper
copy is signed and retained as a legal record of the
meeting.

Minutes are published on Town Council website as
required.
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Reason for apologies recorded as per standing orders,
absence where apologies are not given are listed
separately as absence.

Agenda not Agendas for all Town Council full and committee meetings
issued/published are published on the Town Council website, 4 notice
correctly boards across the town, and issued to members 5 clear
days in advance.
Agendas are agreed with the chair prior to publication.
The Clerk is CILCA qualified to ensure correct legislation
is followed.
‘Best value’ Specifications for works or supply of goods are drawn up

principles and
accountability

by officers in consultation with relevant Council
committees / working groups. Tenders, including those for
Contracts for Services, are sought on the basis of
specifications and contracts awarded on a ‘value for
money’ basis. Financial Regulations in place.

Declaration of gifts
and hospitality

CliIr induction pack (hard copies) provided to all new Clirs
(co-opted & elected)

Declarations of gifts and hospitality forms are available on
the website and must be submitted to the monitoring
officer at Swindon Borough Council, this is the
responsibility of the councillor.
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