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DPC 22-006 Operational Risk Assessment 

 

Recommended Actions 

1 Availability and performance of Councillors 

 In addition to legal duties: 

• Councillors are expected to complete a full term of office where possible. 

• Advise in good time, an intention not to stand for re-election 

• Agree an annual timetable of Parish Council meetings 

• Attend meetings wherever possible 

• Advise the clerk if away from home for more than 5 consecutive weekdays 

• Advise the clerk of any reasonable adjustments needed to carry out their duties 

• Maintain and keep up to date their register of interests 

• Attend training, in line with the DPC training policy  

• Read key procedures and code of conduct, sign documentation as necessary 

• Prepare adequately for meetings 

• Support all decisions made by the Parish Council 
2. Availability and performance of the Administration Team 

 Where necessary the Parish Council is to: 

• Advertise the vacancy of the position in the appropriate media. 

• Update the terms of employment as recommended by NALC /SLCC 
The administration team is expected to: 

• Undertake training in line with the recommendations of their role. 

• Give the appropriate notes as outlined in their contract. 

• Notify staffing committee of their annual leave dates. 

• Attend recommended training courses. 

• Maintain their own CPD 

• Key up to date with key procedures and new legislation. 
3. Quality confidence and Security 

 The administration team is to: 

• Maintain a filing system facilitating easy access to Parish Council records. 

• Safeguard key documents against loss by theft or fire by creating an electronic copy. 

• Ensure Council records are managed in accordance with the Documentation Policy. 

• Ensure Council computer facilities are protected by industry standard anti software. 

• Use cloud storage to save Parish Council Computer files. 

• Provide the facility for the Chair/Vice to access the records in the event of incapacity of 
key individuals. 

• Ensue all Councillors have and use only their Council email address specifically for Council 
business. 

• Maintain the Parish Council Asset Register 

• Ensure Parish Council Assets are adequately insured. 
The Parish Councillors and Administration Team will 

• Be mindful of libel, copyright, data protection and confidentiality within all aspects of 
communication. 
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