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	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	1
	INSURANCES + ASSETS
	
	
	Version 250428

	1.1
	Insurance Cover for the Council
	L
	Current renewal date + Provider
	Y
	To be renewed by 1 June each year 
Currently with Zurich Insurance  
	C/RFO

	1 June 25

	

	1.2
	
	L
	Recently acquired assets
	Y
	Where necessary, the new assets added to the Asset Register are also to be added to the insurance schedules.
	C/RFO
	ASAP
	

	1.3
	
	L
	Buildings
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	1.4
	
	M?
	Contents
	N
	Presently not included for those in Rocester Village Hall + containers so cover requires consideration. 
	F+GWG + RVHMC
	ASAP
	

	1.5
	
	L
	Fidelity
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	1.6
	
	L
	Theft
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	1.7
	
	L
	Personal injury
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	1.8
	
	L
	Public liability
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	1.9
	
	L
	Slander / Libel
	Y
	Maintain cover
	C/RFO
	1 June 25
	

	
	
	
	External Assets 
	
	
	
	
	

	1.10
	
	L
	· Play Areas 
	???
	Check existing insurance cover
	C/RFO
	ASAP
	

	1.11
	
	L
	· Rocester Village Hall car parks
	???
	Check existing insurance cover
	C/RFO
	ASAP
	

	1.12
	
	L or N/A?
	Insurance for Clerk’s premises (if necessary)
	N?
	Check if covered by C/RFO’s home insurance policy
	C/RFO
	ASAP
	

	1.13
	
	L
	Equipment in above owned by RPC
	???
	Check insurance cover
	C/RFO
	ASAP
	

	1.14
	Office security
	L
	Sensitive computer data in password protected 


	???
	Clerk to ensure Chair and Vice-Chair know the passwords.
	C/RFO
	ASAP
	

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	1
	INSURANCES + ASSETS (continued)
	Version 250428

	1.15
	Office security (continued)
	M?
	Files backed up on a regular basis 
	N?
	Ensure that all RPC records are backed-up to a portable external hard drive which is to be stored in the secure cupboard in RVH. 
Q. Where stored at present? 
	C/RFO
	ASAP
	

	1.16
	Asset Register
	L
	Preparation of the Asset Register
	Y
	Asset Register now created in digital and paper forms, the latter in the metal cabinet in RVH.
	RPC
	
	18 March 25

	1.17
	
	M?
	Maintenance and accuracy
	N?
	Not all titles and leases etc. have not been found as yet. The missing items are to be obtained or records made of where they are being kept securely.
	WHO?
	ASAP
	




	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	2 
	FINANCE
	
	
	
	
	Version 250428

	2.1
	Cash loss
	N/A
	Procedures to ensure safety of cash transfer (if applicable)
	N/A
	No cash kept : no petty cash transactions
	n/a
	n/a
	n/a

	2.2
	Handling of VAT + its reimbursement
	H?
	Make accurate and regular claims to maximise RPC ‘income’
	N?
	Claims made by the C/RFO on a yearly basis and reported to Parish Council meetings. Q. CONSIDER if to be monthly or quarterly
	F+GWG + C/RFO
	ADD
	

	2.3
	
	L 
	Ensure correct values applied
	
	To be checked by Internal Audit (IA) 
	IA
	AGAR
	ongoing

	2.4
	Budgeting and Precepts
	L
	Maintain accurate accounts to control budgets
	Y
	The C/RFO is to ensure that all accounts are maintained accurately
	C/RFO
	ongoing
	ongoing

	2.5
	
	L
	Annual precept 
	Y
	To be based on an adequate budget process. 
	C/RFO + F+GWG
	Each December
	

	2.6
	
	
	
	Y
	Annual Precept is to be based on the previous year’s income and expenditure. These are to be reviewed at January’s Budget Meeting. The Precept is then to then be applied for from ESBC by the Clerk. 
	C/RFO + F+GWG + RPC
	Each January
	

	2.7
	
	L
	Reserves / contingencies to be appropriate
	Y
	Since the IA + EA have commented adversely. These are to earmarked for specific items and held in RPC reserve accounts 
	F+GWG + RPC
	ASAP
	

	2.8
	Awarding of Grants
	L
	Establish system of grant applications and monitoring 
Q. Is a specific RPC policy document required?
	Y
	Grant process established. To be applied for in October then decided in November to become part of the Precept process. 
	F+GWG + RPC
	Each November
	

	2.9
	
	
	
	
	Grants from the Precept are to be awarded at the following Annual Meeting. 
	RPC
	Each May
	

	2.10
	
	
	
	
	Other grants can be applied for throughout the year by writing to the Chair then discussed and voted on at the following Council Meeting. 
	Claimants and RPC
	As appropriate
	ongoing

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	2 
	FINANCE (continued)
	
	
	
	Version 250428

	2.11
	Obtaining grants
	L
	Grant and funding training to be established and possible funding bodies reviewed annually
	Y
	Councillors to advise c/RFO what funding is required. C/RFO + Chair / Vice Chair to submit funding applications once Council formally agrees to do so. 
	CouncillorsC/RFO + RPC
	ongoing
	ongoing

	2.12
	Conforming to legislation
	M 
	Non-compliance with regulations and procedures
	Y
	All agreements are made by the Council at its meetings. 
	RPC
	ongoing
	ongoing

	2.13
	
	
	
	Y
	To enable the Council to comply with the relevant regulations and procedures, revised Standing Orders (SOs) have been prepared and adopted. 
	RPC
	
	2 Dec 24

	2.14
	
	
	
	N?
	The above SOs and statutory notifications concerning AGARs are to be posted on the RPC website and noticeboard at the required times.
	C/RFO
	ASAP
	

	2.14
	
	
	
	Y
	Subscriptions are being paid to NALC and SPCA so that the Council may be notified of and advised on all legislation and procedural changes. 
	C/RFO
	Council Meetings and ongoing
	ongoing

	2.15
	
	M? 
	The avoidance of items being purchased without proper tendering procedures
	Y
	To enable the Council adheres to all regulations, revised Financial Regulations (FRs) have been prepared and adopted.
	RPC
	
	2 Dec 24

	2.16
	
	M?
	
	N?
	The above FRs are to be posted on the RPC website
	C/RFO
	ASAP
	

	2.17
	
	L
	Payments made without approval / control
	Y
	See comment on the revised SOs and FRs mentioned above
	
	
	

	2.18
	
	M
	Lack of knowledge of accounting requirements
	Y
	C/RFO to look for training courses for which specific provision for such should be identified in future Budgets. 
	C/RFO + F+GWG
	 Ongoing + as required
	ongoing

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	2 
	FINANCE (continued)
	
	
	
	Version 250428

	2.19
	Banking arrangements
	L
	Control of signatories 
	Y
	The updated Financial Regulations require that 2 signatures are required for any cheque payment from the Unity Banking and NatWest accounts and 3 from the Leek Building Society accounts. 
	C/RFO and signatories
	ongoing
	ongoing

	2.20
	
	L
	Review of interest-bearing accounts
	Y
	A review of such accounts’ terms and conditions (T+Cs) shall be done continually or at least annually.
	F+GWG + RPC
	Q. continually or at least annually?
	

	2.21
	Gifts
	L
	Maintain a register and review regularly
	Y
	Gifts may only be\ accepted after a vote by full Council.
	Councillors + RPC
	ongoing
	ongoing

	2.22
	Salary payments
	H?
	Paid in accordance with the C/RFO’s contract and the latest versions of the Council’s Standing Orders and Financial Regulations
	N?
	A formal signed contract between the RPC and the C/RFO is required which incorporates the NALC annual pay reviews. 
	RPC + C/RFO
	ASAP
	

	[bookmark: _Hlk180580976]2.23
	
	M?
	PAYE / NI handled appropriately
	N?
	All PAYE / NI details must be submitted monthly. 
Q. Is C/RFO still doing so via Brightpay? 
	C/RFO
	monthly
	

	2.24
	Procedures
	L
	Accounts programme is Microsoft Excel. Paper copies are kept of all invoices and receipts 
	Y
	The accounts are on an Excel spreadsheet which is available for public inspection during the 30 days of the AGAR audit review each year.
	C/RFO
	ongoing
	ongoing

	2.25
	
	L
	Account monitoring undertaken by an Internal / External Auditor 
	Y
	Internal auditing is now being carried out by the F+GWG  
	F+GWG
	quarterly
	

	2.26
	
	
	
	
	Further independent auditing for AGAR purposes to be done by independent Internal and External Auditors. 


	RPC
	May to September
	

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	3
	LEGAL
	
	
	
	
	Version 250428

	3.1
	Meetings
	L
	Conducted legitimately
	Y
	Conducted by the Chair (or Vice-Chair) and C/RFO
	Chair (or Vice-Chair) and C/RFO
	Monthly and as required
	

	3.2
	Minutes
	L
	Signed at retained appropriately
	Y
	Draft Minutes to be uploaded onto the Council’s website and official notice board in High Street Rocester within 5 working days of the meeting taking place. 
	C/RFO
	Monthly and as required
	

	3.3
	
	L
	
	Y
	The definitive Minutes are to be published on the said sites within 5 working days from their approval and archived in the RVH Committee Room. 
	C/RFO 
	Monthly and as required
	

	3.4
	Summons to Council Meetings and Agendas
	L
	Sent out in time and giving sufficient detail of the business to be transacted.
	Y
	To be carried out by Clerk and sent out 5 working days before the meeting. 
DY to CHECK SOs, otherwise CONSIDER 3 such days (URPC)
	C/RFO
	Monthly and as required
	

	3.5
	Councillor Induction and Training
	L
	Councillor awareness of their responsibilities
	Y
	The attention of each Councillor is to be drawn to NALC’s on-line Good Councillor Guide to which all Councillors should have access.. Their need to attend meetings regularly must also be brought to their attention. 
	Councillors + C/RFO
	On election and induction
	

	3.6
	
	L
	Continual Professional Development for both C/RFO and Councillors
	Y
	SPCA offers training to Councillors and appropriate information is to be passed to Councillors on a regular basis. 
	Councillors + C/RFO
	On election and induction
	

	3.7
	
	M?
	
	Y
	SLCC offers training for Clerks so specific and sufficient provision needs to be made for such in Annual Budgets.


	F+GWG to check
	ASAP
	

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	4
	LIABILITIES
	
	
	
	Version 250428

	4.1
	Public Liabilities
	
	
	
	Version 250428

	4.1.1
	General public liability
	L
	Insurance to be maintained
	Y
	See Section 1 Insurances
	
	
	

	4.1.2
	Play Areas
	M?
	Annual inspection by a qualified body
	
	The annual inspection is to be carried out by the Play Inspection Company with a report being available to all Councillors. 
	RPC + C/RFO
	Annually
	

	4.1.3
	Other public areas 
	???
	
	???
	To be determined
	F+GWG
	ASAP
	

	4.2
	Member Liabilities
	
	
	
	Version 250428

	4.2.1
	Declarations of Interest
	L
	Register accurate and lodged with the Monitoring Officer. 
	Y
	All Councillors register their interests with ESBC and will declare any interest at meetings.
	Councillors
	As necessary
	

	4.2.2
	
	L
	Declaration of interest in a meeting’s Agenda item  
	Y
	All declarations of interest are to be made at the meeting and included in its minutes. 
	C/RFO
	Monthly + as necessary
	

	4.2.3
	
	L
	
	Y
	Any changes to interests must be notified to ESBC within 10 working days of the change. 
	Councillors
	As necessary
	

	[bookmark: _Hlk192619455]4.2.4
	Hospitality
	L
	Declarations of hospitality relating to an meeting’s Agenda item
	Y
	All declarations of hospitality (either expected or received) are to be made at the meeting and included in its Minutes. 
	Councillors
	As necessary
	

	4.2.5
	
	L
	Hospitality offered by the Council
	Y
	Hospitality may be offered if the Council agrees such a budget prior to the particular event. 




	RPC
	As necessary
	

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	4.2
	Member Liabilities (continued)
	
	
	Version 250428

	4.2.6
	Resolutions
	L
	The Chair summarises the proposed resolutions before being put the vote.
	Y
	All agreed resolutions are included in the Minutes and recorded as ‘Resolved’. 
As stated in the Standing Orders, a resolution cannot be changed for 6 months unless 3 Councillors write to the Clerk / RFO.
	Chair + C/RFO
	Monthly + as necessary
	

	4.2.7
	C/RFO advice
	
	Where Councillors disagree with the advice of the Clerk / RFO, such disagreement must be recorded. 
	
	Any such disagreements are recorded in the Minutes.
	C/RFO
	Monthly + as necessary
	

	[bookmark: _Hlk180612903]4.3
	Council Liabilities 
	
	
	
	Version 250428

	4.3.1
	Lone Person working
	M
	Compliance with Employment Law
	Y
	All issues are addressed by advice from NALC, SPCA and SLCC. 
	C/RFO
	As necessary
	ongoing

	4.3.2
	Home Working
	L
	Home working by the C/RFO
	N?
	Q. RPC to adopt a Policy such as that of URPC for an allowance?
	F+GWG + RPC
	ASAP
	

	4.3.3
	Contract of Employment
	H?
	Issue contract within legislative timeframe and include Person Specification.
	N?
	Q. The Parish Council to use NALC’s model Contract of Employment for the C/RFO?
	RPC + C/RFO
	ASAP
	

	4.3.4
	Duty of Care
	M/L
	To Employees, Councillors and Visitors
	N?
	The standards and advice issued by NALC, SPCA and SLCC is to be circulated to Councillors
	C/RFO
	ASAP
	

	4.3.5
	Councillors
	L
	Councillors are adequately advised of their responsibilities.
	Y
	Councillors are made aware of all of the policies and codes required by a responsible Councillor via training and the Good NALC Councillor Guide. (See also section 3.5)






	C/RFO
	On Cllr induction and as necessary
	

	REF
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	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
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	4.3
	Council Liabilities (continued)
	
	
	Version 250428

	4.3.6
	Code of Conduct document
	L
	The current ESBC document is to be used and displayed on the RPC website  
	N?
	Q. Is the latest version on the RPC website?
	C/RFO
	If not, ASAP
	

	4.3.7
	Code of Conduct administration
	L
	The reporting of Interests and Code of Conduct issues are administered by East Staffordshire Borough Council (ESBC). 
	Y
	All Councillors are given a Declaration of Acceptance form when elected which, when completed, are retained by C/RFO
	C/RFO
	On Cllr induction and as necessary
	

	4.3.8
	
	L
	
	Y
	The Chair signs a Declaration of Acceptance each year.
	Chair
	Annual Meeting
	

	4.3.9
	
	L
	
	Y
	The Register of Interests forms are given annually to the Councillors. When completed, the originals are to be sent to ESBC and a copy kept by the Clerk and uploaded onto the website.  
	C/RFO, Councillors + ESBC
	Annual Meeting
	

	4.3.10
	
	L
	
	Y
	Councillors are to sign a form each year to confirm that they have read the ESBC Councillor Code of Conduct document. 
	C/RFO + Councillors 
	Annual Meeting
	

	
	
	
	
	
	












	
	
	

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	5
	HEALTH AND SAFETY
	
	
	
	Version 250428

	
	
	CHECK WITH AND CROSS REFERENCE TO SECTION 12 FOR REPETITION
	
	
	

	5.1
	General H+S Responsibilities 
	L
	Councillors
	Y
	Assessments of the RVH Committee Room are to be carried out by the Parish Council.
	RPC


	Annually + as necessary
	

	5.2
	
	L
	Employees
	Y
	As above
	RPC


	Annually + as necessary
	

	5.3
	
	
	Public
	N
	Assessments of the Village Hall and the Children’s Centre are the responsibility of the RVHMC and the tenant of the Children’s Centre respectively. 
	RVHMC + Tenant of Children’s Centre
	
	

	5.4
	
	M?
	Condition Surveys, Testing and inspections
	N?
	All surveys and inspection / test reports are to be recorded and retained as part of the Asset Register documentation.
	RPC
	Annually + as necessary
	

	[bookmark: _Hlk183163396]5.5
	Fire
	L 
	Building fabric and fixed alarm systems
	Y
	The responsibility for the inspection, testing and of the building fabric and fixed systems of the Rocester Village Hall (RVH) and Children’s Centre lies with the Council. 
	RPC
	Annually + as necessary
	

	5.6
	COSHH
	L
	Building fabric 
	Y
	As Landlord, the responsibility for inspection, testing and of the building fabric of the Village Hall and Children’s Centre lies with the Parish Council
	RPC
	Annually + as necessary
	

	5.7
	PAT
	M?
	Regular testing of electronic equipment owned by the Council 
	N?
	Q. Is this being done for items such as the laptop and printer being used by the Clerk?
	F+GWG
	ASAP
	

	5.8
	VDU
	L
	See separate risk assessment. 
Q. If so, where is it? 
	Y
	The C/RFO is to take breaks when using laptop and must ensure that this/her seating position is correct. 

	C/RFO
	Each working day
	ongoing

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	6
	TOWN AND COUNTRY PLANNING
	
	
	Version 250428

	6.1
	Consultation on local planning matters
	L
	Being a statutory consultee, comments on planning matters are to be given by the full Council.

	Y
	The Councillors are sent all planning applications by email. Possible comments and responses to ESBC are discussed at Council meetings. A vote is taken if disagreement arises. 
	RPC
	As required
	ongoing

	6.2
	
	L
	Delegated powers to the Clerk/RFO. 
Q. Is the Action Required for planning responses being done
	Y
	C/RFO is to make RPC’s comments known to ESBC, even a formal ‘No Comment’. This may be either by adding them directly to ESBC’s website or by post or email. 
	C/RFO
	As required
	ongoing

	7 
	CONTRACTS
	
	
	
	
	
	
	

	7.1
	Contract conditions and specifications
	L
	Wherever possible, standard industry contracts are to be used.
	Y
	The types of proforma are to be chosen to suit the works required
	C/RFO
	As required
	ongoing

	7.2
	Term Contracts
	L
	Where necessary, contracts are reviewed annually and placed with specialist contractors who have their own insurance; conduct their own risk assessments and can provide copies of such documentation. 
	Y
	Risk assessments and Insurance documents are to be requested by the C/RFO as required. 
Q. Is this actually being done?
	C/RFO
	As required
	ongoing

	7.3
	
	M?
	Performance
	N?
	Term contracts are to be reviewed by Councillors each year. 
	RPC + F+GWG 
	Annual Meeting
	

	7.4
	Letting of contracts
	L
	Compliance with national and local government legislation and the Council’s Standing Orders and Financial Regulations.
	Y
	Tendering process are to comply with the Council’s Standing Orders and Financial Regulations 
	RPC +
C/RFO
	As required
	ongoing

	7.5
	General contract administration; payments and monitoring 
	M/L
	Performance 
	Y
	Councillors and/or the C/RFO are to carry out site inspections and report any issues to Council Meetings
	Councillors + C/RFO
	As required for payments to be made 	Comment by David Yorke: 	Comment by David Yorke: 
	ongoing

	7.6
	
	L
	Payments
	Y
	All payments are recorded in the Minutes and cheques are signed by 2 Councillors.

	C/RFO
	As required
	ongoing

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	8
	ADMINISTRATION
	
	
	
	Version 250428

	8.1
	Council Meetings
	L
	The Council Meetings schedule is to be arranged at the Annual Meeting and published on its website
	Y
	The Chair or Vice Chair will take the minutes at meetings if the Clerk is unavailable.
	Chair + Vice-Chair
	As required
	ongoing

	8.2
	Office cover
	L
	Clerk cover
	
	If the Clerk is not available for a long period, then the Chair will seek a locum Clerk.
	Chair + SPCA
	As required
	ongoing

	8.3
	Public contact + accessibility
	L
	C/RFO availability for Parish Council business 
Q. For how many contractual hours per week is the C/RFO paid for RPC business?
	Y
	The C/RFO’s working hours are between the hours of 6 to 8pm on Mondays and Wednesdays.
Q. As AGAR contact details?
	C/RFO
	C/RFO to confirm ASAP
	

	8.4
	
	L
	
	Y
	Email is monitored outside of these core hours. 
	C/RFO
	C/RFO to confirm ASAP
	

	8.5
	
	L
	
	Y
	Any access to the Clerk’s residence is solely by prior appointment only. 

	C/RFO
	C/RFO to confirm ASAP 
	

	8.4
	Procedures
	L
	As defined by NALC and approved by Council.
	Y
	NALC’s model policies, codes and procedures are to be the basis for their RPC equivalents. 
	RPC + C/RFO
	As required
	ongoing

	8.5
	
	M?
	
	Y
	All relevant policies and codes are reviewed on an agreed schedule basis.
	RPC
	Bi-annually 
	

	8.6
	Standing Orders (SOs) and Financial Regulations (FRs) 
	L
	Updating
	Y
	The Council’s SOs and FRs are to be reviewed at least annually. 
	RPC + C/RFO
	Annually or as required
	

	8.7
	Archiving
	L
	Documents are stored and disposed of in accordance with NALC’s guidelines and relevant legislation. 



	Y
	Generally, all RPC records are to be kept for 5 years, after which they will be offered to Staffordshire County Council Records Office.


	RPC + C/RFO
	Review annually
	

	REF
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	ITEM
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L/M/H or N/A
	DETAILS
	CONTROLLED
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	8
	ADMINISTRATION (continued)
	Version 250428

	8.8
	Council website
	H?
	RPC’s adopted policies, codes, AGAR returns, relevant procedures, information etc.
	Y
	When either existing or updated, these are to be published in a timely and/ or required manner.
	C/RFO
	As required
	ongoing

	8.9
	
	H?
	Updates, incorrect data and review.
	Y
	The Council’s website is to be updated regularly.
	C/RFO
	At least monthly
	

	8.10
	
	L
	
	Y
	The content of the site is to be reviewed annually.
	RPC
	Annually
	

	8.11
	Press comments 
	L
	Guidelines for press comments
	Y
	The Council’s current Media Policy is to be found on its website.
	C/RFO
	Annually
	

	8.12
	Data Protection
	M/L
	Updating to ensure legislative compliance
Q. Is a DP policy required?
	Y
	For RPC DP policy-making, advice on legislation and good practice is to be gained from HMG, NALC, SPCA, SLCC, SCC + ESBC.
	RPC + F+GWG 
	Annually
	

	9 
	BYE LAWS
	
	
	
	
	Version 250428

	9.1
	Introduction 
	L
	Reference documents readily available with higher agencies’ involvement
	Y
	Advice on legislation, good practice and model documentation is to be gained from HMG, NALC, SPCA, SLCC, SCC + ESBC.













	C/RFO + RPC
	As required
	ongoing

	REF
No.
	ITEM
	RISK RATING
L/M/H or N/A
	DETAILS
	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	10
	PARISH COUNCIL-OWNED PROPERTY
	
	
	Version 250428

	10.1
	Rocester Village Hall 
	
	
	
	Version 250428

	10.1.1
	Building maintenance
	M
	Planned maintenance : Landlord
	Y
	DISCUSS respective RPC (landlord) + RVHMC (tenant) responsibilities 
	F+GWG + RPC
	Annually
	

	10.1.2
	
	L
	Reactive maintenance ; Landlord
	Y
	DISCUSS respective RPC (landlord) + RVHMC (tenant) responsibilities 
	F+GWG + RPC
	Annually
	

	10.1.3
	Vandalism
	N/A
	All economically viable measures to exclude uncontrolled entry to building installed
	N
	Assessment and necessary repairs to be carried out by the RVHMC. 
Q. Full-repairing lease?
Q Since RVHMC has been paying the building fabric insurance, no RPC involvement whatsoever?
	RVHMC
	As required
	ongoing

	10.1.4
	Cleanliness
	L
	Standards + inspections. 
	Y
	Specification for the expected standard of cleanliness and inspection regime to be prepared. To include possible inspections by RPC.
	RPC + C/RFO
	ASAP
	

	10.1.5
	
	N/A
	
	N
	RVHMC to incorporate above in its Letting Terms + Conditions (T+Cs).
	RVHMC
	
	

	10.1.6
	Lettings
	N/A
	Terms and conditions. 
	N
	After consultation with RPC, the preparation of T+Cs will be by RVHMC and managed RVHMC
	RVHMC
	
	

	10.1.7
	
	L
	Rent default by RVHMC
	N
	This could lead to Council’s loss of income. Depending on the rental to be charged, RPC to consider additional insurance.
	RPC
	ASAP
	

	10.1.8
	General Public Safety 
	L
	Building Insurance : Landlord
	Y
	This should be covered by the Council’s general insurance(s). Check needed 

	F+GWG + C/RFO
	ASAP
	

	REF
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	CONTROLLED
Yes or No
	ACTION REQUIRED
	BY WHOM
	BY WHEN
	DONE

	10
	PARISH COUNCIL-OWNED PROPERTY (continued)
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	10.1
	Rocester Village Hall (continued)
	
	
	Version 250428

	10.1.9
	Fire
	L or perhaps M? 
	Building Insurance : Landlord
	Y
	This should be covered by the Council’s general insurance(s). 
CHECK required

	F+GWG + C/RFO
	ASAP
	

	10.1.10
	
	L
	Contents Insurance : Presently, RPC’s insurances do not cover the contents held within Rocester Village Hall (RVH). Consequently, its Asset Register shows that they are not its property.   
	N?
	Determine whether RVHMC considers that its owns the contents of RVH (apart from those in the Committee Room which are considered the property of RPC. 
	F+GWG + RVHMC
	ASAP
	

	10.1.11
	
	L
	
	N?
	Determine whether RVHMC is willing to pay for any Contents insurance.   
	F+GWG + RVHMC
	ASAP
	

	10.1.12
	Portable Appliance Testing (PAT)
	???
	Regular testing as required 
	N
	With RPC have no portable appliances, the responsibility for PAT and maintenance of portable equipment lies with the RVHMC. 
	RVHMC
	
	

	10.1.13
	COSHH
	N/A
	Risk assessment
	N/A
	The responsibility for inspections, appraisals and removal of unsafe materials (such as those for cleaning) lies with RVHMC.
	RVHMC
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	RISK RATING
L/M/ H or N/A
	DETAILS
	CONTROLLED
Yes or No
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	BY WHEN
	DONE

	10.2
	Rocester Children’s Centre
	
	
	Version 250428

	
	To be completed once the principles for RVH have been determined

	12B.1
	Building maintenance
	???
	???
	???
	DISCUSS respective RPC (tenant of SCC) responsibilities 
	
	
	

	12B.2
	Vandalism
	N/A
	All economically viable measures to exclude uncontrolled entry to building installed. 
Q. Being the Landlord, is this RPC’s responsibility?
	N/A
	Q. Assessment and execution to be carried out by RPC? Also, since it has been paying the building fabric insurance, no RPC involvement whatsoever?
	
	
	

	12B.3
	Cleanliness
	N/A
	Tenant advised of the expected standard of cleanliness and inspections recorded
	N/A
	Q. Carried out by the Tenant? 
Q. Also any inspections by RPC?
	
	
	

	12B.4
	Tenancies
	???
	Building Tenant given terms and conditions at the time of being granted the tenancy. 
	N/A
	???
	
	
	

	12B.5
	
	???
	Land Tenant (SCC) given terms and conditions at the time of being granted the tenancy.
	???
	???
	
	
	

	12B.6
	
	???
	Q. Add Loss of income / rent default / financial shortfall?
	???
	???
	
	
	

	[bookmark: _Hlk183164392]12A.7
	General Public Safety 
	L?
	
	
	Q. Covered by the Council’s general insurances? 
	
	
	

	12A.8
	Fire
	L or perhaps M? 
	
	???
	The responsibility for inspections, testing and maintenance of portable equipment lies with Q. WHOM?
	
	
	

	12A.8
	PAT
	???
	Regular testing completed. 
Q. by whom?
	???
	The responsibility for inspections, testing and maintenance of portable equipment lies with those running the Children’s Centre 
Q. Accepted and being done?
	
	
	

	12B.7
	COSHH
	N/A
	Undertake separate risk assessment
	N/A
	Carried out by the Rocester Village Hall Management Committee






	
	
	

	REF
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L/M/ H or N/A
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	Other appropriate premises from RPC’s Asset Register also to be added
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