




Shetland


Islands Council

 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 


INTERNAL AUDIT REPORT
Confidential

To:
Personnel Services Manager

cfi:
Head of Organisational Development

Head of Finance 

Chief Executive
From:
Service Manager - Internal Audit
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1.
Auditee and Background

1.1
The auditee is the Personnel Services Manager who will have a line reporting responsibility to the Head of Organisational Development who takes up post on 1 May 2003.  In the meantime, line reporting responsibility is to the Chief Executive.

1.2 
The main legislation relevant to Personnel includes Employment, Equal Opportunities, Data Protection and Health & Safety.

1.3 
The Personnel function exists to support the Council and its operational services by providing strategies, policies and necessary support mechanisms which ensure that human resources are deployed and used in the most effective way.  This includes ensuring that plans are in place to attract, recruit, retain, improve and develop the best quality of staff.

1.4 
The current Personnel establishment is:

	Post
	No.

	Personnel Manager
	1

	Personnel Officers
	4

	Personnel Assistants
	2.5

	Staff Welfare Officer
	1

	Personnel Support Officer*
	1


* post currently vacant and under review  

In addition, the part time Personnel Assistant is temporarily employed on a full time basis.  There is also a temporary full time Clerical Assistant and a Graduate Placement.

1.5 The main software packages utilised at present are:

	Package
	Description

	CHRIS
	A windows based Personnel / Payroll system

	GAUGE
	A computerised Job Evaluation System - Microsoft Office


2.
Audit Scope

2.1
This is an audit of Executive Services - Organisational Development - Personnel.


2.2
The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls, value for money; staffing arrangements including expenses and overtime, training, register of employee interests and payroll notification; Personnel administration incorporating establishment, employee records, policies, recruitment and selection, appeals, regradings and honoraria, retirements, redundancy, records security, statistical returns, corporate training and the Personnel Liaison Group; contract management; and financial management including invoices, purchase orders, journals, virements and budget monitoring.


2.3
The audit scope period within which audit tests were performed was the nine months to 31 January 2003.

3.
Audit Issues
Details of areas tested during the audit are attached as Appendix 1.

3.1
CHRIS establishment figures should be substantiated.

3.2
Standing Orders relating to Tenders & Contracts require to be observed.

3.3
Corporate Training needs require to be adequately determined.

3.4
Personnel policies should be regularly reviewed and displayed on the Intranet.

3.5
Procedures should be set up to control the retention and deletion of records.

3.6
Computer access capabilities require review.

3.7
Purchase orders require to be adequately secured with appropriate segregation of duties regarding authorisation observed.

3.8 Internal training records and plans should be maintained in line with Council policy.

3.9 Expense and overtime forms require to be fully completed.

3.10 Roles and responsibilities for Personnel recruitment require clarification.

4.
Corporate Audit Issue
4.1 When CHRIS was implemented, financial data and some personal details were verified at all levels.  Due to time constraints, it would appear that non-financial data was not verified to the same extent.  Testing during the audit revealed that one third of ‘dates joined’ appeared inaccurate from a sample of thirty.  This could potentially lead to early retirement / redundancy calculations being incorrect.  We would recommend an assessment be made of non-financial data to determine areas where it is crucial the information held is accurate.  Thereafter a Council wide exercise should be undertaken to verify such data. 

5.
Observations
5.1 We were advised by Personnel that the Redundancy Payment Policy used as custom and practice for many years, has not been formally approved by the Council.  This primarily deals with discretionary payments.  Whilst the actual Policy on Deployment and Redundancy has been approved it does not specifically refer to the Redundancy Payment Policy.  It would be advisable to have this formally homologated.

5.2 
During the course of a recent audit of Payroll we noted a significant amount of inaccurate and / or incomplete documentation being passed, by departments, to Payroll for processing.  It is Internal Audit’s view that procedural documentation requires reviewed to ensure individuals are clear in their roles / responsibilities.  Additionally, in some cases, CHRIS SAL forms require redesigned to facilitate the correct completion of the documentation.  We would recommend an exercise be performed in conjunction with Payroll when resource permits.

5.3 Since the recruitment function has been devolved, there has been no review of the procedure with regard to maintenance of personnel records.  For example:

(a) In most cases, employee history and occasionally current items are still located in Personnel

(b) Some, but not all current information, is kept within departments, and 

(c) In other cases some or all of the information is split between departments, relevant administration (occasionally based at another location) and Personnel.

This situation requires clarification and consolidation.

5.4
Within Personnel the biggest challenge faced, at present, is implementation of the single status agreement.  This originally was to be in place by April 2002.  We understand this deadline has been extended nationally until April 2004 and by local agreement, within Shetland, to April 2005.  It is imperative that adequate resource is made available to enable implementation by this date.

5.5
We would like to take this opportunity to thank all the staff from Personnel for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment.  The positive attitude shown by staff, together with a ready willingness to acknowledge and accept recommendations, both written and verbal, made by Internal Audit, was appreciated throughout the audit process.

5.6
This audit will be followed up in approximately twelve (12) months time where areas of concern identified will be reviewed.

6.
Auditee Response
6.1
A written response is required to the Head of Organisational Development, with copies to all recipients of this report by 15 May 2003.

6.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date: 
17 April, 2003
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