Marden Memorial Hall
Financial Risk Assessment

MARDEN MEMORIAL HALL

FINANCIAL RISK ASSESSMENT
	Area
	Risk
	Level
	Control (and agreed improvements)

	Assets
	Protection of physical assets
	L
	Building (all halls, office and flat) insured
All Facilities Manager’s office equipment insured

Value increased annually by insurance company.  Reviewed annually.

Assets register/inventory kept updated regularly

Photographs of assets currently being taken and kept on computer

Serial numbers of all equipment currently being undertaken


	
	Security of buildings, equipment etc
	L
	List of key holders kept by Facilities Manager.


	
	Maintenance of buildings etc
	L
	Buildings regularly checked by Facilities Manager and Caretaker.  Caretaker undertakes minor repairs.  Contractors are used for other maintenance work.


	Finance
	Banking
	L
	Unity Bank (3 Trustees to agree payments (4 if over £1,000) either via email or at a meeting. The Treasurer, Chairman and Facilities Manager are authorised to enter payments onto the system.  Two Trustees to authorise payments.


	
	Internet Banking
	L
	The Treasurer, Chairman or Facilities Manager inputs a payment(s) onto the Unity Bank system using individual password/code known to them.  Payments to be made by BACS transfer to be listed and circulated to all Trustees or made available at Trustees Committee meetings.  Tree Trustees to agree payments (4 if over £1,000) and two Trustees authorise payments.
The Trustees have responsibility to check that the payments they are authorising match the amounts in the BACS system – if there is any doubt the Treasurer/Chairman should be contacted or payment should be rejected.


	
	Direct Debits and Standing Orders
	L
	All Direct Debit payments to be reviewed every two years.

All Standing Order payments to be reviewed annually.




MARDEN MEMORIAL HALL

FINANCIAL RISK ASSESSMENT (contd)
	Area
	Risk
	Level
	Control (and agreed improvements)

	
	Risk of consequential loss of income
	L
	Insurance cover with NFU Mutual Insurance.  
Documents downloaded regularly to USB stick which is kept in the Parish Office locked filing unit.     Back up of diary bookings also downloaded monthly onto a separate USB stick kept in the Parish Office locked filing cabinet.  



	
	Petty Cash Arrangements


	L
	Petty Cash (maximum £200), if any, is kept in the Parish Office locked filing cabinet and monitored by the Treasurer.  A report is provided at the end of each financial year.


	
	Financial controls and records
	L
	Monthly I&E breakdown and bank reconciliation prepared by Treasurer and reported to Trustees at regular Committee meetings.  Two signatures are required on cheques and two Trustees to authorise Unity Bank payments.  Yearly audit in February by Trevor Lane of M N Jenks, Commercial Road, Paddock Wood, Kent.


	
	Comply with Customs and Excise Regulations

	L
	Use help line when necessary.  

	
	Sound budgeting to underlie annual precept.
	L
	Trustees review budget at regular meetings and discuss budget proposals in January.  Expenditure against budget reported to Trustees regularly. 
Future maintenance plan is discussed at each Committee meeting and allocation of budget is made for each financial year.


	
	Complying with borrowing restrictions.
	L
	The Memorial Hall has no borrowing planned or loans outstanding.


	Liability
	Risk to third party, property or individuals or councillors 

Public Liability
	L/M
	Insurance cover by NFU Mutual Insurance which is reviewed periodically.  Coverage in accordance with their policy.

Annual fire risk assessment and weekly health and safety checks are undertaken by the Facilities Manager.



MARDEN MEMORIAL HALL
FINANCIAL RISK ASSESSMENT (contd)

	Area
	Risk
	Level
	Control (and agreed improvements)

	
	Legal liability as consequence of asset ownership 
	L/M
	Trustees have separate Trustees Indemnity Insurance through NFU Mutual Insurance.

	
	
	
	

	Employer 

Liability
	Comply with Employment Law
	L
	Membership of Action with Communities in Rural Kent (ACRK) who offer advice on all hall related issues.


	
	Comply with Inland Revenue requirements
	L
	The Memorial Hall employs three members of staff (Facilities Manager, Caretaker and Cleaner).   Regular advice received from Inland Revenue.  PAYE/NIC payments made monthly.


	
	Safety of office staff and visitors
	L
	H&S risk assessments undertaken by H&S Officer (Hannah Cale). CCTV installed with 8 cameras positioned externally around the building.


	Legal Liability
	Complying with Deed of Trust

	L
	Trustees comply with the Deed of Trust – copy provided to all Trustees.  Appointment of Trustees (appointed x 6, elected x 2 and co-opted x 2) at AGM and subsequent Committee meeting.  Marden Parish Council is custodian trustee.


	
	Proper document control
	L
	Legal documents in Parish Office locked filing unit.  Other data storage to comply with General Data Protection Regulations.



L = Low Risk

M = Medium Risk

H = High Risk

Overall assessment:  LOW

	Facilities Manager Email:  mardenmemorialhall@yahoo.co.uk
Treasurer Email: treasurermmh@yahoo.com
Secretary Email: secretarymmh@yahoo.com 
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