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BLYFORD AND SOTHERTON PARISH COUNCIL Risk Assessment and Management

Risk assessment is a systematic general examination of working conditions,
Parish Council to identify any and all potential inherent risks. The Parish Co

necessary steps to reduce or eliminate the risks, insofar as is practically.

RFO - Responsible Finance Officer PC — Parish Council E

(financial) for the period 1 April 2025 to 31 March 2026

workplace activities and environmental factors that will enable the
uncil, based on a recorded assessment, will take all practical and

SDC - East Suffolk District Council SALC — Suffolk Association of Local Councils

Clerk Salary

Set Annual Salary
review once annual

Discussed at Meeting by PC and
minuted.

Minuted — RFO to
advise SALC

Annual

Ensure payment is in
line with National

NJC pay scales Payroll of changes. Joint Council for
agreed and Salary figure calculation is prior Local Government
published. to any PAYE tax deduction. Services (NJC) pay

M scales.

Any back payment of salary

N, calculated by SALC Payroll for

W approval.

W Clerk Contract updated signed by

Chairman and minuted.
Salary Payment Payroll Service provided by Verify — RFO Bi-Monthly | Salary Slip signed at
(Administrated by SALC on a bi-monthly basis and bi-monthly meeting.
SALC as authorised | includes Home Office Cheque or Online
Agents) Allowance. payment approved by

2 signatories.

Wrong salary paid SALC Payroll Verify — RFO to Bi-Monthly | Any over/under

m contact SALC payment adjusted at

,ﬁ next submission
PAYE Tax , Clerk to liaise with SALC Verify — RFO/SALC | Bi-Monthly PAYE Payslip
(Administered by | regarding other incomes and Tax : approved/signed by 2
SALC as authorised code etc. Keep copies on file Annually | signatories at bi-
Agents) PAYE deducted from Clerk of Tax Code Notice. monthly meeting. to

Salary. As advised by SALC
payslip.

HMRC in good time.
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