MENDIP YMCA




RISK MANAGEMENT STRATEGY

RISK MANAGEMENT STRATEGY & RISK REGISTER
This strategy has been formulated to ensure that Mendip YMCA has identified areas of risk within the organisation and how those risks can be avoided, reduced, monitored and reviewed.  The assessment process is document below to identify a Risk rating prior and post risks having been assessed.  

The assessments findings are entered onto a Risk Register Summary sheet which requires Board recognition and approval.
FULL REVIEW
Full review carried out between October – December 2015
REVIEW OF RISK REGISTER SUMMARY

Review of Summary carried out 11/8/16

REVIEW CARRIED OUT BY:

K Marsh

RISK REGISTER SUMMARY SHEET

Extracts a summary of the key risks, the control measures/activities, the average ratings and the Risk Lead from the completed risk assessment sheets.
RISK ASSESSMENT

This assessment incorporates recommendations based on the evidence gleaned from surveying methods, equipment and personnel, policies, procedures and the financial position of the organisation. The assessment includes general recommendations in order to ensure low risk practices.

DEFINITIONS

Hazard

Something with the potential to harm;

Severity

The degree of harm that may be caused; 

Likelihood

Probability that an accident/incident may occur;

Risk rating

Severity x Likelihood = overall risk;

The following method has been used to assess the rating on the assessment:-

SEVERITY (IMPACT) – “S”
	RATING
	
	DEFINITION

	1
	MINOR
	Causing minor injuries.
Unsuccessful grant application.
Verbal complaints and report by word of mouth of poor service/quality.

	2
	LOW
	Causing significant injury.
Loss of smaller sized grants.

Written complaints.
Day to day repairs

	3
	MEDIUM
	Causing temporary disability.

Loss of medium sized grants.

Negative press articles.
Damage caused to buildings resulting in reduced use for short period

	4
	HIGH
	Permanent disability or ill health.

Loss of large grants.

Criminal investigation.
Damage caused to buildings resulting in reduced use for medium period

	5
	MAJOR
	Fatality or disabling injury/disease.
Insolvency.

Criminal Prosecution.
Damage caused to buildings resulting in unable to occupy e.g. rebuilding                           


LIKELIHOOD (PROBABILITY) – “L”

	RATING
	
	DEFINITION

	1
	VERY UNLIKELY  
	It is most unlikely that an incident will occur. It would require freak conditions against which it is not reasonable to protect.



	2
	UNLIKELY             
	Unlikely that circumstances may combine to result in an Accident.

	3
	MEDIUM
	It is foreseeable that circumstances may combine to result in an accident or an incident.

Medium financial loss.

A loss in reputation.

	4
	HIGH  
	It is very likely that the effects/acts of humans or other factors will cause an accident or ill health

High financial loss to the organisation, potential for redundancy.              

High loss in reputation of the organisation

	5
	VERY HIGH          
	It is almost certain that an accident or ill health.

Major financial loss to the organisation e.g. insolvency, redundancy.

Reputation lost.


LIKELIHOOD (L) X SEVERITY (S) = RISK RATING

INTERPRETATION / RISK RATING

Multiply severity by likelihood. The resulting risk rating is interpreted as follows:-

16-25

High

Immediate and substantive action must be taken to control the 

risk.  If not practicable to control the risk immediately (e.g.: major engineering solution required.) then other controls must be put into place in the meantime or work delayed until such measures can be implemented.

10-15

Medium
A careful examination must be undertaken of the factors 

involved to determine what actions are reasonably practicable to reduce the risk rating.

2-9

Low

Not requiring a great deal of attention. However if a simple and 

and inexpensive solution exists which will reduce the risk further, it should be implemented. 

    1                     

Little perceived risk.

NOTE: - RISK MUST BE REDUCED TO AS LOW A LEVEL AS REASONABLY PRACTICABLE.


REVIEW

Where deficiencies are identified by monitoring activities, take corrective action and record the completion of such actions

A review should be carried out every 12 – 18 months from the date of the assessment.

A review should be undertaken earlier if, there has been an accident or the particular job has changed in any way i.e. new equipment or change of personnel, Loss of funding or loss of reputation. 

This document contains a Risk Register Summary page which incorporated the Business Plan Objectives into the Risk Management cross functional risk areas
	GOVERNMENT POLICY
	STAFF & HUMAN RESOURCES

	ECONOMIC ENVIRONMENT
	INFO & TECHNOLOGY

	COMPETITION
	SUNDRY & CONTROLS

	LA RELATIONSHIP
	IMAGE & BRANDING

	FINANCE
	COMPLIANCE

	BOM
	PREMISES, HOUSING & MONITORING CONTROLS

	CULTURE & ETHOS
	CLIENTS


RISK REGISTER SUMMARY

[image: image1]  
[image: image2]    
[image: image3]
	Completed by Name: 

	K Marsh
	
	Completed

date:

October – December 2014
	Review date:
	

	No
	Risk                                        (Threat/
Opportunity to achievement of business objective)
	Assessment of Risk  [As it is now]
	Key Risk                          Activities
	Assessment  of Residual Risk [With control measures implemented]
	Risk 
Owner(s)
	Timescale/ Review Frequency

	
	
	
	
	
	
	

	
	
	
	
	Risk Score
	
	
	
	Residual Risk Score
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	[S ]
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	[ L ]
	[ S ]
	
	
	

	1
	 

Government Policy
	5
	5
	25
	LHA
Universal Credit


	Regular updates from YMCAE CEO will cascade to managers and relevant staff

Small working party to be set up to monitor and respond to risks and impact Business Manager to update at Finance Committee any changes and implications.
Updates received from YMCAE these will be discussed at Finance Committee.

Aug discussed at Aug meeting and is now a standing item on agenda.
	5
	4
	20
	CEO

BM

Treasurer
	Ongoing
 SHAPE  \* MERGEFORMAT 


 

	2
	Economic Environment: Funding, Borrowing/Covenants capital developments
	
	
	
	
	
	
	
	
	
	

	2
	Economic Environment 

Universal Credit

Benefit Cap

Reassessment of Incapacity Benefit


	5
	5
	25
	Impact of legislative changes on clients.  
	Regular updates from YMCAE CEO will cascade to managers and relevant staff

Small working party to be set up to monitor and respond to risks and impact Business Manager to update at Finance Committee any changes and implications

	4
	4
	16
	CEO

BM


	Ongoing
 SHAPE  \* MERGEFORMAT 




	2
	State Pension Age Changes and Statutory employment changes

	5
	5
	25
	Impact of legislative changes on staff and MYMCA as an employer.
	HR Officer & Business Manager to monitor changes, report impact and advise organisation of changes & timeline as they occur.
Auto enrolment scheme achieved 1/10/2015

Living wage implemented 01/04/2016


	4
	4
	16
	HR Officer

CEO

BM

Treasurer
	Ongoing
 SHAPE  \* MERGEFORMAT 




	2
	Rent restructure


	5
	5
	25
	Alterations to rent restructure programme impact on rents charged to meet the housing management costs through rents.

Aug – update from YMCAE no decision made likely to be extension for Supported Housing with changes to impact 2020.  Finance Committee has as a standing item on agenda.
	BM to monitor and report/advise on changes to CEO, SM and Treasure.
BM to implement changes in rent & budget setting.

Small working group to monitor risk and impact.

Business Manager to update at Finance Committee any changes and implications
	4
	4
	16
	CEO

BM

TREASURER
	Ongoing
 SHAPE  \* MERGEFORMAT 




	2
	Funding

Routes 


	5
	5
	25
	Board agreed to fund until 31/3/2017.
Funding applications to be submitted to reduce impact on reserves.
SS has submitted application to Peter Cruddas Aug 16, applications in working progress for Esmie Fairbairn and Dulverton Trust.

Fundraiser to be recruited.

1st phase of advertising failed, 2nd phase due to close 15th Aug 16.


	Fundraiser JD with CEO for final verification before recruitment May 2016.

Preparing information for funding bids
Consider application combining Routes & Youth Work for long term larger funding application.


	4
	4
	16
	CEO

BM

SM


	2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	2
	P2I Funding contract 


	5
	5
	25
	Tender submitted 22/4/16, decision August 2016. New contract starts 1st January 2017.

Implementation of changes from Sept *Dec 2016.

Aug 16 – delay in the outcome of P2i tender.  SCC have issued information as 2 arrears have not received tenders, YMCAM to consider tendering for the South Somerset Area.


	August 2016, decision.
Working group if not successful for plan B approach to service.

Decision not received as at 020816 delayed by SCC

Decision will not be received until end of Sept 16.
	4
	4
	16
	CEO

BM

SM
Accom Team Leader


	2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	2
	Frome Youth & Community Centre


	5
	5
	25
	Acquisition of site and self sustainable funding
	Steering group formed to steer and develop project. 

Work on vision and design brief in progress.

External expertise on relief contract basis.

Decision from SCC Asset Management panel after 11th May 2015

SCC agreed to issue a lease.
Draft lease rec’d back YCDM leading Meeting with architect May 16.

YCDM will finalise on the business plan to enable application to funding. 

Meeting with John Osman and working party Aug 16.


	4
	4
	16
	CEO

BM

YCDM

FM
	2015 ongoing
 SHAPE  \* MERGEFORMAT 




	
	
	
	
	
	Awaiting Lease from SCC.
	
	
	
	
	
	2015 ongoing

 SHAPE  \* MERGEFORMAT 




	2
	Frome Foyer – Sale of YMCAE Housing Stock


	5
	5
	25
	RP status to be achieved.

Funding to be decided use reserves or seek partial mortgage.

BOM agreed to use Reserves to fund acquisition subject to RP status being secured.
	Valuations from Y England received.

Draft valuation from Savills – returned with feedback.

RP working group working on stage 2 application.

Housing strategy group meeting 19/5/15 to review progress and help steer development/decision.

1.10.15 MYMCA informed YMCAE that we wish to acquire FF. 

Confirmed to YMCAE MYMCA is pursuing RP status and hope to achieve this and be able to acquire Frome Foyer by the end of 2016.
Application with HCA Jan 16.
Responses re queries raised by HCA submitted to HCA.  HCA reviewing application but have raised new concerns over revised Business Plan financial model in light of Government changes to rent re HB, indications are that the would prefer us to suspend application.  BM is liaising with Savills, YMCAE and other YMCA’s on this matter to be able to update the CEO and BOM.

	4
	4
	16
	CEO

BM

FM
Steering Group
	2015 ongoing
 SHAPE  \* MERGEFORMAT 




	2
	Youth Work 


	5
	5
	25
	Youth club funding annual with Agreements expiring at 31st March 2016 or 18th June 2016.

Frome Youth Club and Street Youth Club have partial funding until 31st March 2018.
May 2016 Coleford & Glastonbury have agreed 3 yr contracts to 2019.

All other clubs 1yr agreements agreed with consideration being given to longer contracts from 2017.
	Maintain relationships with local councils.

Encourage financial commitment to sustained delivery

Glastonbury considering 4 year funding and hope to use at a blue print across Mendip
Consider application combining Routes & Youth Work for long term larger funding application.


	4
	4
	16
	CEO

BM

YCDM
	2016
 SHAPE  \* MERGEFORMAT 





	2
	Borrowing/covenants
	4
	4
	16
	CEO & BM to explore potential to borrow re FYCC and housing units
	BOM agreed FF and GHH to be acquired from reserves.

FYCC to source funding or borrowing options once lease obtained.
	4
	4
	16
	CEO

Treasurer

BM

BOM
	2015 ongoing
 SHAPE  \* MERGEFORMAT 




	2
	Capital development


	5
	5
	25
	FYCC, GHH, Frome & Street Foyer expansion/ diversification. Assessment, risk and impact to MYMCA.

	FYCC – consultant report produced and steering group in place.

GHH - consultant A Farrell assisting with Management Agreement.

FF – Savills draft valuation.  Business Manager attending event 11/5/15 regarding Savills assisting further with this development.

Street Foyer – Oct 2015 Harris & Harris have reviewed Management Agreement from BYMCA.  04.01.16 3rd version of agreement received by BYMCA, sent to Harris & Harris to advise. Meeting being held 12.01.16 to consider approval of agreement in line with solicitors’ comments. SF agreement signed 2.2.16.
FYCC see Frome Youth & Community Centre above for update.
	5
	4
	20
	CEO

Treasurer

BM

BOM
	2015 ongoing
 SHAPE  \* MERGEFORMAT 




	3
	Competition
	5
	5
	25
	Contracts awarded to other providers
	Maintain high quality service, additional value for money provisions that wrap around.
	2
	4
	8
	CEO

BM

SM
YCDM

BOM
	Ongoing

 SHAPE  \* MERGEFORMAT 




	4
	LA Relationships
	3
	5
	15
	
	Adhere to SLA & develop/maintain positive relationships Continue attendance at key strategic meetings.
	2
	4
	8
	CEO

BM

Managers
	Ongoing

 SHAPE  \* MERGEFORMAT 




	5
	Finance 
	4
	5
	20
	Non adherence to financial controls.
Review of PO system occurring August to ensure spends are authorised by budget holder.


	Adherence to existing finance controls.

Develop in 2015-comprehensive financial procedures for consistency across organisation.
Finance policy adopted at Feb 2016 BOM.

Additional signature required at BOM Meeting May 16.
	3
	4
	12
	All Staff
	2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	5
	Supported Housing Rent Income
	4
	5
	20
	Level of rent arrears/voids exceeds 5% target figure set by registered providers (YMCAE and KHA) and the Piggeries units

October 2015 Implications of new 1% rent reduction and impact on Management Agreements.

MYMCA and YMCAE lobbying local MPs and HCA, decision due March 2016 re exempt status of supported housing.

April – May 2016 Voids  & Arrears represented 18.65% loss of income, compared to April – Mar 2015 which was a loss of 21.72% 
April – June 16 Voids total losses £24576.18, high due to phased move in at Street Foyer.  Other projects incurred voids due to allocation £1,741, no maintenance voids.
Historic arrears unlikely to be recoverable totals £47269.51 as at 31st July 2016.

Piggeries – £25684.04 past residents

Frome - £5342.41 past residents

Grace Harris House - £5342.41 past residents

Within this amount there are 2 current residents £6729.55 who have disengaged and are in the process of being evicted.


	Monitored at monthly rent meetings with
Business Manager and Service Manager.
Business Manager reporting to finance committee.

Staff taking young people to ASSERT Meetings. 
Housing Admin staff to meet monthly with Housing Benefit claims officers May 2016.

Housing Admin staff meet with HB staff over difficult or problematical claims monthly.
	4
	4
	20
	KM

SM

Team Leaders

Housing Admin

(reporting to CEO and Treasurer at monthly finance meetings)
	Ongoing 2015
 SHAPE  \* MERGEFORMAT 




	6
	BOM 

Board Risks - Competent Board of management

(Business Plan Objective 1)

	5
	5
	25
	Board Chair

Board inducted & training.
	S Harrison appointed.
Board induction pack being developed by KD and VM.

VM resourced 

On-line board training for board members.

Chair & new board member attended regional BOM Training Sept 2015.

Skills audit to be undertaken in 2016. Completed
BOM Appraisal Process to be developed in 2016.  

Appraisal meetings booked in May & Jun 16 - Completed

	4
	4
	16
	CEO

BM

BOM
	2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	7
	Culture & Ethos

Memorandum & Article risks

	5
	5
	20
	 All staff awareness of Ethos, History, Vision and Mission of the YMCA.
	CEO inducts staff to the Ethos, History, Vision and Mission of the YMCA.
	4
	2
	8
	All staff
	 Ongoing

 SHAPE  \* MERGEFORMAT 




	8
	Staff & Human Resources

(Business Plan objectives)
	4
	5
	20
	
	Staffing structure to be reviewed 2015; CEO line manages 6 staff currently.
Induction programme to be developed.

Annual training calendar of courses to be completed.

Supervision to occur 6-8 wkly by line managers.

Observations front line staff 6-8 wkly by line managers.

Supervisions and observations have not been to timescale revised monitoring process implements by BM and HRO April 16.
HRO chasing supervision and observation dates from 3 line managers reminders issued will be achieved by End Aug.

Observations not being undertaken by all projects, corrective action to occur by end Aug 16.
	2
	5
	10
	HR 

BM

CEO

Managers
	2015 ongoing
 SHAPE  \* MERGEFORMAT 




	9
	Information Communication & Technology
	5
	5
	25
	Communications Strategy to be developed.

IT systems and software are in place to protect the organisations data.

Phone systems enabling integral site working.
	Communications strategy to be developed.

Software upgrade to 2003 from 2013.
AMIS meeting on 18/5/14 re client flowchart.
Working group of BM/SM/(CP and FP) & volunteer to assist with template for Texellent re floating support client information to be set up on AMIS.

AMIS system populated with outcome fields further training scheduled 23.05.16 with Texellent to finalise the set up difficulties of capturing support data.
Additional population required and completed by FP, awaiting software adjustment by Texellent to enable FP to undertake trial.  FP liaising with Texellent during Aug.
	2
	4
	8
	FM

BM

SM

All staff

Texellent

IP Office
	Ongoing

 SHAPE  \* MERGEFORMAT 




	10
	 Sundry & Controls
	5
	5
	25
	All expenditure is authorised and within budget.
	PO system in place.

Invoices paid if authorised.

Annual budget meetings scheduled.

Funding gaps identified for mangers to seek funding (see finance report for further information)
Finance reports not always issued on time BM & FO reviewing May 16.

Since April 16 finance reports have been generated to timescale.  A review of financial reporting being undertaken by an external volunteer and PO system under review internally.
	3
	3
	9
	CEO

Treasure

BM

Managers

Finance Officer
	 Ongoing
 SHAPE  \* MERGEFORMAT 




	11
	 Image
	5
	3
	15
	New Branding requirements to be met, increased expenditure and branding standards to achieve.  
	VM attended branding meeting on 06/05/14
Branding to be finalised in 2016.


	5
	2
	10
	Admin

CEO

Branding Group
	2015 – ongoing
 SHAPE  \* MERGEFORMAT 




	12
	Compliance 

Service delivery & failures
Business objective 8 Robust Recording & Monitoring)

	4
	5
	20
	Weak recording and monitoring systems 
	Financial timeline implemented for finance reporting.

Performance Management Report

SM Quarterly Support compliance checks.

FM Quarterly H&S
Compliance checks
H&S Compliance check not conducted during Q4 2015-16, FM prioritising for May/June 16.
H&S Checks now undertaken and reports submitted by FM to the BOM Aug 16.
	2
	5
	10
	FM

SM

BM

CEO


	2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	13
	Premises, Accommodation & Controls
	5
	5
	25
	Premises fit for purpose. 
Accommodation units to decent home standards
	Compliance checks to monitor compliance quarterly by Facilities Manager.

RP registration and the transfer of accommodation units from other RP's will require additional measures and controls/ reporting as requested by HCA.


	4
	4
	16
	FM

CEO

BM
	Registration completed of RP status on going application submit January 2016. Responses issued to HCA with revised business plan.  HCA have raised further concerns over financial model in light of welfare & HB reform and are implying YMCAM should suspend its RP registration until decision is made by Government re Supported Housing.
 SHAPE  \* MERGEFORMAT 



 

	14
	Clients

Youth Involvement Strategy
	5
	3
	15
	Services do not meet the needs of the young people.
Views not sort or considered.
	YCDM expanding on initial strategy to enable effective consultation with young people and services users to engage them in planning developing and delivering services to young people. 
	5
	2
	10
	YDCM

SM

BM

CEO

All staff
	 2015 and ongoing
 SHAPE  \* MERGEFORMAT 




	 14
	Clients

Activities
	5 
	5
	25
	Injury or  incident involving young people
	Activities undertaken by YMCA are risk assessed.  Young people involvement is achieved.
	3
	3
	9
	FM

SM

BM

CEO

All Staff


	 Ongoing

 SHAPE  \* MERGEFORMAT 





Adopted by the Board of Management

Signed  …………………………………..       Date  ……………………………….

CROSS FUNCTIONAL RISK - GOVERNMENT POLICY

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Measures/Activities
	Net Risk
	Responsibility
	Monitoring
	Actions and by whom

	Changes in Government Changes to government 7th May 2015 elections
	5
	5
	25
	Changes in policy decision, Strategic changes in delivery of housing and homeless services
	Monitor the outcome of election and update Risk Management Strategy accordingly Good relations with local government 
	20
	All
	Monitor the outcome of election by Media
Update Risk Management Strategy accordingly
	BOM & all staff to maintain neutrality and not be politically motivated during their work commitments to Mendip YMCA. Maintain positive media coverage.

	Changes to Local Authority financing which impacts upon MYMCA
	5
	5 
	25
	Reduction/

Total removal in Funding need to identify alternative funding source or cease services, Income Generation
	Good Relations with funding agencies 


	20
	Board

CEO/Business Manager, Service Manager
Staff
	LA budget approvals. Government web-sites
	Board & Staff maintain close working relationship with LA to be aware of change that may affect MYMCA financial. 

ALL Staff - Positive relationships with external agency personnel to promote the organisation in a positive and professional manner. Attendance at inter agency and community meetings.



	
	
	
	
	
	Identify and attend at Key meetings.


	
	CEO/Business Manager, Service Manager
Staff
	Via minutes of meetings identifying attendance
	Board & Staff Maintaining high profile with partner agencies by attending key meetings. 

CEO - Ensure representation at appropriate strategic meetings to receive early notification of trends/action.  Ensure attendance at CHYYPS.

CEO &  Managers –

Ensure involvement in local Housing Forums and Proactively seek MYMCA representation on strategic bodies.

e.g. Health & Wellbeing Board, Young Peoples Forum



	
	
	
	
	
	Reserves Policy


	
	Board

CEO/Business Manager
Treasurer


	Annual Review of Policy
	Report in to BOM 



	
	
	
	
	
	Budgets


	
	Treasurer, CEO/BM, Managers/ Operation & Project Managers


	Quarterly Reports to the BOM

Monthly reports to management team
	Treasurer Report in to 

BOM 

Business Manager to provide monthly reports for managers to Monitor performance
Quarterly reports to Treasurer


	
	
	
	
	
	Well Trained Staff in Financial 
Management


	
	CEO/BM/Finance Officer/Managers
	Trained staff via training plan, supervision and appraisal.
	ALL Staff - Positive relationships with external agency personnel to promote the organisation in a positive and professional manner.  Attendance at inter agency and community meetings.


	Change in Government legislation 


	4
	5
	20
	Changes could adversely effects MYMCA costs, i.e. Minimum wage, changes to VAT, National Insurance, pension contributions
	Received via SAGE Payroll, CIPD and shared knowledge at HR Sub committee

	20
	Board

CEO/BM
	Business Manager to act on Updates Received and Communicate alterations to CEO as and when received.


	HR overseeing role (Business Manager) – New HR Officer post for day to day actions/ updates and communicates changes to BM & CEO and Finance overseeing role (Business Manager), day to day actions/entries/updates Finance Officer.
Changes are communicated to the BM & CEO. BOM via CEO.



	
	
	
	
	
	HMRC updates re Finance issues are dealt with.


	
	Treasurer, Business Manager

Finance Officer
	Treasurer & Business Manager to act on Updates Received and Communicate alterations to CEO as and when received.
	Finance overseeing role (Business Manager), day to day actions/entries/updates Finance Officer.

Changes are communicated to the BM & CEO. 
BOM via CEO.



	
	
	
	
	
	Annual Budget


	
	Treasurer, Business Manager, CEO, Managers
	Board to ensure that budget plan produced on an annual basis and agreed prior to new financial year.
	BOM –to agree Reserves Policy on annual basis.

Treasurer and BM to produce draft budgets incorporating requirements from Management Agreements.
Consultation meetings with Managers with draft budget.

Business Manager, CEO and Treasurer to meet to finalise the budgets after consultation.

Ensuring full cost recovery is implemented for all projects undertaken.

	
	
	
	
	
	Corporate Objectives


	
	BOM, CEO, Management team
	BOM to monitor 
	CEO and management team to communicate by Report Quarterly on objectives to BOM 

	
	
	
	
	
	Well Trained Staff in Financial Management


	
	CEO/Business Managers/ Operation & Project Managers
	Trained staff via training plan, supervision and appraisal.
	CEO and Business Manager to ensure that staff with financial management responsibility have relevant skills/knowledge and or receive training.


CROSS FUNCTIONAL RISK - ECONOMIC ENVIRONMENT: Funding, Borrowing, Covenants, AND CAPITAL Developments
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Economic Environment 
Government changes
Universal Credit

Benefit Cap

Reassessment of Incapacity Benefit

State Pension Age Changes

Rent restructure


	5
	5
	25
	Impact of legislative changes on clients.  Training for Managers & Support staff.

Impact on staff, HR team aware if changes and advise of impact on organisation

Alterations to rent restructure programme impact on rents charged to meet the housing management costs through rents.
	Monitor changes

Train staff with changes

Incorporate changes into budgets
	16
	CEO

BM

TREASURER
	Monitor Media, YMCAE
	CEO/BM and

TREASURER Implement changes as they occur and within the time lines set

	Changes in Funding, Grant Funding 

or 

Grant budget restricted or reduced
Schemes at Risk 2015+

Routes funding via Lottery ceasing 18th September 2015.

P2i funding via SCC contract ceasing 30th April 2016, potential of 2 yr extension.

Youth Clubs –Youth worker posts: annual funding from Grants SCC and parish/town councils funding ceases 31st March each calendar Yr.

Agreements Clarks 3yr agreement ceases 17th June 2016.
Coleford agreement ceases 31st March 2016.

Glastonbury agreement ceases 31st March 2016.

Shepton Mallet Agreement is 31st March 2016.

Frome Youth Club partial funding agreement is to 31st March 2018.

Street Youth Club partial funding agreement is to 31st March 2018.

TAS/PRS/DGS & Move-On SLA with MDC until 31st March 2019, subject to annual funding availability


	5
	4
	20
	Loss of funding closure of services/schemes
	Contracts encourage at least 3 years funding.
Build and maintain relationships with local county/ district/ town & parish budget holders.

Seek alternative income streams   as well as local authority to enable self funding or part self funding.

	16
	CEO/BM
	Contracts, Managements Agreements and Service Level Agreement

Service Reviews, 


	Monitor & report

To BOM BY:

CEO/BM/SM/YCDM

CEO/Bus Man -Ensuring earlier notice of withdrawal or change of funding.
CEO and Appropriate Manager(s) To review:- 

P2i Contract.
Youth Club funding agreements (Street & Frome 3 Yrs 2015-2018.

Service Level Agreements ( Mendip District Council)

Management Agreement (KHA and YMCAE)

Housing units Aster and private landlords.



	Borrowing/
Covenants
	5
	5
	25
	Funds borrowed at higher rate could destabilise the organisation.

Higher loan to value ratio higher interest rates potential difficulties in repayment which could destabilise the organisation
	Ensure best value is obtained on the market, utilising specialists that may fund specific areas of work.

Ensure repayments are incorporate into repayments into budgets and costs are realistically covered.
	16
	BOM

Treasure

CEO

BM

External advice Solicitor/Bank Manager
	Proposals to be submitted to the BOM for consideration and approval.

Annually within budgets by Treasure, CEO, BM and Managers
	

	Capital Developments
	5
	5
	25
	Organisation is destabilised due to expansion e.g. Youth work, housing units
	BOM to approve all capital developments
	20
	BOM

Treasure

CEO

BM

External advice Solicitor/Bank Manager
	BOM to monitor 
	Proposals to be submitted by CEO, Treasure, BM

	Budgets to secure funding
	5
	5
	25
	Full cost recovery budget is developed to meet the needs of the provision seeking funding
	Budgets


	15
	CEO/Business Managers/ Managers
	BOM/Treasurer
Management team
	BOM to monitor reports from Treasurer.

Management Team to ensure that income and expenditure fall in line or less that projected budgets. 

	Source funding
	5
	5
	25
	Lack of focus on sourcing funding – loss of provision or loss of reserves to fund provision
	Well Trained Staff to seek funding 
Pro-active approach to identify and apply for grant funding from alternative sources prior to expiry of current grant funding.

	15
	CEO/Business Managers/ Managers
	Grant conditions, funding agreement 
	CEO and Business Manager and managers


	Investments
	5
	5
	25
	Investments with one provider, potential for loss of investments except £85K.
Interest rates not monitored – loss in income generation.
	Spread of income generating activities other than grant funding sources.


	15
	All staff to be proactive to identify income sources other than grant funding
	CEO/MM/Managers
	Admin promotion of spaces for hire.
Support for YMCAE Shops.

Fund raising initiatives as agreed by management team.



	Reduced demand for Core Services
	4
	2

	8
	De-sizing of service delivery team, redundancy
	Statistics & Monitoring


	4
	CEO/Bus Man/Manager(s)
	Level of Referrals and Applications

Annual statistics.

	Service Manager to highlight trends in service utilisation at managers meeting, business plan reviews.

Service Manager to oversee the set up of Supported Housing projects on relevant data bases.

Supported Housing Projects to update rent accounting & support data base with client details.
CEO & managers - To explore opportunities as they arise to enable diversification of Core Services



	High Inflation
	5
	5
	25
	Grant funding agreed insufficient generating losses.  Potential for redundancy, loss of reserves to compensate.
	Budgets and on-costs to include an inflation increment

Encourage Inflationary increase within Contracts, SLA.
	15
	Treasurer

CEO/Bus Man
	Inflation increases on SLA and Number of applications completed
	CEO/Bus Man - Full cost recovery is achieved.

	High Interest Rates or volatile investment markets
	4
	5
	20
	Monitor investment rates, invest in secured bonds with minimal investments in units
	Budgets

Maximise investment income opportunities
	15
	Treasurer

CEO/Bus Man
	Interest charged statements offset by improved return in investments?
	Treasurer to ensure that investments are invested in secure options.

CEO/Bus Man Full cost recovery is achieved.

	Low Inflation
	5
	5
	25
	Grant funding agreed low inflation but high costs could incur losses.  Potential for redundancy, loss of reserves to compensate.
	Budgets to include inflation and ensure ‘Full cost recovery’.


	15
	Treasurer

CEO/Bus Man
	Inflation increases on SLA and on funding applications.
	CEO/Bus Man - Full cost recovery is achieved.

	Low Interest Rates or volatile investment markets
	4
	5
	20
	Monitor investment rates; invest in secured bonds with minimal investments in units but highest return.
	Budgets

Maximise investment income opportunities
	15
	Treasurer

CEO/Bus Man
	Interest statements to monitor invest return.
	Treasurer to ensure that investments are invested in secure options.

CEO/Bus Man Full cost recovery is achieved.


Cross Functional Risk – Competition

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Potential for services to be awarded to alternative provider.
Service no longer strategically relevant or not on government agenda.

Alternative suppliers better value for money
	5
	5
	25
	Potential for it to be diverted to alternative supplier

e.g. alteration to how services are delivered within district/county
	Ensure contract adhered to.


	8
	BOM

CEO/

Bus Man

/Managers
	Budgets

Benchmark

Contracts across all sites

Expenditure

P2i Consortium 
	BOM – Strategic relevance adhered to.



	
	
	
	
	No Longer strategically relevant or on government agenda.
	Ensure statistical data maintained to identify relevance of service and positive impacts of it in place
	
	All staff
	Managers
	All staff to maintain records to enable information to be extracted and used to promote service.

	
	
	
	
	Value for Money
	Ensure budgets are produced for full cost recovery only
	
	BM/CEO/Managers & Treasurer
	BOM
	BOM to monitor financial impact.

	
	
	
	
	
	Additional services wrap around provision to demonstrate additional value for money
	
	All staff
	CEO/Managers
	All staff to promote service provisions across the wider YMCA to young people, agencies and stakeholders

	
	
	
	
	Management of stakeholders 
	Relationships with external agencies to be built and maintained – identify protocols to ensure strategic relevance e.g. P2i Consortium members and sider wider with probation, leaving care, mental health, YOT
	
	BOM and All Staff
	Complaints

External agency questionnaires

Verbal feedback
	All staff - to maintain positive relationships with funders and their staff teams to ensure that MYMCA are seen as preferred partners.




Cross Functional Risk – LA Relationship

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Good Relationships not maintained or damaged with MDC
	5
	3
	15
	Funding could be reduced, not renewed.

New funding not directed to MYMCA
	SLA


	8
	CEO

Bus Man

Managers

Staff
	Returns submitted on time

Complaints/ Issues dealt with appropriately by appropriate member of the management team


	CEO – Specific relationships, leads and contact.
Managers to ensure returns submitted on time and report to CEO.

	
	
	
	
	
	Meetings


	
	CEO

Bus Man

Managers

Staff
	Attendance at meetings of relevance from all levels within YMCA, grass routes & strategic.


	CEO Health & Wellbeing Board/Young Peoples Forum.
Staff to build and maintain relationships with specific staff e.g. Housing Officers, RSL CBL staff.
Staff – Specific 

Landlord Forum

Management Strategy to be effective Policy/Procedures to be followed by all staff.



	
	
	
	
	
	Joint Promotion events


	
	CEO

Bus Man

Managers

Staff
	Add value and be seen as worth
	Staff – Specific to event as nominated by CEO or management team



	Good Relationships not maintained or damaged Local Authority budget holders 
	5
	3
	15
	Funding could be reduced, not renewed.

New funding not directed to MYMCA
	SLA


	8
	CEO

Bus Man

Managers
Staff
	Returns submitted on time

Complaints/ Issues dealt with appropriately by appropriate member of the management team


	CEO – Specific relationships, leads and contact. Managers to ensure returns submitted on time and monitored by CEO.

	
	
	
	
	
	Meetings


	
	CEO

Bus Man

Managers

All Staff
	Team Meetings, Client Workers Meetings

SP Reviews
	Relevant staff member to attend meeting and report back to MYMCA


	
	
	
	
	
	Joint Promotion events


	
	CEO

Bus Man

Managers

Staff
	Add value and be seen as worth
	Staff – Specific to event as nominated by CEO or management team




Cross Functional Risk –FINANCE
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Financial Management – failure to adequately guard against, funding/grant fraud
	5
	4
	20
	Potential for closure of schemes
Financial loss to the organisation
	Monitoring quarterly at the Finance & Audit Committee.
TOR agreed by BOM

	12
	BOM

Treasurer

CEO
Bus Man Finance & Audit committee      (F & A Committee)

	Strategy approved by BOM


	BOM – Monitor and approve Financial Strategy e.g. budget, financial reports.



	
	
	
	
	
	Budgets


	
	Treasurer

CEO/Bus Man
	Income & Expenditure against Budget
	CEO/Bus Man - Full cost recovery is achieved should a reduction in demand of services be encountered which could result in a reduction of funding.

	
	
	
	
	
	Clearly defined investment / Reserves and

Borrowing strategy

Regular cash flow


	
	BOM

Treasurer

CEO

Bus Man
 F & A committee


	Quarterly reporting of cash flow, loans and interest rates/returns.

Borrowing approved by BOM,

BOM to approve Business plan
	Treasurer/ CEO & Bus Man - Developing  generic financial strategy and processes with clearly defined investment / Reserves,

Borrowing strategy

And Regular cash flow.

	
	
	
	
	
	Regular monitoring of funding streams
	
	BOM

Treasurer

CEO

Bus Man at F & A committee
	Quarterly reporting
	Treasurer to Regular report and monitor funding streams

	Failure to secure maximum returns on investment funds
	5
	2
	10
	Potential for closure of schemes Financial loss to the organisation

	Invest in appropriate funds taking into consideration RISK
	12
	BOM

Treasurer

CEO/Bus Man

F & A committee
	BOM

Quarterly reporting of performance of investment funds
	BOM, Treasurer & CEO – Obtain External expertise to be obtained if required

	Secure Budgeted Income & exp
	5
	4
	20
	Ensure SORP complied with, no misdirected allocation of funds
	Audited Accounts meet SORP requirements
	12
	BOM

Treasurer

CEO/Bus Man

F & A  committee
	BOM monitor Procedures 


	BOM to approve Audited accounts.

Treasurer, Business Manager and Auditors to liaise to ensure SORP requirements met.



	
	
	
	
	
	Income/expenditure budget for each activity with (MONTHLY/
QUARTERLY)


	
	Managers to have input into annual budget
	BOM - Quarterly reporting of performance and Audited accounts prepared in line with SORP requirements
	Managers -responsible for individual dept budgets

and monitor performance against budget.

Business Manager and CEO to oversee organisational overall budget.
Monthly financial reports produced and saved on server for access by managers and staff.

	
	
	
	
	
	Monitoring through management accounts
	
	BOM approval of budget and Quarterly review of manage-ment accounts.


	Quarterly reporting of performance and Audited accounts prepared in line with SORP requirements
	Managers -responsible for individual dept budgets

and monitor performance against budget.

Business Manager and CEO to oversee organisational overall budget.

Monthly reports produced and 

saved on server 

	Expenditure may not be adequately controlled
	5
	4
	20
	Budgets exceeded

Financial loss to the organisation

Reduction in assets
	Clearly defined procedures (authorisation limits, cheque signatories etc)


	12
	BOM

Treasurer

CEO/Bus Man/
Managers
	BOM approval of financial procedure and annual review

BOM approval of budget and quarterly review of management accounts
	Managers responsible for monitoring.  Business Manager highlights areas of concerns at managers meetings.
CEO/Treasurer and BM meet quarterly to review.



	
	
	
	
	
	Comprehensive budget setting process with regular monitoring through management accounts
	
	BOM

Treasurer

CEO/Bus Man

/Managers
	BOM approval of financial procedure and annual review

BOM approval of budget and bimonthly review of management accounts
	CEO/Bus Man – Co-ordinate Finance meetings between

CEO, BUS, Treasurer.
Business Manager facilitates meetings with managers over forthcoming budget requirements.


	New initiatives e.g. schemes/

services 
	5
	4
	20
	May/ may not be financially or managerial viable
	Thorough Risk Assessment of each initiative.

Full project brief to Board via CEO


	12
	BOM

Treasurer

CEO

Bus Man


	BOM to approve all new initiatives and for this to be documented in the minutes.
	BOM – to approve budget expenditure for new schemes.

Treasurer/CEO/Bus Man/Appropriate Managers to formulate budget for new schemes that obtain full cost recovery.

CEO/Bus Man/Appropriate Managers to obtain funding for new schemes or to present a business case for funds to come from reserves this will be considered for pilot projects.



	
	
	
	
	
	Funding guaranteed/ secured before committing to new initiatives or BOM to agree to take the financial loss after viewing reports.
	
	BOM

Treasurer

CEO

Bus Man

Management Team
	BOM to approve all new initiatives and for this to be documented in the minutes.
	Treasurer/CEO/Bus Man/Appropriate Managers to formulate budget for new schemes that obtain full cost recovery.

CEO/Bus Man/Appropriate Managers to obtain funding for new schemes or to present a business case for funds to come from reserves this will be considered for pilot projects.



	Accounting System (SAGE) and Practices
	5
	4
	20
	Data could be corrupted or lost

	Accounting of all projects on one system.
Backups taken when used to ensure recovery of data.


	12
	BOM

Treasurer

CEO

Bus Man

Finance Officer
	BM and Finance Officer
	Bus man to ensure up to date version of SAGE held with correct number of licenses for SAGE Line 50 and SAGE Payroll.

	
	
	
	
	
	Key MYMCA staff trained to use the system in line with tasks (Finance Officer and Bus Man).
	
	BOM

Treasurer

CEO

Bus Man

Admin
	Training Plan
	BM to ensure relevant staff inducted to use of SAGE packages

	Budget Planning process 


	5
	4
	20
	All appropriate managers not included in budget setting process.  Insufficient budget set or budget set in excess of anticipated income. 
	Budget preparation in excel and formulated in negotiation with managers.


	12
	BOM

Treasurer

CEO

Business Manager

/Managers
	BOM

Treasurer

CEO

Business Manager

/ Managers
	Treasurer/Bus Man –Formulate initial draft budget.

Project Managers to review draft Budget and make recommendations.

Bus Man to meet with Managers re draft budget. 



	Financial requirements under the NHF Code of Governance complied to
	5
	4
	20
	In breach of the NHF Code of Governance
	Requirements of the NHF Code to be an agenda item and minutes at the Finance & Audit Committee meetings.

Annual report of Accounts & Report include standard declarations as specified in the NHF Code of Governance.
	15
	Treasure

CEO

Business Manager
	BOM
	Finance & Audit Committee meetings to monitor, record and report on the financial requirements under the NHF Code of Governance


Cross Functional Risk – Board of Management

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	BOM unclear of their role and of the business 
	5
	5
	25
	BOM unable to govern to business 
	Induction training

Governance training
Business Plan & Objectives
Appraisal Process to be developed in 2016 for BOM members
	16
	BOM 
CEO

YMCA E

Bus Man

Managers
	All BOM members to complete and record Induction and Governance Training 
	BOM and CEO – to Induct new BOM members.
Relevant training delivered to BOM.
BOM Appraisal Process to be developed in 2016. 



	BOM unclear of the requirements under the NHF Code of Governance and Code of Conduct
	5
	5
	25
	BOM unable to govern to business
	Induction training

Governance training

Business Plan & Objectives
External legal advise from Savills & Devonshire Solicitors
	15
	BOM

CEO

Bus Man

Managers
	Performance Management Reports

Board Meetings & Minutes
	

	Lack of long term direction or clear policy 
	5
	4
	20
	Business opportunities missed and potential for business to lose focus/direction
	Business Plan & Objectives

	16
	BOM
CEO

Sub Committees

Bus Man


	BOM Meetings with minutes recording that Business Plan & Objective and reports are reviewed 
	BOM members - to be involved in the Business Plan & Objective process and be issued with copies.
CEO/Bus Man/Appropriate Managers – submit reports for consideration.



	
	
	
	
	
	Financial Information e.g. Budgets, reports


	
	BOM

Treasurer

CEO

Bus Man


	Clear Financial Reports
	Treasurer to ensure clear, concise financial information is provided to the BOM.

	
	
	
	
	
	Sub committees to ensure commitment and review of Business Plan & Objectives
	
	
	
	CEO/Bus Man/Appropriate Managers - Consistent method of reporting to BOM from Sub committee minutes and reports.



	Recruitment of BOM members of quality or relevant skills/ experience/
Conflict of interest
	5
	4
	20
	Insufficient BOM members with compliance posts not filled, no succession planning
	Recruitment policy for BOM members


	16
	BOM
CEO

Sub Committees


	Periodic review of membership with skills audit completed to identify gaps of BOM skills
	BOM Members -Complete a skills audit.

CEO/Chair ensures Governance Training regularly reviewed for all BOM members.


	
	
	
	
	
	BOM and CEO to agree recruitment process and procedure
	
	BOM

CEO

Sub Committees
	Maintain a skills audit for all BOM
	Chair/CEO to monitor to ensure appropriate mix of skills on BOM.



	
	
	
	
	
	Conflict of interest identified from application process, documented on skills matrix and at documented at Board meetings
	
	BOM

CEO

Sub Committees
	Maintain a skills audit for all BOM
Agenda requesting conflicts of interest to be noted

Minutes noting conflicts of interest
	Chair/CEO to monitor to ensure appropriate mix of skills on BOM and conflicts of interest are dealt with in accordance with our M & A’s and the NHF Code of Governance and Code of Conduct.


	Performance review of CEO post
	5
	5
	25
	Lack of direction for the CEO

CEO not being supported in their role

Potential for inconsistent performance/ fraud
	Regular Supervision and Appraisal of CEO post holder in line with MYMCA policies
	16
	Chair/BOM
CEO
	Supervision and Annual Appraisal forms completed and retained on the Personnel file of the CEO 
	CEO and Chair/BOM – To book in advance (a year ahead) to ensure regular supervision achieved. 


Cross Functional Risk – Culture & Ethos
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Lack of consistency in approach, in service delivery and objectives  leading to confusion and disunity
	5
	4
	20
	Potential for individuals or groups of employees, volunteer, to feel discriminated against and for disunity of the organisation to occur
	Policies and procedures are enacted uniformly across the organisation to ensure fairness to all
Induction and Training undertaken with all staff and volunteers including MYMCA’s Mission Statement Aims and Business Plan & Objectives
	8
	BOM
CEO

Bus Man

Managers

All Staff and volunteers


	All staff are actively encouraged to be involved in reviewing all policies, procedures, BP & O at an appropriate  level 
	All staff – to be encouraged to ensure that the Business Plan & Objectives are worked to and achieved.

Management team - to lead and monitor and regularly report to BOM.
BOM to monitor.

	Lack of integrity, honesty, ethos
	5
	4
	20
	Code of conduct of all staff and volunteers, Competency Framework, Public Interest Disclosure
	Observations, Supervision and Annual appraisal System
	8
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Regular observations and Supervisions of staff and volunteers, feedback recorded and issued.
Annual appraisal


	Line managers - to report to CEO any issues.

CEO - to report to the BOM.
Bus Man – to monitor as part of compliance check, personnel procedures being complied to.

	Complaints
	5
	5
	25
	Not dealt with appropriately leads to lack of integrity of the individual or organisation as a whole
	Complaints leaflet on display.

Staff trained in the process of complaints.


	8
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	CEO monitors and delegates complaints where appropriate

Complaints Log exists to track complaints
	CEO to receive all written complaints.

Managers – to ensure CEO notified of all complaints.

Staff team -encouraged to see complaints as a positive tool of improving the service to each other, clients and other agencies.


Cross Functional Risk – Staff and human resources
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Staff have insufficient skills to do the job or are incapable.
	5
	4
	20
	Cost to the organisation in Training, performance managing Potential of poor performance leading to dismissal after disciplinary
Potential for tribunal
	Clear recruitment, policy and procedure.

	10
	BOM

CEO

Bus Man

HR Officer

Managers

Admin


	Periodic recruitment policy review


	CEO/Bus Man and Appropriate Managers – Review every 3 years.


	
	
	
	
	
	Clear Job descriptions and Job specifications including qualifications.


	
	BOM

CEO

Bus Man

H R Officer

Managers

All Staff and volunteers


	Review of Job Descriptions & P.S. 

at annual appraisal 


	Managers to review at annual appraisal and or when vacancy arises.

HR Officer to ensure JD&PS are to organisational standard.

	
	
	
	
	
	Training and induction policy and procedure.


	
	CEO

Bus Man

Managers

All Staff and volunteers


	Review new recruited staff against  Induction Log in staff handbook with a timed and documented induction programme

Monitor training completed by staff using new Training Data Base


	Training records updated when training undertaken.
Reminders set where periodic training is required e.g. Safeguarding ever 3 yrs etc

Managers to ensure training attended & completed.
HR Officer to book training.

BM to oversee process.

	
	
	
	
	
	Performance appraisal policy and procedure


	
	CEO

Bus Man

Managers

All Staff and volunteers


	Review performance at supervision and annual appraisal in line with MYMCA policy


	Managers to review at annual appraisal.

	
	
	
	
	
	Disciplinary/ grievance policy and procedure


	
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Disciplinary Policy to be monitored by  and checked with DAS


	CEO/Bus Man and Appropriate Managers to ensure adherence to policy and procedure

	Staff lack confidence in CEO and Management team
	5
	3
	15
	Performance likely to deteriorate, therefore increased cost to organisation, absenteeism increased cost to the organisation
	Clear B P & Objectives

Ongoing clear communication between all levels

	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	CEO News letter
Team Meetings with minutes recording issues

	CEO to regularly issue news letter.

	
	
	
	
	
	Individual Annual Objectives
	
	CEO

Bus Man

Managers

All Staff and volunteers


	Annual Appraisal and Supervision procedure
	All staff - to carryout activities in line with annual objectives.

	
	
	
	
	
	Periodic full team training events / activities
	
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Full team training events

Activities with documented agendas and feedback sort
	CEO/Bus Man/Admin –Two full team event / activities each fiscal year.


	Staff team unable to fulfil duties due to

 i) absence,

 ii) death

iii) leaving the organisation 
	5
	4
	20
	Performance affected of remaining staff team, increased workload, and potential for stress.
Morale affected 

Lack of direction/clarity 
	Clear B P & Objectives for organisation and self including delegation of key roles in the event of i,ii,iii

	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Adherence to Policies and Procedures
 
	CEO to ensure that the management team and staff comply with all policy and procedures.


	
	
	
	
	
	Return to work strategy including return to work interviews


	
	
	Return to work interviews completed and monitored by line manager.

Sickness absences monitoring report generated by HR/Finance Officer using sage.

Welfare of staff discussed at supervision and appraisal.


	Bus Man- via PMR to provide information on absenteeism due to illness.
Administrator to maintain sickness records on Excel and Bus Man to maintain sickness records on sage report?

Managers to utilise and monitor their relief budget to be able to pull in additional staff.



	
	
	
	
	
	Prompt recruitment of replacements for posts or access of relief/agency staff in the interim period


	
	
	Recruitment of replacement / additional staff to be monitored by line manager.


	Business Manager/ Treasurer to produce clear budget reports for managers to monitor their relief budget.



	
	
	
	
	
	Counselling provision provided


	
	
	Counselling service provided by DAS


	Treasurer/CEO to authorise expenditure for this provision

	
	
	
	
	
	Recruitment of staff and volunteers to aid succession planning 


	
	
	Recruitment of replacement / additional staff to be monitored by line manager.


	Management team – to monitor numbers of relief and volunteer staff and advertise when numbers become low.

	Staff exposed to threats of violence or actually injured
	5
	5
	25
	Loss of morale, potential for stress, reduction of performance, absences, retention of staff
	Clear B P & Objectives for organisation.


	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Risk Strategy monitored by BOM, CEO, Bus Man and managers.


	BOM review and update Risk Management Strategy.


	
	
	
	
	
	Clear Policies and procedures outlining process management and staff to follow:- 

H&S

Lone Working

Major Incident

Dealing with Violence & Aggression.


	
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Periodic Review of Major Incident Policy and Annual Risk Assessment Review. 
	Appropriate Manager -Individual incidents to be monitored to ensure compliance to procedures and action documented on incident reports, review of process at time of incident to ensure all practices adhered to and whether new measures are required.  Incidents against staff to be reported by appropriate manager to Management Team.



	
	
	
	
	
	Risk management strategy that is reviewed annually with documented procedures to record incidents and action taken/required to prevent reoccurrence.

Environment is Risk assessed to ensure safety of staff and service user.


	
	Bus Man

Managers

All Staff and volunteers


	Annual Review of Risk Management Strategy
	Bus Man and Appropriate Manager - Annual review of Risk Management Strategy to incorporate incidents/ nr misses of aggression, violence.



	
	
	
	
	
	Return to work strategy including return to work interviews.


	
	CEO

Bus Man

Managers

All Staff
	Return to work interviews completed and monitored by line manager.

Welfare of staff discussed at supervision and appraisal.

Counselling service provide via DAS.
	Management team – to carryout Return to Work interviews.

Management team – conduct Supervision every 6-8 weeks



	
	
	
	
	
	Absences reported, recorded and monitored


	
	CEO

Bus Man

Managers

All Staff
	Absence forms completed

Return to work interviews carried out and submitted to Admin.
	HR or Finance Officer to collate absence information for Payroll.

Business Manager to produce Performance Management Report monthly.

	
	
	
	
	
	Clear induction and training plan to enable staff to be skilled and competent.

Staff team to be trained to give emergency aid.


	
	CEO

Bus Man

Managers

All Staff
	Induction checklist completed for all staff
	Bus man/Appropriate Man - Training programme up to date with training to cover conflict, dealing with violence and aggression.



	
	
	
	
	
	Prompt recruitment of replacements for posts or access of relief/agency staff in the interim period.

Recruitment of staff and volunteers with relevant experience.


	
	CEO

Bus Man

Managers

All Staff
	Recruitment of replacement / additional staff to be monitored by line manager.


	CEO/Bus Man/Appropriate Managers/Admin to follow recruitment policy/procedure to ensure efficient recruitment of replacement staff.

	
	
	
	
	
	Counselling provision provided


	
	CEO

Bus Man

Managers

All Staff
	Counselling service provided by DAS


	Treasurer/CEO to authorise expenditure for this provision

	
	
	
	
	
	Provision of equipment; e.g. mobile phones, scare alarms, panic attack alarms.


	
	CEO

Bus Man

Managers

All Staff
	Safe systems of work
	Management team – monitor effectiveness of equipment for provision as a safe system of working

	
	
	
	
	
	Risk assessment to be undertaken with each service user and reviewed when an incident occurs or periodically reviewed e.g. Monthly or quarterly depending on whether risks have been identified dependent.  When incidents occur reviewed immediately.

	
	CEO

Bus Man

Managers

All Staff
	Risk Assessment Documentation and References in client files
	Bus man and Appropriate Manager to ensure Risk assessments are regularly reviewed every month and or as an incident occur.

	
	
	
	
	
	Disciplinary/ grievance policy and procedure


	
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Disciplinary Policy to be monitored by  and checked with DAS


	CEO/Bus Man and Appropriate Managers to ensure adherence to policy and procedure

	Risk of Industrial Action: - Organisation unable to deliver service to young people /operational duties.
	5
	3
	15
	Increased cost to organisation, absenteeism increased cost to the organisation reverting to relief staff to deliver service/ operational duties.

Performance likely to deteriorate of staff team.

Loss of morale.
	Encourage disputes to be raised at an early stage.


	10
	CEO

Business Manager

Managers
	Management Team

H R Committee and BOM
	BOM, CEO, Business Manager to ensure:-

Appropriate panel set up - that all grievances and disciplinary hearings  are heard promptly, 



	
	
	
	
	
	HR committee to oversee organisational HR concerns/issues in line with documents HR procedures e.g. YMCA Employment Manual, DAS advice, Mendip YMCA policies.


	
	CEO

Business Manager

Managers
	H R Committee minutes.
	CEO/Bus Man/ Appropriate Managers – obtain legal advice from DAS before action is taken.

	
	
	
	
	
	HR Rep from staff team with involvement to raise items from staff/consultation processes.
	
	H R Committee

CEO

Bus Man

Managers

All Staff
	H R Committee minutes.

Minutes of meetings
	Early contact with staff team to consider options/reasons/way forward.



	Non compliance with regulations.  Risk of fines/back payment to Inland Revenue, inadequate tax collection for individual.  Incorrect NI contributions resulting in loss of pension; health; unemployment benefits,
	5
	5
	25
	Fine and prosecution.

Increased cost to the organisation.  Staff morale reduced if correct PAYE/NI/SSP/SMP functions not adhered to.
	Use of payroll software ‘SAGE’ to ensure correct payments/ deductions is made. 

Adherence to PAYE regulations.

Monthly reconciliation’s and the use of computerised SMP calculations
	10
	Treasurer

Business Manager

CEO
	BOM,

Treasurer,

CEO, 

HR committee

To review and monitor reports produced and the annual audited accounts.
	BOM/CEO/Treasurer/Bus Man - The monitoring and reviewing of Year-end returns. 

Treasurer/Bus Man – Maintain correct Tax and NI records for inspection.

Treasurer/Bus Man – compile documents for Annual Audit.

Treasurer/Bus Man - Monthly budget report.

Reports to BOM /Managers

Treasurer to sign off monthly wage voucher.

	Recruitment of individual(s) who due to skills shortage is unable to carry out fulfil job requirements.
	5
	4
	20
	Cost of recruitment.

Cost and time of management to evidence capability of staff member to complete tasks.

Potential for industrial tribunal.

Additional costs of courses required for them to be able to be skilled and competent.
	Clear Job description and personal spec of minimum standard required

Strict recruitment procedures including standard interview questions, and taking up of references, DBS check.

	10
	Business Manager

Managers, HR 

 Short List & Interview Panel
	BOM

CEO, 

Bus Man, Managers annual report to be produced for the BOM to monitor the recruitment process and appointees.
	CEO/Bus Man/ Appropriate Man/HR/Admin -Review of vacancies at the time: and recruitment process clearly adhered to.

	Recruitment of an individual who may have a criminal background
	5
	5
	25
	Reputation of the organisation.  Financial loss/

Prosecution of the organisation.

Potential of incident involving staff/volunteers and vulnerable young people
	Recruitment process to adhere to policy document ‘ Recruitment’ and ‘Recruitment of Ex-Offenders’
	10
	CEO, Business Manager, Managers, 
HR Officer/

Administrator,
	BOM, 

CEO, 

Bus Man, Managers annual report to be produced for the BOM to monitor the recruitment process and appointees.
	CEO/Bus Man/ Appropriate Man/HR/Admin - Review of vacancies at the time and recruitment process clearly adhered to.

	Claim against MYMCA under equal pay for work of equal value legislation.
	5
	4
	20
	Management time to investigate claim.

Solicitors cost.

Loss of morale of staff team or individuals.
	Job description and personal spec clearly defines differences

Staff Appraisal forms and Job description update and when last reviewed is recorded.


	10
	BOM,

CEO,

Business Manager, Line Managers
	BOM, 

HR Committee, CEO, 

Business Manager report to the BOM any such incidents
	CEO, Business Manager would investigate and report to BOM, Legal Advice sort via DAS.

CEO/Bus Man/ Appropriate Man/Admin - Annual review at Appraisal time will identify any potential job roles of concern.

CEO/Bus Man/ Appropriate Man/Admin - Regular staff/management/supervision meetings to assess workloads/standards.



	Risk of unfair Redundancy selection claims for compensation sought  against MYMCA
	5
	3
	15
	Reputation of MYMCA.

Loss of morale of staff team or individual(s) not being made redundant.

Potential of Employment Tribunal  
	Employment Manual followed.

Legal advice sought by DAS before action taken and Board advised.

All redundancies to be approved by Board.
	5
	CEO, Business Manager, Line Managers
	BOM, 

HR Committee, CEO, 

Business Manager, Managers
	CEO, Business Manager Prior to redundancy process taking place advice is sought by DAS and via 
Employment Manual. 

	Staff with disabilities are supported and receive benefits in accordance with DDA.
	5
	3
	15
	Loss of morale of staff member with disability.

Reputation of MYMCA.

Potential of Employment Tribunal  
	Staff Health Risk Assessment completed and reviewed 6-8 weeks or when a change in circumstances occurs.
Access to work utilised.

DAS advice obtained to ensure organisation is supportive to staff member and compliant to legislation requirements.

Staff members to notify line managers of disabilities when recruited and during employment.
	5
	CEO, Business Manager, Managers,  Line Managers, staff
	CEO, Business Manager, Managers, Line Managers.
	CEO, Business Manager, HR/Administrator to ensure staff recruited and that DDA compliance adhered to.
Line Managers to conduct staff health risk assessments which are documented and signed.  Assessments to be reviewed 6-8 wks, as circumstances change.


Cross Functional Risk – INFORMATION, COMMUNICATION AND TECHNOLOGY

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	ITC (Information, Communica-tion and Technology) systems are fit for purpose and meet the organisational requirements
	5
	5
	25
	Loss of productivity of MYMCA staff.

Information unable to be shared or retrieved from external sources or internally.


	Facilities Manager to co-ordinate new and existing systems to ensure organisational needs are met in conjunction with budget allocation and expenditure authorised by CEO.
	8
	Facilities Manager

All staff
	FM

CEO

BM
	Facilities Manager to ensure ITC systems within MYMCA are fit for purpose.

	Computer viruses

Liability to ensure that there is no damage to data subjects arising from inadequate data security,
	5
	5
	25
	Total loss or corruption of MYMCA server system and network.

Total loss or reduction of information to enable staff team to complete their tasks.

Total loss or reduction in retained data
	Symantec Anti Virus software.

Robust Firewalls.

Maintenance Contract with proficient IT company.

Strict security controls and procedures on the downloading of information, disc’s copied 
	8
	CEO, Business Manager, Line Managers, Full staff team 
	BOM, 
CEO, 
Bus Man, 
	Full staff team - to ensure that the polices and procedures are adhered to and should they be notified that a virus is on the system then the IT Company should be contacted to ensure that virus has not accessed the MYMCA server system and network.
Spam reports generated to

Bus Man for monitoring and liaison with

CEO/Appropriate Managers.

	 Hacking
	5
	5
	25
	Total loss or corruption of data on MYMCA server system and network.

Total loss or reduction of information to enable staff team to complete their tasks.


	Symantec Anti Virus software.

Robust Firewalls.

Maintenance Contract with proficient IT company.

Strict security controls and procedures on the downloading of information, discs copied.

Systems are password controlled.
	8
	CEO,
Business Manager, Line Managers, Full staff team 
	BOM, 
CEO, 
Bus Man to monitor computer reports to ensure only authorised access has occurred to MYMCA server system and network
	Ensure proficient company contracted to maintain, recommend IT software and hard ware systems to prevent hacking and the loss or damage of data.

Bus Man –Liaise with IT contractor.


	Authorised and secure retention of data and information
	5
	5
	25
	Information held without authorisation.  Potential for prosecution and fine under the Data Protection Act.

Loss of reputation of MYMCA.
	Policies and procedures set up in accordance with the Data Protection Act.  Security measures in place.

Registration of data and information held on system


	8
	All staff team to comply to procedures in place to ensure compliance
	BOM, CEO, BUS Man
	CEO, Bus Man, Administrator to ensure Annual disclosure of data held and methods of storage/disclosure Policy and procedures to be documented.
Bus Man/ CEO/Appropriate Managers/Admin to monitor permissions to ensure secure compliance.



	Failure of ISDN lines
	5
	5
	25
	Total loss of internet system, loss of up to date networked data to staff team
	Ensure contract held with proficient IT company to recover network quickly.
ISDN lines are currently with three providers SWTC and BT and Solar
	8
	All staff team to responsible for the reporting of failures in accordance with the procedures to the IT company.
	CEO, Bus Man, Line Mangers
	CEO, Bus Man, Line Mangers - will monitor the system to ensure that failure rates are minimal and that recovery time is quick.


	Failure of essential servers, hubs
	5
	5
	25
	Total loss or limited access to data subject to fault and location of fault.

Impact on staff being able to complete their duties
	Main server at TOG covered with additional hard drives, networked servers info would be copied over from main server under maintenance contract.
	8
	All staff team to responsible for the reporting of failures in accordance with the procedures to the IT company.
	BOM, CEO, BUS Man
	CEO, Bus Man, Line Mangers will monitor the system to ensure that failure rates are minimal and that recovery time is quick.
Contract with IT company with agreed timescales of recovery.

	Loss of contents at  offices due to burglary
	5
	4
	20
	Total loss or limited access to equipment to enable staff to complete their tasks.

Insurance claim.

Additional staff time taken up to report burglary
	Items are insured under contents insurance.


	8
	Administrator, Business Manager and Management team
	CEO, Bus Man, Line Mangers
	CEO, Business Manager, Line Managers and Administrator will liaise to ensure that contents are sufficiently insured with our Insurance Provider.


	
	
	
	
	
	Clear procedures to ensure that building are secured at the end of the working day and alarm systems set.  Full training with staff team to ensure that they know the security and alarm system procedure


	
	All staff to ensure that the equipment of MYMCA is safely secured and that at the close of business the building is secured and the alarms set.
	All Staff
	Administrator to ensure that staff are aware of the procedure and that thefts are reported to the Administrator and that this is communicated to the police on the day the item/items are missed

Administrator to report all thefts and maintain a record.

Administrator/BM will liaise with the insurance company in respect of claim. 

Administrator will notify Treasurer and Bus Man in respect of Asset Register.


	
	
	
	
	
	Information on server to be backed up Daily and Monthly onto streamer tape and retained in the Fire Box in Admin.
	
	MYMCA Data securely stored and backed up.
	Administrator
	Administrator will ensure daily and monthly backups completed and backup tapes are secured in a fire box.

	Access security
	5
	5
	25
	Only authorised access to information to ensure that data is retained as confidential and not compromised.
	All users have passwords which grant access to windows and the relevant folders on the MYMCA server network. Rights to applications are restricted and passwords and authorisations allocated as required per job role.

User passwords are confidential and are not to be shared.


	8
	Administrator, Business Manager, IT company
	CEO, Bus Man, Administrator
	HR/Admin – To arrange New staff are set up by IT company and any alteration in access rights are amended in accordance with authorisation from the BM & CEO to ensure compliance over IT.
Bus Man /

CEO/Appropriate Managers/HR/Admin to monitor permissions to ensure secure compliance.

Folder system on server set up by IT Contractor in accordance with permission structure agreed by Management team.


	Overload of system leads to corruption of data or system slow down
	5
	5
	25
	Overloading of system can lead to corruption of data, slowness to system, and loss of morale to staff team.
	IT company to produce report of remaining space on IT system to ensure that overload does not occur
	8
	IT Company to produce a report to the CEO, Bus Man 
	CEO, Bus Man
	Admin/Bus Man to Liaise with IT Company - Ensure that server capacity and speed is not compromised and does not reduce staff access or lead to corruption of data. 


CROSS FUNCTIONAL RISK – SUNDARY CONTROLS AND RELATED FRAUD
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Fixed asset purchases
	5
	5
	25
	If large expenditure is not planned and no provision made then this will lead to over reliance on reserves.
	Policy /procedure clearing defining purchasing, replacement, cyclical expenditure for incorporation into budget process

	9
	Managers, CEO, Business Manager and Treasurer
	BOM,   Project Managers, CEO, Business Manager and Treasurer   ensure that sufficient provision is placed aside and headed up cyclical, replacement, major reserves.
	Treasurer/Bus Man – Ensure Auditors include in Audited accounts clear reflection of funds being retained for this purpose per project.
BOM/Treasurer/CEO/Bus Man – Review Annual Reserves policy for amounts retained vs. amount required.

	Budget
	5
	5
	25
	Inaccurate provision resulting in organisational loss. Over inflated budget provision could result in contracts not being awarded
	Budget meetings annually with key individuals
	9
	Project Managers, CEO, Business Manager and Treasurer
	Annual budget meeting.
	CEO, Business Manager ,Treasurer and  Managers to attend

	Expenses
	5
	5
	25
	Potential for staff to falsify travel and expenses clams, increased cost to MYMCA.
	Expenses and travel claims are checked by managers and have confirmation of expenditure e.g. receipt where possible.
Staff handbook clearly clarifies travel expenditure claim allowance.
	9
	All Staff and Managers
	BOM, Treasurer, CEO, Bus Man, Line Managers
	Appropriate Manager/Admin -Expenses are checked by another staff member who is authorised to deal with small expenses through Petty cash.  Larger expenses claims to complete expenses form, counter signed by appropriate manager and submitted to finance department for payment.
Appropriate Manager -Travel expenditure is counter signed by managers after checking and prior to claim being reimbursed.  Car sharing is a requirement by staff attending events/meetings where multiple YMCA staff are attending, multiple claims will not be authorised.

	Supplier payments
	5
	5
	25
	Potential for supplier invoices to be submitted for fraud purposes, bogus supplier or bogus invoice from existing supplier.
	Supplier invoices authorised by relevant manager before processed.  Purchase Order numbers to be given at time of ordering.
	9
	All staff authorised to instruct suppliers or order items.
	Managers

Finance Officer

Business Manager

CEO

Treasurer
	Monitored by Finance Office, Business Manager, Treasurer and Auditors.

	Bank Account
	5
	5
	25
	Unauthorised access to bank accounts could lead to misappropriation of funds/fraud
	Authorisation of cheque signing, two signatories required for all amounts, Chair, Treasurer, CEO, and Bus Man.

Authorised Internet bank holders Treasurer, CEO, Bus Man

Accounts Audited to confirm authorised expenditure.
	9
	Board approval for Bank Mandates minutes of BOM meeting record amendments
Annual review at BOM meeting with Reserves Policy
	BOM, Treasure, CEO, Bus Man
	All expenditure is counter signed by Treasurer, CEO or Business Manager for BACS payments.

	Petty Cash
 
	5
	5
	25
	Unauthorised access and unmonitored use of petty cash, potential for theft of cash.

Not retained securely, potential for theft of petty cash tin.
	Petty cash to be access only by authorised personnel.


	9
	Appropriate staff and Managers
	Appropriate staff and Managers.


	Admin/Appropriate staff and Managers –

Only have access to secure cash tin.

Reconcile cash tin on a daily basis.

Petty cash tin secured safely when not in use and never left unattended.



	
	
	
	
	
	Petty cash tin to be balanced on a daily basis.

Appropriate Manager to monitor report before submission to finance department.


	
	Appropriate staff and Managers
	Appropriate staff and Managers.


	Admin/Appropriate Manager to record transactions on petty cash report.

Appropriate manager to monitor petty cash report before submission to finance dept.

	
	
	
	
	
	Petty cash report is submitted monthly to finance department.


	
	Appropriate staff and Managers
	Appropriate staff and Managers.


	Finance dept (Treasurer/Bus Man) to monitor discrepancies and expenditure.



	
	
	
	
	
	Theft of tin to be reported.
	
	Appropriate manager 
	Managers, Business Manager and CEO.
	Managers to report theft to Police.

Carryout investigation, complete incident form and inform line manager, Business Manager and the CEO.

Line managers, Business Manager and CEO to monitor incidents and take appropriate action.

	Insurance’s
	5
	5
	25
	Risk to organisation for claim.
	Appropriate insurances provided by Marsh or other YMCAE approved insurers:-

Employers

Public Liability

Fidelity

Indemnity Insurance
	9
	Board approval for Insurance expenditure at annual review at BOM meeting with and minutes taken.
	BOM, Treasure, CEO, Bus Man
	Administrator to obtain quotes for insurance annually.

Administration to submit quotes to CEO/Bus Man and Treasurer for initial approval and inclusion into budgets.

BOM – Authorise Insurance expenditure.

	Cash In take tin (Rents)
	5
	5
	25
	Unauthorised access and unmonitored use of cash intake tin, potential for theft of cash.

Not retained securely, potential for theft of petty cash tin.
	Cash in take tin (rent) to be access only by authorised personnel.


	9
	Appropriate staff and Managers
	Appropriate staff and Managers.


	Admin/Appropriate staff and Managers –

Only have access to secure cash tin.

Reconcile cash tin on a daily basis.

Petty cash tin secured safely when not in use and never left unattended.




CROSS FUNCTIONAL RISK – IMAGE

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Corporate image new Branding requirements
	3
	5
	15
	Unclear image, breach of branding requirements 
	Administrator to lead on Branding process and ensure that all documentation meets branding requirements and Brand Image retained.
	10
	Administrator
All staff
	Administrator CEO
Managers
	Administrator to implement and instruct staff on new branding requirements and provide templates for use.
Branding sub group to meet with CEO on implementation and monitoring of Brand.

	Clients complaints
	5
	4
	20
	Image/ Reputation damaged.
Process to enable continuous improvement
Financial Loss/Compensation.
	Complaints Procedure/Policy. 

	10
	BOM, CEO, Business Manager, Managers, All Staff
	Report/ statistics to be produced BOM, Treasure, CEO, Business Manager, Managers
	CEO – notified of all complaints by appropriate manager; and dealt with, as per timescale.

CEO to respond to all formal complaints.

Administrator to maintain register of complaints.

Business Manager to produce Performance Management Report

CEO/Bus Man, Appropriate Managers – Review PMR at Management meetings.

CEO – issues annual report to BOM.

	
	
	
	
	
	Staff inducted in procedure and reviewed on a regular basis to ensure procedure followed and how complaints lead to continuous improvement.
	
	CEO, Business Manager, Managers, All Staff
	Minutes of team meetings.

Training Record.
	Managers to annually discuss complaints procedure with staff team at a team meeting and complete training record for entry onto training data base.

	Negative feedback from exit poles and In-service questionnaires.
	5
	4
	20
	Poor service to clients who are vulnerable and in need of support.

Image/ Reputation damaged.
Potential for loss of contracts affecting income.

Potential for compensation claim.
	Feedback gathered from service users during their support and at the end of service delivery.
	10
	All staff, Managers, Business Manager
	Information captured on feedback forms and reported on Performance Management Report.
	All staff to encourage feedback.

Managers to complete exit poles and in service questionnaires.  Reporting information for the PMR.
Manager to monitor PMR information, identify trends and set in place improvements.

Business Manager to complete the PMR and issue to CEO, Board, all staff and provide copy for project s to display for clients.

 

	Negative feedback from exit poles and staff surveys.
Surveys with Stakeholders
	5
	4
	20
	Potential for lose of good staff with a high staff turnover, generating increased cost to the organisation.
Image/ Reputation damaged.

Potential for loss of contracts affecting income.

Potential for compensation claim
	Periodic questionnaires to staff and key stakeholders to establish feedback on performance.
	10
	All staff, Managers, Business Manager
	Information captured on feedback forms and report completed.
	All staff encouraged to give feedback.
Line Manager/Business Manager/CEO to complete staff exit poles.  CEO will report issues to the BOM.

All staff to encourage feedback from stakeholders.  Report produced by responsible staff member and issued to CEO/BOM.

	External Compliance Reviews e.g. MDC,SCC, In sync
	5
	4
	20
	Poor reviews achieved, loss of image/ reputation and potential loss of funding and a reduction in services delivered by MYMCA
	Compliance checks are carried out to ensure that the SLA/ Management Agreements are being adhered to
	10
	BOM, CEO, Managers, All staff
	Internal Compliance monitoring of service to ensure high standards maintained. 
	Quarterly compliance check.
Report to CEO findings.
Managers to carryout regular checks as specified within their role.
Full  staff team to be included and ensuring

understanding, compliance is achieved and continuous improvement sort.

All staff – to be adopt use of toolkits used by MYMCA to deliver quality service.



	Public Relations
	5
	4
	20
	Damage to Image/ Reputation if inaccurate or inappropriate articles, actions, reports are publicised
	All staff to be inducted and have a clear understanding of the expected behaviour required and to comply with policies to ensure appropriate behaviour as ambassador of MYMCA.
	15
	BOM, CEO, Business Manager, Managers, All staff
	CEO to approve all documentation that is in the public eye
	All staff to comply with the competency framework and to positively represent the MYMCA at all times.

All staff – to be aware that all public documents are first approved by the CEO prior to public release.


	
	
	
	
	
	All press articles/ public reports are monitored, verified prior to release.
	
	BOM, CEO, Business Manager, Managers, All staff
	CEO to approve all documentation that is in the public eye
	CEO to approve all public releases, reports.

CEO – Positive media strategy to be followed, i.e. staff encouraged to engage with local media.


Cross Functional Risk - Compliance
	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Failure to comply with Performance Standards
	5
	4
	20
	Loss or reduction in funding, leading to loss or reduction in service delivery and staff compliment
	Internal compliance checks are carried out to ensure that the SLA being adhered to.
	10
	BOM, CEO, Managers, All staff required to comply with policy /procedures of MYMCA.
	Internal Compliance monitoring of service to ensure high standards maintained, improved. 
	Quarterly compliance checks by Service Manager.
Raise areas of concern with relevant managers for improvement within agreed timescale.

Quarterly report to CEO & BOM.
All staff - to be adopt use of toolkits used by MYMCA to deliver quality service.



	Failure to comply to Health & Safety Legislation


	5
	4
	20
	Potential for injury/death to staff/client/ volunteer, financial loss/ compensation claim, damage to image/ reputation potential imprisonment.
	Compliance to all relevant legislation in respect of the workplace, environment.


	10
	BOM, CEO, BM, Facilities Manager Managers, All staff have duty to H & S.
	Internal Compliance monitoring of adherence to ACOP to ensure high standards maintained, improved.
	Quarterly compliance checks by Facilities Manager.

Raise areas of concern with relevant managers for improvement within agreed timescale.

Quarterly report to BM, CEO & BOM.

All staff - to be adopt use of toolkits used by MYMCA to deliver quality service.



	Organisation acting outside the scope of its charitable rules/status
	5
	3
	15
	Loss or reduction in funding, leading to loss or reduction in service delivery and staff compliment damage to image/ reputation potential imprisonment.
	Assessment of all new initiatives at feasibility stage
	10
	BOM, CEO, Business Manager, Managers, All staff
	Report to be produced New initiatives for vetting by the CEO for approval by the BOM
	BOM - at Quarterly meetings.

CEO - to check all new initiates meet our Charitable status

All staff - will in the first instance report all New initiatives to the CEO, before activity takes place.

 

	Failure to comply with employment law, which results in legal action.
	5
	3
	15
	Compensation claim, damage to image/ reputation. Potential Loss or reduction in funding, leading to loss or reduction in service delivery and staff compliment Potential for imprisonment?
	All employment issues carried out in accordance with the YMCA Employment Manual, Legal Advice sort from DAS and their advice complied with.


	10
	BOM, CEO, Business Manager, Managers, All staff
	Business Manager to ensure that the organisation is compliance and Report to the CEO who will inform the BOM
	CEO/Business Manager/ Appropriate Managers/HR/Admin - Use

Recruitment Checklist to ensure compliance.

HR issues to be discussed by managers with Business Manager before action taken to ensure compliant to employment legislation.

Business Manager will liaise with DAS to ensure compliance over HR matters.

CEO – will be notified by Bus Man of any changes in legislation.

Business Manager – co-ordinate Legislative changes co-ordinated by H/R/Admin/CEO Appropriate managers.

	
	
	
	
	
	Employment processes and policies adhered to by all staff.
	
	BOM, CEO, Business Manager, Project Managers, All staff
	Business Manager to ensure that the organisation is compliance and Report to the CEO who will inform the BOM
	CEO & Business Manager - to be notified at an early stage of Employment issues.

CEO & Bus Man - obtain legal advice from DAS.

All staff and managers -to comply with the policies and procedures as outlined in the YMCA Employment Manual and the MYMCA Policy booklet.


Cross Functional Risk – PREMISES Accommodation and controls

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Registration of MYMCA as a Registered Provider (RP)
	5
	5
	25
	Ability to receive transfers of suitable housing units from other RP’s.

Liability to comply with monitoring requirements and report to the HCA.


	Application Stage being submitted in conjunction with support from consultant 
M Flemming.

FM post to lead on RP process and monitor to ensure achieved.
	16
	Facilities Manager leading on process.

FM, CEO and BM involved in producing information for registration.
	FM

CEO

BM

BOM
	Facilities Manager to ensure that the process is achieved, that information is submitted to the consultant and to support and assist CEO & BM to produce information.

	Premises, Housing units not for purpose or meet legislative or housing requirements
	5
	5
	25
	Poor working or housing provision for staff, young people to reside in.
Breach of legal requirements
	Ensure all premises meet legislative or housing requirements.
Monthly/ quarterly checks of sites to ensure high standards are achieved and maintained


	16
	All staff daily.  Managers to ensure they occur. 
Facilities Manager to monitor
BM to oversee.
	H & S regime checks

Quarterly compliance checks
	Managers will ensure that staff/HASAP carryout.
Staff/HASAP to carryout.


Facilities Manager quarterly checks and report to BM & CEO.

Quarterly report to BOM

	Contractors may act contrary to the Agency’s equal opportunities policies in dealing with clients and staff.
	5
	4
	20
	Damage to reputation of organisation.  Potential for complaint, potential for compensation claim.
	Ensure that all contractors are approved contractors of MYMCA and that they will comply to the H & S, Equal Opportunities policies of MYMCA
	16
	BOM, CEO, Business Manager, Facilities Manager Managers and staff
	Review of approved contracts periodic basis
	Contractors’ information to Facilities Manager who will issue paperwork for completion and signing; and obtaining confirmation of insurance before contractors become approved.  Obtaining copy of contractor’s policies or request contractor to sign and adhere to MYMCA. Risk assessment information from contractors.  Diarise reminder to periodically review contractors.

	Contracts held by the organisation reflect adequately the needs of the organisation
	5
	4
	20
	Contracts that are not adequately skilled insured and without approval status e.g. Gas Safe Registered for Gas compliance in the event of an incident could result in the organisation being negligent and open to fine and or prosecution.
	Contracts will be viewed and monitored to ensure that sufficient liability insurance is in place that the contractor holds the relevant skills and statutory approval where applicable. 
	16
	Facilities Manager

CEO and Business Manager
	Review of approved contracts periodic basis
	Facilities Manager, CEO and Business Manager - will monitor contract details held on a periodic basis.

	Monitoring of work completed by contractors
	5
	4
	20
	Poor workmanship, dissatisfied clients and organisation.  Could result in the organisation being negligent and open to fine and or prosecution
	When work is completed the workmanship will be checked prior to the contractor leaving site.
	16
	All staff Managers, CEO and Business Manager
	At the time work is carried out.
Maintenance process to be followed.
	A staff member to check work carried out by contractor prior to them leaving site.

Managers and Facilities Manager will ensure that the maintenance process is followed by all staff.

Faulty workmanship will be reported to the facilities manager for action.


	Builder/ contractor becomes insolvent during contract period
	5
	4
	20
	Partially completed works not completed.
Service contracts not adhered to.
	Check annually that contractors hold current insurance policy.
	16
	Facilities Manager
Business Manager and CEO monitoring role.
	Review of approved contracts periodically
	Facilities Manager - to write annually to request copy of current contractors insurance.

Facilities Manager, Business Manager and CEO - to monitor activity carried out. 



Cross Functional Risk – Clients

	Risks

Operation and Functional 
	Severity
	Likelihood
	Gross Risk
	Effect/

Consequence of
	Control Activities
	Net Risk
	Responsibility
	Monitoring
	Actions

	Personal Benefit - Clients at risk from Abuse from staff, clients, contractors
	5
	5
	25
	Vulnerable clients abused (physical, mentally, financially).

Potential for Prosecution, imprisonment, fined.

Damage to reputation of organisation.  Potential for complaint, potential for compensation claim.
	Ensure that all staff have under gone an enhanced DBS check and are permitted to work with clients and references sort from previous employers.

With effect from 12/10/09 staff dismissed for abuse will be reported to the Independent Safe Guarding Authority.

With effect from July 2010 new employees with be requested to provide their unique registration number under the Vetting & Barring Scheme.

With effect from November 2010 no new staff members will be employed without them supplying their unique registration number under the Vetting & Barring Scheme.

From April 2011 registration of current workforce will be required.
	15
	BOM, CEO, Business Manager, Managers and staff
	HR/Admin to obtain DBS checks and references.

Managers to ensure all checks are satisfactory prior to staff being able to lone work.


	HR/ Administrator to obtain DBS/relevant checks check.

HR/ Administrator and CEO to check and monitor DBS report/relevant checks.

HR/ Administrator to maintain DBS/relevant check register.

HR/ Administrator to obtain 
references and up date recruitment tracking 
register.

HR/Administrator to obtain a new DBS check every 3 
years for every staff 
member until the new 
V & B scheme is 
introduced.
HR/Administrator/Business 
manager to remain up to 
date with legislative 
requirements regarding 
the recruitment of staff 
working with vulnerable 
clients.

Administrator/Business Manager/CEO to report 
cases of abuse to the 
Independent Safeguarding Authority in accordance 
with legislative 
requirements. 

	
	
	
	
	
	Ensure all Staff are clear on Mendip YMCA Policies and procedures with particular attention to Boundaries, Public Disclose (Whistle Blowing), Safe Guarding Young People, Competency framework.

Supervision every 6-8 weeks and periodic knowledge testing regarding policies and procedures.


	15
	BOM, CEO, Business Manager, Managers and staff
	Managers to Induct all staff into Mendip YMCA policies and procedures and ensure they are understood.

All members of staff to report to the CEO all personal benefit’s over the value of £1.00.

All staff to be clear of the complaints/ public disclosure (whistle blowing) procedure and how to support clients through this process. 


	BOM, CEO, Business 
Manager, 
Managers will ensure that staff are 
inducted into Mendip 
YMCA’s Polices and 
Procedures.

All staff will comply with 
policies and procedures. 
Managers will 
monitor that Support 
workers have given 
Clients a complaints 
leaflet as part of the client paperwork pack, when 
they become clients, this 
will be explained by the 
client worker to ensure 
that the client is clear of 
what constitutes abuse and how to report it.

All staff will report to the 
CEO personal benefits 
over £1.00, which will be documented and 
monitored by the Board of Management.
Line managers will ensure 
regular supervision is 
carried out every 6-8 
weeks to ensure that staff are clear of their roles and responsibilities, to identify 
and agree actions for any 
area of concern and to 
enable staff to reflect and 
raise matters.  Staff are encouraged to raise 
concerns as they arise 
and not wait for 
supervision.

	
	
	
	
	
	Clients are aware of procedures, should they encounter abuse from other clients or peer group, staff contractors.
	15
	CEO, Business Manager, Managers and staff
	Running records updated.

Risk assessment updated/reviewed.

Action taken clearly documented. 

Safeguarding reports completed.
	All staff will ensure that the  clients’ records clearly 
record procedure covered with clients.

All staff will ensure that periodically clients are 
reminded of the process. 

	Vulnerability of clients
	5
	5
	25
	Clients vulnerability not assessed or monitored could lead to serious consequences, physical, mental or financial abuse, trauma or incident.
	Risk Assessment to be conducted with the client.

Risk Assessment to be signed off by the worker and client, 2nd worker signature required when client does not sign or manager. 
Risk assessment is reviewed monthly/quarterly immediately after an incident or when circumstances change.
	15
	CEO, Business Manager, Managers and staff
	Risk assessments completed.
Service Manager quarterly checks.
	Manager to induct and train staff in carrying out 
Client Risk Assessments.

Staff to conduct Risk Assessments with clients’ involvement and sign off assessment with client.

Service Manager to 
monitor completion of Risk Assessments and that 
they are reviewed in 
accordance with policy 
and procedure.

Service Manager to 
report failure of 
compliance to Business 
Manager and CEO

	Disclosures of abuse
	5
	5
	25
	Clients disclosure not acknowledge or acted upon could lead to serious consequences, physical, mental or financial abuse, trauma or incident to the client or a third party.
	Acknowledge disclosure.

Inform of obligation to refer the information of the disclosure to Safeguarding officer and appropriate agencies e.g. C&YPS, Police subject to nature of disclosure and risk.

(see safeguarding policy for process) 
	15
	CEO, Business Manager, Managers and staff
	CEO (Safeguarding Officer) or their nominated representative.
BOM
	CEO to induct new staff 
on the MYMCA 
Safeguarding policy during induction.
Managers to 
arrange for staff member 
to attend safeguarding 
training as part of induction or as soon as possible.

Staff to comply with 
safeguarding policy and 
carryout required actions documented in safeguarding policy.
CEO to monitor 
safeguarding incidents 
and report to BOM.

	Clients exposed to threats of violence or actually injured
	5
	5
	25
	Loss of morale, potential increased vulnerability, self harm
	Clear house rules, policies and procedures.
Project staffed until 4am in the morning.

Security systems in place.


	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Incidents monitored by BOM, CEO, Business Manager and managers.


	Appropriate Manager –

Individual incidents to be monitored to ensure 
compliance to procedures and action documented on 
incident reports, review of 
process at time of incident to ensure all practices 
adhered to and whether 
new measures are 
required.  Reporting all 
incidents to Service Manager and Facilities Manager.

Violent Incidents to be 
reported by appropriate 
manager to Facilities Manager and Bus Man.



	Transporting clients
	5
	5
	25
	Potential of risk covering area’s of violence, aggression, abuse, allegations
	Risk assessment completed with client and periodically reviewed.

Clear policies and procedures (Health & Safety, Lone Working, Dealing With Violence and Aggressions) in place to keep staff and clients safe.

Vehicle documents checked, monitored and maintained.


	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Risk assessments are reviewed quarterly, monthly, incident occurs or of need arises due to change of factors.
	Staff to comply with policies and procedures to ensure their safety and that of clients.

Project managers to 
monitor risk assessments.

Service manager 
quarterly compliance 
check.

Incidents where injury or 
potential for injury monitored by Facilities Manager who will report to the Business Manager.

Admin department monitor and update car documentation
for all staff.

Admin department 
monitor when policies are 
due for renewal and 
commences review 
process within at 
management meetings.  

	Emergency Accommodation Providers 
	5
	5
	25
	Potential of risk covering area’s of violence, aggression, abuse, allegations
	Providers assessed, references and DBS (V&B check with effect from July 2010) carried out and monitored.

Bi-annual visits to Providers to ensure property suitable and safety checks/insurances are in place.

Staff in daily contract with providers when client is placed.

Bi-annual meeting/training with providers.

Client has an assessment and a risk assessment is completed prior to placement in Emergency Accommodation.

Where risk identified alternative accommodation will be sort via LA.
	10
	BOM

CEO

Bus Man

Managers

All Staff and volunteers


	Recruitment process monitored for accommodation providers.

Suitability of property monitored.

Suitability of client placed at time of placement and during placement.

Risk assessments are reviewed quarterly, monthly, incident occurs or of need arises due to change of factors
	CEO monitors the 
recruitment of 
accommodation providers.

Service Manager and Staff 
ensure compliance to the 
recruitment process of accommodation providers.

Service manager and staff 
comply to policies and 
procedures to ensure the 
safety of accommodation 
providers and clients.

Staff update client risk 
assessments.

Staff and Service Manager monitor risk assessments.

Service manager 
quarterly compliance check.

Incidents where injury or 
potential for injury monitored
 by Business Manager.

Admin department ensure 
references and checks 
carried out in accordance 
with recruitment process and 
monitored.

	Clients Youth Involvement Strategy
	5
	5
	25
	Young people not consulted on the service delivered by MYMCA within their local community do not engage with the YMCA
	Expand on initial Involvement Strategy.
Embed actions within all staff of MYMCA
	10
	All Staff
	Update at Managers meeting.
Feedback from Young People once embedded.
	YCDM & CEO at Managers meetings

	Clients Activities
	5
	5
	25
	Young people take part in activities that are unsafe and result in an accident/ incident.
	All activities undertaken by young people are risk assessed
	9
	Facilities Manager
Support & Youth Staff and YCDM
	Risk assessments are produced in advance of activities being undertaken and signed off by Facilities Manager
	Facilities Manager – sign off and monitoring

Support & Youth Staff and YCDM – undertake risk assessments


Adopted by the Board of Management

Signed  …………………………………..       Date  ……………………………….
Additional items that need adding to new Risk Management Matrix (Cross organisation) have been added.
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